
 
 

Annual Meeting Expense Reimbursement Request 
 

Use this form to request reimbursement from your chapter’s annual 
meeting team treasurer when you have paid annual meeting expenses.  
Receipts must be attached to the form. 

 
Please print or type: 
 
Date:  ___________________________________________  
 
Name:  __________________________________________  
 
Nature of expenditure.  Briefly describe each expense, relating them to 

the vendors shown on the attached receipt, or receipts.  E.g., “Closing 
banquet flowers from Acme Florists, $400.”  “Sign printing from Joe’s Print 
Shop, $150.95.” 

 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
 _____________________________________________________  
 
Total amount requested:  $________________ 
 
 
Signature:  _______________________________________  


