
Guide To Completing Expense Request/Reimbursement Form
 

 
 
DO NOT SIGN FORM UNTIL ALL INFORMATION 
HAS BEEN INPUT AND RECEIPTS ATTACHED. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

Complete with your name and date 
Add contact information 
Identify program/event expense was for 

 
Identify item reimbursement is being requested for 
And amount.  Need receipt for each item identified 

 
 

 
Total expense amount requested 

 
Input name and mailing information for  
Reimbursement check 

 
Input the name of the person requesting  
Reimbursement, your title, i.e. member, committee 
Member, etc. Signing, see below 

 
 
Attach digital copies of receipts supporting amount  
Requested. 

 
 
 
 
 
 
 
 
 

After signing the form, you will be asked to” Click to 
Sign.” 
 
 
 
 
 
 
An alert box will ask you to enter your email address to 
confirm you generated this form.  Enter your email 
address and “Click to Sign” You will receive an email 
from Adobe Sign asking you to confirm your email 
address. 
 
 


