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Cub Scout Pack 1800

Expense Reimbursement Request

Requester’s Name, Address, and Phone Number (Required):
Expense Details:
Date
            Vendor                                  Reason for Expense
                          
          Amount

Total Expense:    $
Minus Advance:  $

Reimbursement: $                                                                                                                                 
Approval  Rules and Process (see next page for details):
· Please attach either original receipt, a copy of the receipt, or you can submit expenses electronically via e-mail.  See the next page for details on the requirements for electronic submissions.

· Cub Master or Expense Coordinator Signature is required before submitting to Treasurer or e-mail approval is required for electronic submissions.
Reimbursement:


Check


Date

Amount
Expense Submission Instructions:

Always include your name, address and phone number on all submissions. 

Questions or special requests: 
You can contact (Barbara) the Treasurer in the following ways: 
· (770) 516-1933
· e-mail:  Barbara@pack1800.com
Electronic submissions

Scan completed form, attach receipts and send to:
Joe Delafuente – Joe@pack1800.com
Eric Simon - Eric@pack1800.com
Paper submissions

Complete the form, including required signatures, attach receipts and send to:

Eric Simon
5209 Sandlewood Court
Marietta, GA 30068
Electronic submissions: 

You can now submit expense reimbursement requests via e-mail.  Electronic submissions must have the Cubmaster’s electronic approval (approval via an e-mail from the Cubmaster will suffice) and the following attachments:

1. The form on page 1  (completed, including name, address, and phone)   

2. Scanned receipts for each expense submitted 
Here is a summary of the process: 

1. You e-mail the request with the required attachments to the Treasurer and Cubmaster
2. The Cubmaster will review and approve (assumed) the expense

3. The Treasurer will reimburse you accordingly from Pack 1800’s account

Notes on Advances:

If the advance was greater than the actual expense and you owe money back to the pack then the Treasurer will let you know whether to 

A. Submit a check payable to “Pack 1800” 

B. Defer settling the balance owed and apply the balance as an advance for future pack expenses

Expense forms must be submitted for advances. Include the date, amount, and reason for the expense.[image: image1.png]
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