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REIMBURSEMENT CLAIM FORM 

Original itemized receipts are required. Incomplete requests without documentation 

will not be processed. 

Employee Information 

Name: ___________________________________ Employee ID: ______________ 

School/Department: ______________________ Email: _____________________ 

Expense Details: 

Date________________ 

Description of Expense___________________________________ 

Account/Budget Code__________________________________ 

Amount: ________________ 

 

Travel Information (if applicable) 

Purpose of Trip: _____________________________________________________________ 

Destination: ________________________________ Dates: _____________________ 

Personal Mileage: ________ miles @ _______ per mile =_______ 

 

Certification and Approval 

I certify that the above expenses were incurred for official school district business and 

that I have not been previously reimbursed for these items. 

 

Employee Signature: __________________________    Date:__________ 

 

 

Principal/Supervisor: ___________________________   Date: __________ 

 

Business Office Use Only 

Approved By: ___________________   Date: __________   Check #: ______ 


