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• Company-sponsored projects are eligible for reimbursement of 90% of each team’s expenses up 
to a maximum amount of $900. If your team spends $1,000 or more, you can receive $900 as a 
reimbursement. If your team spends less than $1,000 you will be reimbursed 90% of your 
expenses by the School. 

• Non-sponsored (Student) projects are eligible for reimbursement of 80% of each team’s 
expenses up to a maximum amount of $800. If your team spends $1,000 or more, you can 
receive $800 as a reimbursement. If your team spends less than $1,000 you will be reimbursed 
80% of your expenses by the School.

• Projects sponsored by Faculty and Entrepreneurs (projects titles have “F” or “E” as prefix on 
projects.gatech.edu) are eligible for reimbursement of 100% of each team’s expenses directly by 
the faculty/entrepreneur sponsor. Please confirm the expense with the sponsor prior to making 
the purchases. 

• Please also refer the online project description (on projects.gatech.edu) for information on 
availability of additional funds/resources beyond what is presented above. 
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• Original receipts are required for reimbursement, and each receipt must have proof of payment 
on the receipt and/or invoice.

• Only one person from each team will be reimbursed. That person will then be responsible for 
disbursing funds to other team members, if necessary.

• Personal expenses of any kind cannot be reimbursed. Each individual charge will be reviewed.
• Only materials & supplies’ costs involved with building the prototype and for participation in the 

expo will be reimbursed. 
• Provisional Patent Filing Fees will also be reimbursed (typically applicable for non-industry 

sponsored teams only)

• Turn in all receipts for reimbursement along with your reimbursement packet to Ms. Essie 
Reynolds in ME finance office (3rd Floor of MRDC Building) by the Friday of the week of the 
Capstone Design Expo.
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• Fill out AP Payment Request Form with your name and contact info (forms will be sent to team 
captains and will be available from ME finance).
̵ Use non-GT information if you are graduating.

• Notate either in a blank spot on the form or on a separate page what your team name and 
number is.

• The student being reimbursed from the team needs to indicate if they are an employee or non-
employee. They can write this at the top of the form.

• Attach all receipts to form; paper clipped is preferred
̵ For loose receipts tape them down to an 8.5x11 sheet of paper with all edges secured; 

must be able to go through scanner.
̵ The tape on the receipts should NOT cover any of the important ink on the receipts or they 

will be illegible

Download this form: 
http://www.procurement.gatech.edu/sites/default/documents/PymtReqForm2018.pdf

http://www.procurement.gatech.edu/sites/default/documents/PymtReqForm2018.pdf
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• Your packet will be your formal reimbursement request. Please keep all written correspondence 
legible.

• ME finance will review the packets, turn them in to AP, who will then issue a check to the 
address on the form.
̵ If preferred, checks can be sent to the ME finance office. Please note that when you turn it 

in. The default method is by mail.

Non-GT employees:

GT employees:
• You will be reimbursed through the GT Travel & Expense system. 

̵ Paid via direct deposit.
• Complete package as if you were being reimbursed as a non-employee.
• Come to the ME finance office (3rd Floor of MRDC Building) for instruction on how to use T&E if 

you’re unfamiliar with the process.
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Questions?
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http://www.procurement.gatech.edu/payables

ME Finance Office Contact Info:

http://www.procurement.gatech.edu/payables
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