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How to fill the form:
1. Your name
2. Your student ID number
3. Put “4226”
4. Put “Southern Student Life”
5. Date of your purchase
6. Total amount of your receipt
7. Description of your purchase(specify what it was 

and what it was for)
8. Total amount of your reimbursement
9. Choose one of the two options
10. RAs: 01-2100-0000-7450-00

Student Orgs: 01-2100-0000-1200-00
11. Total amount of your reimbursement
12. Total amount of your reimbursement
13. Your signature

Signature: 
• You can sign electrically and submit it to Student Life 

via email. 
• If you are not able to sign electrically, email the form 

without a signature, and visit the office and sign on 
a printed form.

Receipts:
• If you can take a clear picture of the entire receipt, 

you can submit your receipt electrically via email as 
photo attachments. Please keep your original copies
in case the photos are declined in the process.

• You can submit your original copies of your receipts 
by dropping them off at the Student Life office.You can find a blank reimbursement form from this link:

https://sbts-wordpress-uploads.s3.amazonaws.com/inside/uploads/2020/12/Business-Expense-2021.pdf
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