
 

 

 

 

 

 

 

 

 

1. Locate the order form on the CNRCS website under the resources tab. 
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2. Choose the PI for your lab
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3. Choose your cost center. 

4. Select your name as requestor
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5. Select Emolyee Reimbursement-
Business Meals Only
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6 6. Choose one of the following options
and see highlighted texts below for 
next steps

7. Enter your reimbursement amount
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10
Enter the date of your purchase
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12. Submit

11. Upload your detailed receipt and reimbursement form if aplicable 

8. Provide a detailed purpose and benefit for the meal

9. Enter your attendees names and affiliation, if
applicable.
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