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Pioneer District of Garden Clubs, Inc.
Expense/Payment Request Form
Only original receipts may be submitted in order to receive a reimbursement.

Request date:  _____________
Requesting Garden Club/or District:  ______________________________
Signature of person making request:  _____________________________
Person’s position in District or Garden Club:  _______________________
Phone number:  _______________     Email address:  __________________

Amount requested:  _____________

Reason for request:  ____________________________________________
Documentation provided:      ______________________________________
Check paid to the order of:    ______________________________________

Address to mail check:   ____________________________________
				____________________________________
				____________________________________
Send request to: 
Jan Clay, Treasurer Pioneer District Garden Club
4884 NW High Heaven Road
McMinnville OR 97128

Thank You, 
Jan Clay, Treasurer Pioneer District Garden Club
503-538-9197, janicerclay@msn.com

[bookmark: _GoBack]= = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = = =
For Pioneer District Use Only:    Warrant #:  _____      Line item #:  ______       

Date:  ________          Check #:  __________Check Amount: __________       

Please fill out itemized expense description with attached receipts on back of this page.
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Pioneer District of Garden Clubs, Inc.
Expense Payment Request Form

FINANCIAL POLICIES AND PROCEDURES PART 2
DISPERSAL OF FUNDS
3.1	Requests for payment MUST HAVE THE ORIGINAL RECEIPT.
3.2	Requests for payment MUST BE MADE IN WRITING ON A WARRANT.
3.4	Requests MUST BE SUBMITTED WITHIN SIXTY (60) DAYS.

Only original receipts may be submitted in order to receive a reimbursement.

               Itemized Expense Description                     $Budgeted            $ Amount                 

1.    _____________________________ 		____________	_________

2.    _____________________________ 		____________	_________

3.    _____________________________ 		____________	_________

4.    _____________________________ 		____________	_________

5.    _____________________________ 		____________	_________

6.    _____________________________ 		____________	_________

7.    _____________________________ 		____________	_________

8.    _____________________________ 		____________	_________

9.    _____________________________ 		____________	_________

10.    ____________________________ 		____________	_________
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