
MVA Procedure 

Submitting an expense report. 

Preparation: 

• Obtain a printed receipt for any MVA expense. 

• Where possible, use an MVA credit/debit card for the expense. 

• All expense reports must be filed within 24 hours of the expense 

Process: 

The Expense Report Form is located on the www.minnregs.com website under the “Forms & Registrations” menu 
item. 

 

http://www.minnregs.com


Fill in your first and last name, email address, and choose expense date.   

 

Scroll down and choose the correct transaction type. 

 

Enter the exact amount of the expenditure, without the $ symbol. 



 

Select the correct budget to be charged.  Questions about the correct budget should be directed to the President. 

 

Indicate the vendor.  If the expense is for an employee event, please enter the number of attendees (of known.) 

 

Create a jpg image of the receipt – using a scanner or a phone camera.  Drag and drop the .jpg file in the space 
provided. 

Indicate the description of the expense – short and concise. 



Submit the form 

 

An email will be sent to the email address on the form indicating that the file has been uploaded.


