Reimbursement Instruction
Reimbursement will follow the following two steps:

1) Mail your original receipts and the filled Expense Report to 

Weihua Sheng
202 Engineering South
Oklahoma State University
Stillwater, OK, 74078, USA
Tel: 405-7447590

2) Provide a correct mailing address so that the check can be mailed to you. Please provide a phone number if possible.
Mailing address:


Phone:

Wire Transfer is another option for receiving the reimbursement. But check will be preferred since wire transfer will incur some cost. If you definitely cannot accept check and have to use wire transfer, you need email me the information in the following Wire Transfer Information form  and  mail me the original receipts to the above address. You are responsible for the wire transfer cost. 
Wire Transfer Information Form

	Bank Name
	

	Bank Address 
	

	Account Name
	

	Account number
	

	IBAN (mostly European banks)
	

	SWIFT BIC
	

	ABA Routing number 
(US banks, must be 9 digits)
	

	Special Instructions (include intermediary banks if applicable)
	



Contact
[bookmark: _GoBack]If you have any questions about the reimbursement procedure, please contact:
· IEEE Financial Chair, Prof. Weihua Sheng at       weihua.sheng@okstate.edu
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