


 
Ref: Rules and Regulations of The Texas State University System, Chapter VII Section 4.1.  
 
Reimbursement – The department head may authorize an employee to bear the expense for meals for 
visitor(s)/drinks for visitor(s) and then be reimbursed, no Purchase Requisition is required. The employee 
should complete a Direct Pay Form in BearKatBuy for reimbursement of expense incurred. The Direct 
Pay Form must also be approved by the Financial Manager and must include the following information: 
 

a. The names of all persons who were entertained or served.  
b. The name of the restaurant or other vendor.  
c. The receipt from the restaurant or vendor.  
d. The date the expense was incurred.  
e. The business purpose that required the expenditure.  
f.  If the reimbursement is requested by the individual with signature authority, the next  
    higher level of authorized personnel must approve.  
g. Payment must be made from local funds only (auxiliary, designated, restricted, or gift).  
 

Complete the FO-19 Form in BearKatBuy and attach to the Direct Pay payment request.  
 

Please refer to The Texas State University System Rules and Regulations (dated August 13, 2020) 
Chapter III Section 6.8 thru 6.824 for additional guidance.  
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