
[image: image1.png]


REIMBURSEMENT & EXPENSE FORM
CIRCLE ONE:
REIMBURSEMENT – I spent my own money and want money back from Post



EXPENSE – Post money was spent directly and I am documenting it

	Date of Purchase
	Item Purchased
	Trip
	Note
	Amount

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NOTES:
	Total Due:

	
	


Requested By – Name: ____________________ 6th Period Room: _________ Phone: _________

Check Payable To: -- Name: __________________________________________

Address if requested by mail:______________________________________________________

______________________________________________________________________________

Directions: Fill out above information, staple all receipts to top right corner, turn in to Post Treasurer. For reimbursement, you may want to attach a note explaining any non-standard items or expenses that may not normally be paid for by Post (normally reimbursements are for gas, gear, or other supplies)

2011/12 Treasurer: Emily Proulx emilyp21@hotmail.com or (206) 498-8557

THANK YOU


POST STAFF INTERNAL USE ONLY BELOW

Authorization Signature: __________________________ Print Name: ____________________

Check #: ______________ Date Issued: ________________
STAPLE RECEIPT HERE








