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Request for Reimbursement

Complete the following information and submit to the Supreme Deputy within thirty (30) days of event.  Attach all receipts to the back of this form.

Name:  _______________________________________________________________               Date:   ______________

Address:  ______________________________________________________________________



City:  __________________________________, State:  ________________ Zip:  _______________

Name of Event : _______________________________________________________
  Event Date:  _________

	Item
	Charge to
	Amount

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Amount
	


Expenses were for: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature: ________________________________________________

	Check Amount
	

	Check Number
	

	Date of Payment
	


Supreme Deputy Signature: __________________________________   


Date: _____________________

Guidelines for Request for Reimbursement

The following guidelines were developed by the Grand Executive Board to formalize the process for reimbursement and to reflect our status as a 501©(3) organization.

1. Any expenditure over $100, other than a specific budgeted expense, should be pre-approved.

2. All requests must be submitted on the proper form.   Mother Advisors, Chairpersons of Advisory Boards, and the Grand Executive Treasurer have the forms.  

3. Complete the form.

4. Attach all receipts.

5. Submit to Supreme Deputy.

6. The Supreme Deputy will review the request, and finding all in order, will sign it and pass it to the Grand Executive Treasurer.

7. You will then receive the check in person or in the mail.

Charge to categories:

Grand Worthy Advisor

GA Ad Booklet

Grand Cross

Donations

Grand Representatives

Newsletter Printing

Girls’ Retreat

Adult Retreat

Grand Officer Retreat

Grand Assembly

Competitions

Jewelry Room/Craft Sales

Grd Rep. Retreat/ Activity

Embroidered Gear

Supreme Assembly

New Assembly Start Up

Admin Expenses

Advertising

Past Supreme Inspector

Supreme Deputy 

