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EXPENSE VOUCHER

  REIMBURSEMENT	  ADVANCE		  RECONCILE ADVANCE   	  MOTION APPROVED  
											            (attach Cost Proposal Form)       

	LAST NAME
	FIRST NAME
	
	MONTH/YEAR

	
 
	 
	
	 

	ADDRESS
	CITY, STATE, ZIP
	
	REQUEST DATE

	


	
	
	 

	PHONE
	E-MAIL
	
	REQUEST AMOUNT

	


	
	
	$ 



	DESCRIPTION OF EXPENDITURE
	
	TREASURER USE ONLY

	 
	
	DATE PAID

	
	
	

	
	
	

	
	
	CHECK NUMBER

	
If payment for other than name and address above
	
	

	
	
	

	Name
	
	
	
  by Membership Motion
	COA #  __________

  by E-Board Motion
	COA #  __________

 L443 Operating Budget
	COA #  __________
 
  Other

	Address
	
	
	

	City, State, Zip
	
	
	

	E-Mail
	
	
	

	
	
	
	

	COMMENTS
	
	

	
	
	

	
	
	

	

  I WILL PICK UP MY CHECK
	

  MAIL MY CHECK
	
	

	
I hereby certify under penalty of perjury that this is a true and correct claim for necessary expenses incurred by me and that no payment has been received by me on account thereof.

	
	

	
SIGNATURE:
	


	
	
	
  Handed to Recipient
       ________________

  Delivered to:
       ________________

  Mailed
       ________________

	
	Member requesting reimbursement/Recipient
	Date

	
	

	
APPROVAL:
	


	
	
	

	
	Authorizing Officer 
(President, Vice-President or Chair)

	Date
	
	


L443 Expense Voucher – 08/03/16
	
	

IN ADDITION TO THE EXPENSE VOUCHER, SUBMIT THE FOLLOWING SUPPORTING DOCUMENTS FOR PAYMENT TO BE PROCESSED:



Bargaining Unit Meeting:
· Meeting agenda
· Sign-in/Attendance sheet
· Receipt(s) for purchased goods or food items


General Reimbursement:
· Receipt(s)/invoice/billing statement for purchased goods or services


Non Political Expenditures
· Request for Donation


When do I submit my expense voucher for payment to be processed and when do I get a check?

You may drop off or mail your completed expense vouchers any time.  

Payments for completed expense vouchers submitted by the last Tuesday of each month are available for pick up on the third Tuesday of the following month at the monthly General Membership meeting.  You may also request for your check to be mailed to you.


I have multiple reimbursements.  Can I combine all of them in one expense voucher so I do not waste paper?

No.  While it is a good idea to consolidate receipts and conserve paper, we are doing our best to keep financial records in order.  This is an efficient way to keep track of our spending.  We have consulted with the AFSCME auditor and we were advised that the one reimbursement per voucher is a best practice.


Why are receipts important?

If you do not provide a receipt, the payment will be considered as taxable income and you will be taxed.


Can I ask for an advance?

Yes.  Fill out an expense voucher form and write “ADVANCE” on top of the form.  Make sure to give at least two weeks notice.  You have 30 days to turn in receipts to reconcile the advance.
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