CORRECTION MEMO
Expense report # _____________________
Expense Report returned to:

   
Date:


The attached Expenses report cannot be process due to insufficient information and has been returned for the following reason(s):

Correction required to the following items:
□ Conference program missing

□ Meeting Agenda Missing (email communications and/or research notes between claimant and third party)

□ Proof of payment missing (copy of credit card statement, credit slip, cancelled chq.) for item # ___________
□ Original invoice/receipt(s) missing for item(s) # __________
□ Detailed restaurant receipt missing for item(s) # ________
□ Incorrect currency for item(s) # _______
□ E-ticket or original travel agency invoice required for item(s) #__________
□ Incorrect per diem (if per diem is claimed for a meal, a meal receipt cannot be submitted for the same meal)

□ Exceeds maximum allowable expenses item(s) # _______
□ Affiliation between claimant and the research must be specified

□ Please provide explanation to item (s) # _______belonging to a party other than the claimant (relationship with PI)

□ Financial manager / Area Coordinator or one up approval is missing

□ Claimant’s signature / or Visitor Claimant’s Form is missing

	Additional notes/comments:

	

	

	

	

	


Once rectified, please return the Expense Report along with this memo to your Financial Department.
The claim will be process promptly upon receipt. We thank you for your assistance.
Financial Department

Desautels Faculty of Management, Room 454

FD initials: ___________________________
Corrected expenses report returned on ____/____/____



________________________



   

      D      M       Y




               Signature                                                          
Reimbursement of Expenses Policy:
http://www.mcgill.ca/financialservices/policies/reimburse

