 SEQ CHAPTER \h \r 1SUBURBAN GARDEN CLUB OF CHESHIRE
CASH DISBURSEMENTS FORM

*************************************************************************************************************

Please complete this form to request a check payable to a supplier or to be reimbursed for a garden club expense. 

· After completing form, submit it along with original copies of all receipts, order forms, and any other pertinent information to your Chairperson for approval.

· After reviewing and signing this form, the Chairperson should retain a copy of the form and supporting receipts for their files and submit the original to the Treasurer.   
· If expenses are incurred for different committees a separate form must be completed for each committee to which the expenses are to be allocated.)  

No checks will be issued without supporting receipts for the expense.  
*********************************************************************************
Name of Committee:
_________________________________________________
Submitted by:     _____________________________________       ____________________________________           
                                     Club Member (please print)
                                      Signature                                                

Budget Line Item:    __________________________________________________

Description of expense:  ______________________________________________________________________
    
_________________________________________________________________________________________
                                                            
 Total Receipts Due:
   $__________________

 Check payable to:     __________________________________________________

 Address:

   _________________________________________________
 (if check is to be mailed)



     __________________________________________________________________________

Receipt attached?                   (  Yes           (  No        

         If no, explain why: _____________________________________________________________________

         ____________________________________________________________________________________
 

Chairperson’s Approval:  _______________________________     ____________________________________           
                                           Committee Chairperson (Please Print)                                         Signature                                                


Treasurer’s Use Only
Check #:
__________________         Date Issued:
_____________________

1/7/2009
