24 November 2003

Greetings,

An update from the Reimbursements Division

When you are submitting a claim for reimbursement, PLEASE staple your receipts to a piece of paper instead of placing them loosely in the envelope. They are more likely to get lost if they are not fastened down. Also, make sure the CLAIM paperwork is in the same envelope as the receipts. This may seem like common sense, but I am told that our staff has been receiving claims without receipts and receipts without claims. Make it easier for them! Due to a large volume of claims being submitted and an unexpected staff shortage, it is taking closer to 12 weeks to process claims. We apologize for the impact this has on you, the students, but please bear with us. Wait 12 weeks before you begin e-mailing and calling to get the status of your claim. Answering calls and e-mails just takes the processors away from actual processing which causes more of a delay in you receiving your money. Spend a couple dollars and send the claim certified, return receipt so that you will have proof when your claim does arrive at our destination.

Have a safe and enjoyable Thanksgiving from the HPSP Staff :-)
