
UT System - Wireless Communication Device Equipment Reimbursement Request 
Revised:  9.29.2011

Job Title

Employee NameUTEID

Department Date  

Acct# to Charge

Form Name:  WD Equipment Reimbursement

Excerpt from the Wireless Communication Device Policy (effective 4.17.2006) 
  
Equipment and Activation Reimbursement:  Based on justifiable business need and with the approval of the appropriate Executive Vice 
Chancellor or Vice Chancellor, a reimbursement will be provided for the initial acquisition of communication-based equipment.  The amount 
of the reimbursement will be the actual expense not to exceed $80 for a cell phone or $200 for a PDA.  The communication device 
obtained by the employee seeking reimbursement is the property of the employee. 
  
Updating Technology: Based on documented justification of a business needs, and with approval by the appropriate Executive Vice 
Chancellor or Vice Chancellor, a reimbursement will be provided for the acquisition of replacement equipment for purposes of updating 
technology on a recurring cycle of not less than 36 months.  The replacement reimbursement will be the actual expense not to exceed $80 
for a cell phone or $200 for a PDA.  
  
   
  
Complete the information below and attach an itemized receipt of purchase.  The reimbursement will not be processed without proof of 
purchase.  Once all parties have approved the reimbursement, forward to the Office of the Controller-ASH 5.

Purchase Date Place of Purchase Description Reimbursement Requested *

TOTAL

DateSignature of Executive Vice Chancellor/Vice Chancellor

DateSignature of Department Head

DateSignature of Employee 

This form can be accessed on-line at http://www.utsystem.edu/cont/forms.htm

*Reimbursement is limited to actual expense not to exceed $80 for a cell phone or $200 for a PDA.

Eligibility Verification      Initals:                             Date:                          WDR Complete             Initials:                    Date:

Controller Approval:                                                                                                                                                                  Date:                                
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Date
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Date
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Office of the Controller
Form used to request reimbursement for wireless communication-based equipment.
Sherill Boline
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