[bookmark: _GoBack]TIMES Reimbursement Coversheet
Please complete the information requested below and tape your receipts in the blank space. 
Purpose of purchase: __________________________________________________________________
Cost Center:	          __________________________________________________________________
Employee Signature:    ______________________________________	Date: _______________
Print Name: ______________________________________________	Date: _______________
PI Signature:                  ______________________________________	Date: _______________
Supervisor Signature (if PI is yourself): ______________________________ Date: _______________
Per MAPP 04.01.03 Employees should present a copy of the university’s Texas Sales and Use Tax Exemption Certificate when making a purchase for the university from a vendor located in Texas. Please find the Sales Tax Exemption form at http://my.times.uh.edu/Core/admin/Forms/Forms/AllItems.aspx. Sales tax is not reimbursable on grants and is only reimbursable for up to $10 on non-grant cost centers. 

