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Expense/Request Detail

Name of Member Incurring Expense/Requesting Funds:  

Date Incurred/Requested: 
Indicate Form of Reimbursement:  Member’s Account / Check / N/A  
Purpose/Description:  
Total Amount:  
Note:
· All expenses submitted for reimbursement must be supported by receipt(s)/invoice(s) showing payment.  Please attach supporting documentation to the Form.  

· Any expense that is reported more than 30 days after the expense is incurred may not be reimbursed.  

· Requests for funds will be made upon verification of availability in Member’s account, and subsequently approved by the Executive Board.  

· All reimbursements and request for funds are subject to approval by the Executive Board.  Approval decisions will be made at the first Executive Board meeting following proper submission of the Form.  

Incurred/Requested By:

______________________________________________________

Signature





Date
Date Submitted to Treasurer:

Approved By:

______________________________________________________

Signature





Date
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