WEST VIRGINIA READING ASSOCIATION

TREASURER’S REQUEST FORM

TO REQUEST REIMBURSEMENT FOR EXPENDITURES:  CHECK APPROPRIATE AREA OF FORM; STAPLE RECEIPTS TO THIS FORM; FILL OUT THE INFORMATION REQUESTED BELOW; AND MAIL TO THE LISTED ADDRESS.

TO REQUEST PAYMENT DIRECTLY FROM VENDOR: CHECK APPROPRIATE AREA OF FORM; STAPLE ESTIMATE OF EXPENSE OF PURCHASE ORDER TO FORM; FILL OUT THE INFORMATION REQUESTED BELOW; AND MAIL TO THE LISTED ADDRESS.
*********************************************************************

CHECK ONE:

________REIMBURSEMENT



________PAY VENDOR

ADDRESS_________________


ADDRESS___________________

__________________________


____________________________

__________________________


____________________________

DATE_______________________________

WVRA BUDGET LINE ITEM NAME _____________________________________

PURPOSE OF EXPENDITURE___________________________________________

_____________________________________________________________________

AMOUNT REQUESTED $____________________________

AUTHORIZED SIGNATURE ____________________________________________

COMMITTEE / OFFICE ________________________________________________

STAPLE RECEIPTS OR PURCHASE ORDERS AND MAIL TO:

MR. DENNIS CALDWELL
6219 EAST GATE ROAD
HUNTINGTON, WV  25705
DATE RECEIVED________________            DATE PAID_____________________

CHECK # _______________________
    ACCOUNT NUMBER ____________

AUTHORIZATION CHECKED __________________________________________

