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Yellow Voucher (Request for Payment)
Use of this Form

I)     Reimbursement for out-of pocket expenses, for materials and services* when use of a
purchase order or travel voucher is not possible, and when the use of petty cash is not
feasible.  Receipts or other documentation must be attached to this request.

II)    Requesting payment to a supplier under a current purchase order when a normal
invoice is inappropriate (e.g., to request an advance payment to accompany a purchase
order).

III)  Purchase of postage stamps and postage meter charges.

IV)   Payment of registration fees, dues and subscriptions when allowable.

V)   Payment of lecture fees or honoraria when allowable.

VI)  Payment to human subjects in connection with approved experiments when allowable.

VII)  If payment is for meeting expenses (food and or beverages) please explain: purpose
of meeting; attendees; and attach a copy of the agenda, if any.

*Yellow vouchers (Request for Payment) are not intended for reimbursement of services of
individuals (except as noted in V and VI above).  Any other services must be reimbursed by
invoices against purchase orders or by green payroll vouchers.


