CLAIRBOURN FAMILIES ASSOCIATION
CHECK REQUEST FORM

(print original on pink colored paper)

e CFA cannot reimburse you for any item of expense without proper backup
documentation, receipts and/or invoices.

e Committee members must first submit their expense reimbursement requests to the event
Chairman to assure that the Chairman is aware of all expenses being charged to the event.

o Expense reimbursement requests must be submitted to the CFA Treasurer within thirty
(30) days of charge. In all events, expense reimbursement requests must be submitted on
or before May 31 in the school year in which the expense is incurred, unless the expense
is incurred in the month of June. June expenses must be submitted on or before June 25%
of the same school year for reimbursement.

e Neither Chairman nor committee members may be reimbursed for an expense from any
CFA cash box.

e Please specify if the check is to be mailed or placed in a box at school.

e Place the completed check request form and backup documentation in the CFA
Treasurer’s box at school, and allow two weeks for processing.
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CFA CHECK REQUEST
Payable to
Address
City, State, Zip
Mail to Payee Return to Requestor Box

Payment is requested and invoice/receipts attached for:

ITEM CFA EVENT AMOUNT

Total Amount
Submitted by Phone #

Chairman’s Signature Date




