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Non-Travel Reimbursement Process Review
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Non-Travel Reimbursement Process Review

• All Non-Travel Reimbursement Requests must be submitted in 
Finance 360 under the Non-Travel Reimbursement Request section 
by clicking on “New Item”
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Non-Travel Reimbursement Process Review

• Non-Travel Reimbursement Requests must be submitted no later 
than 5 days after the expense

• All requests must provide supporting documentation that includes:
o Detailed receipt (itemized items)

o Form of payment

o Agenda

o List of Attendees, their affiliations, and PIDs 

o Calendar Invite

o Benefit to FIU
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Non-Travel Reimbursement Process Review

o Meal Reimbursements

o Party Supplies

o Parking

o Sympathy Gifts

o Get Well Gifts

o Birth

o Employee Awards

o Retirement Award

o Gifts to Non-employees and 
donors

o Food Items

o Other supplies that are not 
office supplies
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• Types of Non-Travel Reimbursements are: 



Non-Travel Reimbursement Process Review

• The Requestor must fill out the Non-Travel Reimbursement Form 
and attach all supporting documentation
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Non-Travel Reimbursement Process Review

• The Request will then be directed to the Expense Reviewer for 
approval

• After the Requestor submits the Non-Travel Reimbursement 
Request in Finance 360, the Request will be directed to the 
Department Approver for budget allocation
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Non-Travel Reimbursement Process Review

• Expense Reviewer creates the Expense Report in PantherSoft 
Financials and uploads it to Finance 360 and Docusign for the 
Requestor to review and sign 
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Non-Travel Reimbursement Process Review

• Requestor and HR Supervisor review and sign the Expense Report
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Requestor’s signature

HR Supervisor’s signature



Non-Travel Reimbursement Process Review

• Expense reviewer uploads the Expense Report signature page to 
Finance 360 once signed on Docusign.
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Non-Travel Reimbursement Process Review

• Expense Reviewer submits the Expense Report to the Expense 
Manager for approval
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Non-Travel Reimbursement Process Review

• Controller/Foundation reviews and approves the Expense Report

• Once the Reimbursement Request is approved by Controllers, 
payment will be issued to the Requestor
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