Senior Design Reimbursement
Guidelines
1. Company sponsored projects should be funded by the sponsor. SPU engineering will not provide funds for company sponsored projects. 

2. To be eligible for reimbursement, each student team must submit a budget to be approved by the instructor in autumn quarter. Modifications to the budget may be made only with the approval of the instructor. Expenses beyond the approved budget will not be reimbursed. 

3. Projects funded by SPU engineering become the property of SPU engineering at the conclusion of EE/CPE 4899. 

4. Projects must be complete and in good working condition in order for student teams to receive reimbursement. 

5. Reimbursement for eligible projects is provided as follows: 
· Student teams are responsible for the first $400 in project costs. Students must submit appropriate receipts for these expenses.
· At the conclusion of EE/CPE 4899, SPU engineering will reimburse a maximum of $1000 per team in project costs above $400. Students must submit appropriate receipts for these expenses.
Reimbursement Procedure

SPU requires original receipts for all reimbursements. The reimbursement will be made only to the individual who paid the original expense. 


Organize your receipts in several envelopes as follows:

1. $400 Deductable envelope. Include a minimum of $400 of receipts in this envelope, along with an itemized list of expenses and total. They may be paid for by any team member. You will not be reimbursed for expenses in this envelope, and you may keep any equipment specified in this category.

2. Team member 1 envelope. Include receipts for items paid for by team member 1 and an itemized list of expenses and total in this envelope. Indicate the name and address of the team member on the envelope. The expenses must total less than or equal to $1000. The sum of all team member’s envelopes together must also total less than or equal to $1000. 

3,4,5. Team members 2-4 envelopes are the same as team member 1’s envelope.

Submit all of these envelopes (together) to Laurie Mendes. Include reliable contact information in case she has questions. 

Reimbursement will be made to individuals. Once payment has been received, individuals may redistribute the funds in any way desired. 

