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Personal Expenses: Policies & Procedures

• UD cards must NEVER be used to purchase items for personal use or for non-
University purposes even if the Cardholder intends to reimburse the University. 

• UD cards are only to be used for legitimate business purposes. Any misuse of the card 
may be subject to disciplinary action as outlined in the UD Credit Card Policy.

• To reduce the risk of improper card use, do not store UD cards in apps/websites 
(Uber, Door Dash, etc.) that are also connected to personal accounts.

• If a UD card is accidentally used for personal expenses, the cardholder must follow the 
following process to reimburse the University as soon as the error is discovered.
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https://sites.udel.edu/generalcounsel/policies/ud-credit-card/
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Expense Type – Must be Personal/Non-Reimbursable 
• Choosing any other expense type indicates that it is a legitimate business expense on your purpose code, and funds 

returned will not be properly allocated.

Repayment Method – CashNet or Cash Transmittal Webform
• Repayment must be completed before submitting your expense report.
• Confirmation of repayment must be attached to the transaction in Concur.
• The Payroll Deduction form is no longer an option to reimburse UD for personal expenses.

Funds Owed to Employee – Reimbursements, mileage, per diem, etc. are processed with the funds owed to UD 
automatically deducted. 

• If the amount on the same report is not enough to cover the personal expenses, the balance must be paid by 
CashNet or Cash Transmittal Webform prior to submitting your report in Concur. 

• Future reimbursements are no longer an option to repay UD for personal expenses.

Concur Report Identifier – The 6-character alphanumeric Report Number or 6-digit Report Key must be included on your 
repayment.

• Failure to do so may cause a delay in updating the amount you owe to the University. 
• Cash Transmittal Webforms will be returned if this information is missing.



Quick Guide to Reimbursing UD for Personal Expenses

1.  All unsubmitted personal charges must be assigned to a Goods & Services or Travel Expense Report with the Expense Type 
PERSONAL/NON-REIMBURSABLE.

2.  Repayments to UD using one of the methods below must be completed before submitting the expense report.

Cash Transmittal webform – repay UD with cash or check

• The Speedtype must be L1NDTE

• The Approver must be Roeder, Kathy, L.

• The Report Number must be included

CashNet – repay UD via direct debit from a bank account

• This form only routes to Speedtype/Account L1NDTE

• Do not use to repay any other purpose code

• The Report Number must be included

If a reimbursement, per diem, and/or mileage is owed on the same report as the Personal/Non-Reimbursable expense:

The amount is more than what is owed to UD…

• The full amount owed to UD will be automatically deducted 
from the amount paid to the employee

• Do not use the CashNet form or process a payment to 
L1NDTE!

The amount is less than what is owed to UD…

• The partial amount owed to UD will be automatically applied; 
no payment will be made to the employee

• The difference owed to UD must be paid using CashNet 
or Cash Transmittal webform!

3.  A copy of the repayment confirmation (from CashNet or Cash Transmittal webform) must be attached to the 
Personal/Non-Reimbursable transaction in Concur.
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https://udapps.nss.udel.edu/webforms/embtform?wf_id=2014&wf_ty=blank
http://www.udel.edu/udcc-reimburse


Creating a Report for Personal Expenses
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All personal charges: 
• Must be assigned to a Goods & Services or Travel Expense Report

• Can be added to an existing report that has yet not been submitted
• Must be repaid to UD prior to submitting the report 
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A department Speedtype must be entered to create the report
• Personal transactions will not be charged to that Speedtype if the correct 

Expense Type (PERSONAL/NON-REIMBURSABLE) is used
• Account code L1NDTE cannot be manually entered anywhere on the report
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The Report Number must be included 
on the repayment document. 

The Expense Type must be changed to  
PERSONAL/NON-REIMBURSABLE!
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Use the Expense Type drop-down menu 
to select Personal/Non-Reimbursable 

Attach repayment confirmation as the receipt
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Business and Personal Charge
Itemization

• If any portion of a legitimate business expense is personal, it must be itemized

• Any Expense Type can be itemized

• A transaction can have itemizations to more than two expense types 

• The purchase receipt and repayment confirmation must be attached
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Select the Itemization tab in the expense
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Click Create Itemization
• This step needs to be completed for each itemization
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The purchase receipt AND 
repayment confirmation must 
be attached to the expense!

The personal portion must 
have the Expense Type 
Personal/Non-Reimbursable
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To verify the amount owed to UD: 
• Click Report Details
• Select Report Totals from the drop-down menu
• See the Total Owed by Employee

DO NOT return funds if this amount is $0. 
The amount owed to UD will be deducted from 
the payment for out-of-pocket expenses. 

Make sure you repay UD before you submit the report!
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Unpaid Personal Expense on an Approved Report

If an expense report was Sent for Payment with a personal expense that has not been 
completely repaid, verify the transaction’s Expense Type before making any payments.

• If the Expense Type was Personal/Non-Reimbursable, repayment should be 
made using CashNet or Cash Transmittal Webform with the Speedtype L1NDTE.

• If the Expense Type was anything other than Personal/Non-Reimbursable, 
repayment must be made with a Cash Transmittal Webform using the 
Department Speedtype to which the personal expense was originally allocated. 

• Do not use the Speedtype L1NDTE or CashNet!
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• Before submitting your Expense Report in Concur, access the Cashnet form at 
udel.edu/udcc-reimburse

• The 6-digit Report Key or 6-character alphanumeric Report Number must be included

• The Report Number can be found in Concur in your Report Library or in the 
expense report

• A personal checking or savings account can be used

Repaying UD with Direct Debit 
CashNet
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• Before submitting your Expense Report in Concur, access the Cash Transmittal Webform

• The Speedtype must be L1NDTE

• The Approver must be Roeder, Kathy L.

• The 6-digit report key or 6-character alphanumeric report number must be included

• The Report Number can be found in Concur in your Report Library or in the expense 
report

or 
Repaying UD with Cash or Check
Cash Transmittal Webformeck:
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https://udapps.nss.udel.edu/webforms/embtform?wf_id=2014&wf_ty=blank


If you are submitting the form on behalf 
of another UD employee, please include 
their full name and UDID number.
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• Select “Cash” or “Check” from the Tender drop-down
• This is the payment method that will be submitted with the form

• The SpeedType must be L1NDTE
• The Memo field must contain the Concur Report Number
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The Approver must be Roeder, Kathy L

Verify the Speedtype and Report Number
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Repaying UD with Reimbursements

• Reimbursements, per diem, and/or mileage on the same report as the personal expense 
can be used to repay UD.

• Future funds owed to an employee may not be used as a repayment method.

• If the amount owed to the employee is less than what is owed to UD, the difference must 
be repaid with CashNet or Cash Transmittal webform.

• The repayment confirmation must be attached to the personal expense.

• If the amount owed to the employee is more than what is owed to UD, no additional 
repayment is required.
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The amount owed to the employee is less than what is owed to UD
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To verify the amount owed to UD: 
• Click Report Details
• Select Report Totals from the drop-down menu
• See the Total Owed by Employee

Make sure you repay UD before you submit the report!

This amount must be repaid by 
CashNet or Cash Transmittal Webform. 
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The amount owed to the employee is more than what is owed to UD
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To verify the amount owed to UD: 
• Click Report Details
• Select Report Totals from the drop-down menu
• See the Total Owed by Employee

DO NOT return funds if this amount is $0. 
The amount owed to UD will be deducted from 
the payment for out-of-pocket expenses. 
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Questions: 
• procurement@udel.edu
• cashcontrol@udel.edu

Resources:
• Procurement Services Website
• Cashier’s Office
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mailto:procurement@udel.edu
mailto:cashcontrol@udel.edu
https://www1.udel.edu/procurement/
https://sites.udel.edu/vpfinance/departments/treasury-services/cashiers-office/
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