PRSSA Reimbursement Policy and Form

Reimbursements will be given to members who have valid receipts for items purchased for a valid club function. Reimbursements must be pre-approved by the chapter president, prior to the purchase of items.

This reimbursement form must be completed accurately and receipts must accompany any and all reimbursement request forms. Reimbursement forms may be obtained from the chapter treasurer and found on the chapter web site.

Please have all receipts dated by cashier if a date does not appear pre-printed on the receipt. If many items were purchased, please highlight those pertaining to PRSSA and provide an itemized list of purchases.

​​​​​​​​​​​​​​​​

Name:
__________________________________________________________________

Title: 
__________________________________________________________________

Date: 
________________________
Date of Approval: ____________________

Event/Reason: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Item
	Price

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	                                                                                                    Tax:

                                                                                                     Total:
	___________

___________


PLEASE STAPLE RECEIPTS TO FORM

Check #:
____________
Treasurer: 
___________________________

Date Paid:
____________
Advisor: 
___________________________

