
What is the payee’s 
UCB status?

Faculty/Staff/Student 
with active 

employment 
appointment

Student without 
active employment 

appointment

No affiliation with 
UCB

Payee
 enters the request at 
reimburse.berkeley.e

du

Payee submits Claim 
form (1) w/receipts 

to appropriate 
research/admin 

contact

Payee  must be 
invited to register as 

a supplier by UCB 
staff

US Citizen  or 
Permanent Resident?Yes No

Document Resources

1. Entertainment Reimbursement Claim Form can be 
found at https://supplychain.berkeley.edu/sites/
default/files/
ent_po_and_epc_documentation_form_06121_0.pdf

Documents 
Required: 
Receipt and guest 
list

Documents 
Required: 
Receipt, guest list, 
and Entertainment 
Reimbursement 
Claim form (1)

Documents 
Required: 
Receipt, guest list, 
and Entertainment 
Purchase Order 
form (1)

UCB staff enters 
request on payee’s 

behalf at 
reimburse.berkeley.e

du

Does the 
payee have a U.S. bank 

account?

UCB staff enters 
request on payee’s 

behalf at 
reimburse.berkeley.e

du

UCB staff enters 
request on payee’s 
behalf on Payment 

Request form in 
BearBuy

Yes No
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