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2026 Contractor’s Expense Reimbursement Form
ITEMIZED LIST OF CONTRACTOR’S REIMBURSEABLE EXPENSES
Use this form to request reimbursement for approved travel and work-related expenses. All required fields must be completed. If you need this form in an alternate format or require assistance completing it, please contact Minnesota State.
Minnesota State Authorized Representative Section
Name and Address of Contractor: Enter text
PO Number: Enter text
Vendor ID: Enter text
Contact Name: Enter text
Phone / Email: Enter text
Remit Payment Address (if different than above)
Name: Enter text
Address: Enter text
Contractor Expense Details
Instructions: Submit additional pages if more than one day in travel status. Provide original itemized receipts for any expenses that require documentation.
	Date
	Allowable Expense
	Purpose
	Rate
	Total

	Enter
	Number of Miles
	Enter
	Enter
	Enter

	Enter
	Parking Fees (non meter)*
	Enter
	Enter
	Enter

	Enter
	Air Fare*
	Enter
	Enter
	Enter

	Enter
	Rental Car*
	Enter
	Enter
	Enter

	Enter
	Overnight Lodging*
	Enter
	Enter
	Enter

	Enter
	Long Distance/Personal Call
	Enter
	Enter
	Enter

	Enter
	Long Distance/Personal Call
	Enter
	Enter
	Enter

	Enter
	Breakfast
	Enter
	Enter
	Enter

	Enter
	Lunch
	Enter
	Enter
	Enter

	Enter
	Dinner
	Enter
	Enter
	Enter

	Enter
	Supplies*
	Enter
	Enter
	Enter

	Enter
	Copy Charges*
	Enter
	Enter
	Enter

	Enter
	Fax Charges*
	Enter
	Enter
	Enter

	Enter
	Other*
	Enter
	Enter
	Enter



Mileage (if applicable)
Number of Miles: Enter text
From: Enter text
To: Enter text
Daily Total
Total for the Day: Enter text
Signatures Required for Payment
Note: Signatures may be applied electronically if permitted by institutional process. All signatures must be from authorized individuals.
Contractor
Authorized Signature (printed name): Enter text
Title: Enter text
Date: Enter text

Minnesota State Colleges and Universities
Authorized Signature (printed name): Enter text
Title: Enter text
Date: Enter text
Minnesota State Colleges and Universities
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