TOWSON UNIVERSITY FOUNDATION, INC.

DISBURSEMENT REQUEST FORM

If submitting an invoice please attach two copies of invoice to disbursement.
	Date:  

     
	Project #  

     
	Project Name:  

                                                                                          


PAYEE INFORMATION

	Payee Name:  

     
     
	Is payee a TU employee?   Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
  

If yes, please check the one below that applies:

	Address: 


	Faculty      FORMCHECKBOX 
     Staff        FORMCHECKBOX 
      Student     FORMCHECKBOX 



	     
	For Foundation Use Only:

1099 Vendor?        Separate Check?         Current Year W-9?
Invoice # ______________________________

	     
	


1)  Is the Payee or beneficiary a U.S. Citizen or Permanent Resident Alien?             


      Yes   FORMCHECKBOX 
   No  FORMCHECKBOX 

2)  If payment is made to a company for goods/services, does company have an establishment in the US?  Yes  FORMCHECKBOX 
   No  FORMCHECKBOX 

3)  If YES to either question 1 or 2 above, is W-9 attached or on file?    



      Yes   FORMCHECKBOX 
   No  FORMCHECKBOX 

4)  If NO to either question 1 or 2 above, contact the Nonresident Alien Tax Specialist at nratax@towson.edu; 

    and provide e-mail address of payee:  ​​​​​​​​​​​​​​​​​​​     
(MANDATORY COMPLETION(
Attach original invoice, receipt or other documentation (refer to Policy & Procedures manual for further instructions)

	REASON FOR PAYMENT – provide detailed explanation
	EXPENSE CODE
	AMOUNT

	     
	     
	$0.00

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	For salary supplements to Towson University employees, add an additional 8% charge to cover benefits (FICA)  ( ( ( ( ( 
	Add 8%    ( ( 
	     

	
	TOTAL ( ((
	$0.00 FORMTEXT 

$0.00



	Your signature attests to the validity of this expense

_____________________________________________________
Program Director’s Signature                                  Extension     
Supervisor’s signature needed if Program Director is the Payee                                                                                                                    
 ____________________________________________________

 Supervisor’s Signature                                             Extension 
                                                         
	 FORMCHECKBOX 
  Mail check to payee   
 FORMCHECKBOX 
  Hold for pickup. When check is ready:   

         Please email/call         
         * Checks will be mailed after one business week.                 

         * Photo ID is required for pickup. 

                                                                                       Revised 7/1/19 AS & ANG


	Towson University Foundation, Inc. 
	

	Expense Code Listing (as of 5/26/2020)
	

	
	
	

	Expense
Code
	Expense Name
	Description / Purpose of the GL Code

	5156
	SCHOLARSHIP/FELLOWSHIP
	Payments made to support a student's education, awarded on the basis of academic performance, need or other achievement

	5204
	ALUMNI BENEFITS
	MVA license plates, bricks, etc.

	5252
	HONORARIUM
	Payment to a person for his or her volunteer services or for services for which fees are not traditionally required

	5256
	CONSULTING & OTHER CONTRACTUAL SERVICES
	Payment to an individual or company for a specific or specialized project - Someone paid for their expert professional advice 

	5258
	TEMPORARY EMPLOYMENT SERVICE
	Payments to an agency or to individuals for temporary employment services

	5260
	AWARDS
	All awards - plaques, trophies, student awards, faculty/staff awards

	5262
	CUMU MANAGEMENT FEES
	Only to be used by CUMU

	5300
	CATERING
	Payments to vendors who provide food and drink at TU events (Chartwells, Ocean Pride, Classic Catering, etc.)  MUST PROVIDE A LIST OF ATTENDEES

	5302
	MEALS/REFRESHMENTS
	Breakfast, Lunch, Dinner expenses with a visitor, guest speaker, potential donor, meal tickets - MUST PROVIDE A LIST OF ATTENDEES

	5304
	PUBLIC RELATIONS/GIFTS
	Flowers, t-shirts, pins, TU memorabilia (cash gifts not permitted)

	5306
	TICKETS-COMMUNITY EVENTS
	Tickets to events, performances, fund-raisers, sporting events, concerts, etc.

	5310
	GOLF
	Payments to play in golf tournaments (greens fees, cart rentals, food at the golf course, etc.)  USE CODE 6000 FOR MEMBERSHIP FEES

	5352
	EQUIPMENT PURCHASES                                               
	Purchases of individual items over $500. This equipment will be inventoried and transferred to TU

	5402
	PRINTING/REPRODUCTION/GRAPHICS
	Print jobs, copies of photos, news articles, copies of videos, posters, etc.

	5404
	BOOKS/PRINTED MATERIALS/SUBSCRIPTIONS      
	Purchases of books, magazines, subscriptions, periodicals

	5452
	EQUIPMENT REPAIR & MAINTENANCE  
	Repairs and maintenance to equipment (pianos, office equipment, lab equipment, etc.)

	5454
	EQUIPMENT RENTAL/PURCHASE  
	Purchases and/or rentals of small equipment that are individually valued under $500 (see code 5352 for purchases of items over $500)

	5456
	SOFTWARE – PURCHASE/LEASE/MAINTENANCE  
	Purchasing, leasing or maintenance of software, web applications

	5552
	ON-CAMPUS SPONSORED SEMINAR/EVENTS           
	TU Event & Conference Services charges for on-campus events

	5554
	EDUCATIONAL PROGRAM         
	Field trips, educational workshops, seminars

	5556
	LAB SERVICES/SUPPLIES                                                    
	Supplies to be used in a TU lab (propane, kiln supplies, stained glass, chemicals, glassware, etc.)

	5558
	EDUCATIONAL SUPPLIES  
	Resource materials used for classroom activities or research (art supplies, background checks, fingerprinting, etc.)

	5602
	OUTSIDE SERVICES
	Payments to vendors for amounts invoiced for general services performed (DJ's, audio-visual help, photo services, interpreters, etc.)

	5654
	CONFERENCE/SEMINAR  
	Registration fees and/or conference materials for attending an in-state or out-of-state conference or seminar - (DO NOT INCLUDE TRAVEL EXPENSES - Use Code 5752)

	5702
	ADVERTISING  
	Newspaper, radio or television ads for a TU supported program or event

	5704
	INSURANCE  
	Payments to procure insurance coverage

	5752
	TRAVEL 
	In-state, out-of-state, foreign travel (parking, hotels, airfare, mileage, tolls, metro, taxi, bus, UBER, etc.) 

	5800
	ROYALTIES/COPYRIGHT  
	Royalties or copyright fees for manuscripts, plays, music, etc.

	5850
	OFFICE SUPPLIES  
	Office supplies 

	5904
	LEGAL FEES  
	Payments to attorneys for legal advice and/or services

	5950
	BUILDING REPAIRS & MAINTENANCE  
	Repairs and maintenance to TU buildings

	6000
	DUES/MEMBERSHIPS  
	Payments to outside organizations for annual dues and memberships (Center Club, golf club memberships, CPA dues, etc.)

	6010
	SPONSORSHIPS
	Payments made in support of events whereby TU is recognized publicly for their support of the event

	6050
	TELEPHONE  
	Telephone, cell phone, FAX, etc.

	6102
	POSTAGE  
	Stamps, FedEx, UPS, overnight mail, etc.

	6104
	MAILING SERVICE  
	Payments to a company hired to handle large mailings, zip coding, stuffing envelopes, etc.

	6202
	RECRUITMENT EXPENSE  
	Taking a job candidate to dinner, lunch, etc., advertising for a job, travel expenses to get a candidate to campus for an interview

	6206
	COST OF GOODS FOR RESALE  
	Merchandise purchased for resale

	6208
	RELOCATION & LIVING EXPENSES  
	Expenses paid to relocate a new employee, (house hunting, moving and packing expenses, storage fees, transportation, meals and lodging, etc.)

	6210
	ROOM/SPACE/OFFICE RENTAL  
	Payment for the use of off-site facilities not related to a conference/seminar

	6212
	MISCELLANEOUS EXPENSE
	Expenses that don't fit any other category (should be small expenses)

	7104
	TU TRANSFER – SALARY  
	Transfer of funds from the Foundation to reimburse a TU account for salary expenses (FOLLOW PRESCRIBED PROCESS FOR SUCH REIMBURSEMENT REQUESTS ON TUF WEBSITE AT TOWSON.EDU/TUFOUNDATION)

	
	
	

	
	*A current W-9 is required for all outside vendors. An updated W-9 will need to be provided annually to the Foundation.




DO NOT STAPLE









