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Expense Voucher 
 
Use an Expense Voucher to pay for expenses unless a purchase order is required by fiscal rule.  
The voucher is available on the Purchasing webpage.   
Examples of typical expenses paid on a voucher include:  
 

 License fees  
 Subscriptions 
 Dues/Memberships 
 Registration fees (Conference) 
 Refunds and reimbursements to staff   
 Misc. fees, renewals and invoices  
 Payments to grant recipients  
 Other expenses deemed necessary by the Controller or VP of Administrative Services 

 

 
 

  
 

Attach supporting documentation such as:   
 Invoice 
 Registration forms  
 Itemized receipts/invoices 

 

If a service was done and no PO was issued, 
Include these forms:  
W-9 
PERA Retiree Form 
Unauthorized Immigrant Form 
Copy of Driver’s License (Sole proprietor only) 

Complete voucher 
 include a detailed 

description of the 
charges 

Acknowledge ok to process on the 
invoice/receipt with:  

 “Okay to Pay” 
 Sign 
 Date 

Purchasing reviews. Once approved, 
forwards to Accounts Payable for payment.  
 

Accounts Payable processes and mails 
check to vendor. 
 

Submit to Purchasing for review:   
 Completed voucher 
 Supporting documentation 

Obtain signatures on voucher: 
 First level signature 
 Second level signature 

 

http://www.rrcc.edu/purchasing
http://www.rrcc.edu/purchasing/independent-contractor-forms
http://www.rrcc.edu/purchasing/independent-contractor-forms
http://www.rrcc.edu/purchasing/independent-contractor-forms

