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EXPENSE REIMBURSEMENT FORM
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Budget/Account to be charged for this Expense: ____________________________

Check made payable to: __________________________ Amount Requested: $ __________________

Event: __________________________   Chairperson’s Signature: (REQUIRED)__________________       

Explanation for Expense:











PRINT NAME: _________________________________________   DATE: ______________________
                                                          
Your signature (REQUIRED): __________________________________________________



A RECEIPT must be stapled to this form to validate your expense.

“Please keep a copy of your receipt for your records. **




TREASURER’S REPORT


DATE: _________________ CHECK MADE PAYABLE TO : _________________________________

CHECK #: _____________________ CHECK AMOUNT: $ __________________________________

BUDGET/ACCOUNT CHARGED FOR THIS EXPENSE: ____________________________________

TREASURER’S SIGNATURE (REQUIRED) _______________________________________________
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