


I, ____________________________________  have read the following information understand that in order for me to be reimbursed up to $______for expenses I must provide a copy of the purchase of my airline ticket and itemized receipts for incidental expenses.  I understand that my expenses will only be reimbursed up to the above stated totals.
[bookmark: _GoBack]Additionally these receipts MUST BE TURNED in by  February 25 th in order to be eligible for reimbursement. If turned in after that time I will not be reimbursed for any expenses.


(If you do not know what an itemized receipt is please ask Donna Shaw for assistance/explanation.)

PLEASE PRINT CLEARLY:

CONTACT TELEPHONE:___________________________________________________________
In case there are any questions concerning your reimbursement.

Valid email address to contact you when your reimbursement is ready to be signed for: 

________________________________________________________________________________________
PRINT LEGIBILY PLEASE 


