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Date:
ENTER DATE HERE
Memo To:
ENTER AUDIENCE HERE
From:
YOUR ORGANIZATION HERE

Subject:
Travel Expense Report (TER) and Employee Reimbursement (ER) Paper Processes End June 18, 2010

The last day to submit expenses on paper TERs and ERs to UW-Madison Accounting Services (21 N. Park Street, Suite 5301) is June 18, 2010. Units that have already implemented e-Reimbursement will follow previously established cut off dates for paper processes. Paper TERs and ERs received after June 18, 2010, will be returned to be entered into e-Reimbursement. All expenses incurred after June 18, 2010, must be submitted through the e-Reimbursement system.

Expenses that were incurred before October 1, 2008, must be submitted on a paper TER and received by Accounting Services at 21 N. Park Street, Suite 5301 by June 18, 2010. After June 18, 2010, there will not be a reimbursement process available at UW-Madison to process expenses incurred before October 1, 2008. 

Information about the e-Reimbursement system is available on the Accounting Services web site at http://www.bussvc.wisc.edu/acct/TEWeb/index.html.
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