WCRW Expense Request/Reimbursement Form (01/04/23 Rev. 2)
Per TFRW Guidelines, ALL Expense Request/Reimbursements must be approved by the President before Reimbursement is made,
ALL Receipts Must be attached or Reimbursement will be denied.
Step 1) Request:
Member Name/Requestor:  ________________________________________________	Date: ________________
Description of Request:   _____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
Total Amount Requested:  ____________	Budget Item: _ (Y/N) Budget Line Item: _________________________
Requestor Signature: __________________________________________________   Date: ___________________
Request Approved: ___________________________________________, President   Date: ___________________

++++++++++++++++++++

Step 2) Reimbursement To Member or Payment To Vendor: (Attach Receipts)
Make Check Payable To: _____________________________________________ Amount: ____________________
Address: ______________________________________________________________________________________
Additional Information/Comments, if needed: (explain any overage, etc.) _________________________________
_____________________________________________________________________________________________
Requestor Signature: __________________________________________________   Date: ___________________
Request Approved: ___________________________________________, President   Date: ___________________


++++++++++++++++++++


Step 3) Process Payment by Treasurer:
Date Paid: _________________ Check # ____________________ Mailed/Delivered on: ______________________
Completed by: ____________________________________________________________, Treasurer/PAC Treasurer
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