Dawe:

MEMORANDUM

rom: LOCL Board of Direciors mamber
o LCCL

[ o]

Treasurer Via: LCCL President éycuz name)
SURI: REQUEST FOR REDMBURSEMENT

L Qs r&:;uesxsd that [ be reimbursed for the ttems shown on the attached receipt(s;. which were

i
purchased in my official capacity as

{veurposition)

Pl
H

[ have PRINTED my { name on all receipis stapled hereto, and have circled the following:
DATE OF PURCHASE

ITEM(S) PURCHASED ({explain if unclear on receipty AND COST
TOTAL OUT-OF-POCKET CCSTS (which will include the tax paid)
3. The TOTAL requesied amount of reimbursement is §

T Tunderstand this
reguast and attached receipts will be placad in the file for audit.

(NOTE TO TREASURER: MY EXPENSE ITEMS FALL INTO THE CATEGORY CHECKED
BELOWY:
{ )} FORNEWSLETTER EXPENSES: (NI11POSTAGE, or (N12)ADMIN/SUPPLIES
{_ ) FOR GENERAL FUND EXPENSES: (GI6)ADM /SUPPLIES
{ )} FORENTERTAINMENT EXPENSES: (Gl TENTERTAINMENT
{___) FOR HOSPITALITY EXPENSES: (GI18JHOSPITALITY
} OTHER (ndicate): { )

(3

Signature: Phone:

TREASURER: ENTER THE FOLLOWING INFORMATION & FILE THIS MEMORANDUM.

: s 8 ITHORIZELD:
LINE ITEM { y AMT PAID $ REIMBURSEMENT AUTHORIZED:

B - 3 i‘:ﬁ 2 " gf - e §
LINETTEM { } AMTPAID § LCCL President's Inutials

LINEITEM{____ ) AMTPAID §_
LINE ITEM ( } AMT PAID Sw_‘._

TOTAL AMOUNT PAID: $_ CHECK #

DATE: , 200

TREASURER: GIVE REIMBURSEMENT CHECK TO LCCL PRESIDENT TO
DELIVER, ALONG WITH A BLANK MEMORANDUM FORM, TO PAYEE.
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