
E-Reimbursement PI Approval Form
This form must be completed and attached to your Reimbursement 

FOR BUSINESS TRAVEL and OTHER EXPENSES: 

Name:_____________________________________ Funding to be used: ______________________________ 

Traveler Email:
PI Email:

 Date of departure:____________ 
 Date of return:__________ 

1. Link to E Reimbursement Checklist
2. Link to E-Reimbursement Help Sheet
3. Link to Business Service's Reimbursement Web page
4. Link to E-Reimbursement Portal

For questions regarding the reimbursement process please reach out to your department's travel resource:
ISyE: kmpetersen2@wisc.edu
ME: travel@me.engr.wisc.edu

Purpose of trip or purchase: 

List Name of Event/Collaborators/Lab 

Location City, State

____________________________________________________________________

____________________________

PI Signature of Approval: __________________________________
*note: on reimbursements using 133/144 funding* the travel/purchase must be allowable on funding.
For questions, please reach out to your research administrator.

All e-reimbursements need a business justification with documentation attached. This form is not a 
replacement for the required documentation. Your travel business purpose (listed in justification section of the 
reimbursement) should list the basic details of the travel (Who/What/Where/When) as well as a statement that 
defines how your travel benefits the University. Non-Travel business purpose should describe what was 
purchased and why it was needed. NOTE FOR EXPENSES SUPPORTED ON 133/144 FUNDS: Please include a 
description in your justification about how your travel/purchase benefits the specific fund/project.

 Documentation verifying the basic info of the travel (dates/locations/general purpose) needs to 
 be attached to the reimbursement. This could include a conference brochure/agenda, meeting schedule, 
 email chain with meeting collaborator, etc. 
----------------------------------------------------------------------------------------------------------------------------------------------------------------------

Reimbursement Resources for Travelers

Conference/Meeting Website:

https://portal.sfs.wisconsin.edu/psc/sfs/EMPLOYEE/ERP/c/EX_ADMIN_EXPENSE_FL.EX_EXP_SHEET_FL.GBL?Action=A
https://businessservices.wisc.edu/travel-reimbursement/
https://docs.google.com/document/d/1RYQNr4Uw0REZ_IpJIpcRssSTvR1sGGGgju5ZgIfUc0o/edit
https://drive.google.com/file/d/1t4reCvOzyNcAQtHkUd0a42EITNnxFC9b/view?usp=sharing
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