Treasures Memo

As you all know this is a volunteer position so I’ve put together the following guidelines for everyone to follow to help make this position easier.  Hopefully this will make things flow nicely and in the future encourage other volunteers to step forward to take over this position. It will also reduce questions regarding your expense and prevent delays in your payment.
1. Please submit all expenses no later than 30 days from the date it is incurred.

2. Please submit using the attached form or clearly print the purpose of the expense, the date and add all receipts together.

3. Please attach all receipts to the reimbursement request.

4. If you received an advance please make that clear on your submission

5. Please pay all entry fees when due and submit expenses separately. I will reimburse you quickly. (Provided funds are available, check that before you incur expenses).

If you have any questions please let me know.  

Thank you,
Peggy Van Hook

805-698-3681

6/9/2009

