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   EXPENSE VOUCHER TIPS 
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NEEDED FOR 1099 PURPOSES ONLY 

Three lines for Approvals: 
 
Requested by:  Person preparing form 
Approved by: Account Administrator 
(cannot approve his/her own expenses) 
$5000 or more: Dean, V.P, etc…

Check Mail (US Postal only) or Call. 
 
If left blank, the check will be mailed. 
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