	Date
	(a)
	Amount of Reimbursement
	(b)

	Requested By
	(c)

	

	Description of Expense
	(d)

	

	Approved By
	(e)

	Signature
	(f)

	

	Date Submitted
	(g)
	Approved Amount
	(h)

	Received By
	(i)



Reimbursement Request





A – Date


B – The amount to reimbursed


C – Name of the person submitting the request for reimbursement


D – A description that allows appropriate classification of expenses


E – Name of individual approving expense (person in charge of event or treasurer)


F – Signature (or initials) of above


G – Date that the reimbursement is approved


H - Amount approved for reimbursement


I – Name/Initials/Signature of individual who is charged with the actual recording of the expense











