
Kiwanis Club of Horse Heaven Hills – Payment Request

$                  Receipt:  yes [ ]  no [ ]    Request by:                                                                          Date:                 

Reimbursement of actual expenses:  yes [ ]  no [ ] Advance payment requested:    yes [ ]  no [ ]

For Club Committee:                                                     Authorized by committee on date:                   

Included in club budget:  yes [ ]  no [ ] Approved by board:  yes [ ]  no [ ] Date:                  

Purpose:                                                                                                                                                                       

Make payment to:                                                                                                                                          

   mailing address:                                                                                                                                          

      city, state, zip:                                                                                                                                           

Pmt issued by:                           on:                  ck #:               acct:                               debit [ ] credit [ ] xfr [ ]

Submit this payment request with receipts/invoices to Club Treasurer for payment

Click Comments icon to view Instructions

John
Note
INSTRUCTIONS: This form is used to request a payment to be made from the club's accounts.  You may also make your request for payment via email or other suitable written documentation so long as adequate documentation is provided.

  LINE !: Enter the dollar amount, and if you have a receipt (invoice or other documentation) or not, your name and the date.

  LINE 2: Is this a reimbursement for something already paid for, is this an advance payment request (board approval required)?  

  LINE 3: If this expense is related to a committee activity, identify the committee and when it was authorized by the committee

  LINE 4: Was this expense included in the club budget for the current fiscal year?  Was this expense specifically approved by the board and when?

  LINE 5: What is this expense for?

  LINES 6-8: Who should payment be made to?  If payment is to be mailed include address.
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