Appendix E - Request for Reimbursement Form

Who Can Use This Form?
Conference Committee members, members of Board Committees or volunteers of the F.W.S. Office may use this form to receive reimbursement for Zoom accounts or other authorized items as agreed upon by Conference Committee chairs, F.W.S. Office supervisor, Conference Finance Committee or the Board Finance Committee.

Guidelines:
1. The Board Finance Committee (BFC)/Conference Finance Committee (CFC) request that this form be used for each reimbursement check requested.
2. Single items of expense in an amount greater than $10.00 should be supported by a receipt attached to this form. Expenditures of $500.00 or more require pre-approval by the Board of Trustees (BOT).
3.  Please make requests for reimbursement within 30 days of the date of expenditure.
4.  All requests for reimbursement must be approved by the committee chair.
5.  Send completed form to CFC chair for Conference expenses and BFC chair for Board expenses. All Conference Committee expenses must be mailed or emailed to the CFC Chair directly from the committee chair in order to document that chair's approval.
6. Complete the online form to the CFC via email to https://www.slaafws.org/cfc by mail or or email  the F.W.S. Office via the address or  email at  bottom of this page.

Make check payable to (name): __________________________________________________________________

Send reimbursement to (name):__________________________________________________________________

Address US only: 													

City/State/Postal Code or PayPal information:

City:_______________________     State:_____________   Zip or Postal Code:_______________

PayPal:______________________

Committee Name/Abbreviation  			             

Committee Chair Approval (signature): 									
Office Use Only:
                  Approved:  	CFC    BFC

Chairs Name:  _____________________                   Date:____________

Payment type:   Check    Cash    Other

Via: Mail     In-Person   Other

Name/Title of F.W.S. Supervisor/BOT Paying

Check # __________
F.W.S. Office Address: 2411 NE Loop 410, Suite 122 San Antonio TX  78217 or Complete an online form at: https://slaafws.org/contact/
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