
Name of person/business 
receiving payment goes in this 
section of the ER. Payment could 
be to a student, performer, 
business or university service. As 
much information about that 
person/business will make the 
processing of payment go a lot 
smoother.

Description of item/service is 
important. Be sure to include any 
specific details, the Activity 
Name, Date and Location. If you 
are traveling, be sure to include 
your destination, passenger list if 
needed or mileage traveled. The 
Amount of the item/service 
should be the exact price. If you 
are unsure of the exact price just 
write an estimated amount in the 
NTE (Not to Exceed) box. 

In order to process your request, 
we will need the appropriate 
budget code to do so. AS clubs 
will use FXCLUB for their Fast 
Index # and Activity is your 
ASB# which is three characters. 
The Account varies depending on 
the services/items purchased. 

Form of payment must be 
chosen from one of the options 
to the left. We have a variety of 
options to choose from when 
making a purchase. You can use 
a PO, check, AS Credit Card or 
Open Order. It’s your decision to 
make that best benefits yourself 
and the vendor. You can always 
contact them if you are unsure.

Here you may put any special 
instructions you may have.

This information to the left may 
be additional information, but 
it is important to include in case 
any questions should come up 
concerning the ER. This will make 
processing your ER into that PO, 
check, credit card purchase or 
open order a lot smoother. 

**This form must be filled out 
entirely and approved before any 
reimbursement is considered. 

Clubs may send directly to the 
Business Director.  This form 
requires prior authorization from 
your director/coordinator before 
approval from the Business 
Director if you are an AS office. 


