[image: ]REIMBURSEMENT FORM
Use this form to submit personal expenditures for events, meetings, garden equipment, seeds, materials for distribution at special events. These reimbursements must be for Baltimore City Master Gardener use only.  If you are not a Committee Chair, or have not already established a purchasing related relationship with the BoA, please reach out prior to buying supplies. If you do not, you run the risk of not being reimbursed.



Submit completed form to Treasurer

Today’s Date: ________________
[bookmark: _GoBack]Payable to: __________________________________________________________________
Address (required please): __________________________________________
Amount of payment: $ ___________________
For ________________________
(List items purchased and attach receipt or bill)  

Date	Item			Cost
______ 	___________________________________________ 	$________________
______ 	___________________________________________ 	$________________
______ 	___________________________________________ 	$________________
______ 	___________________________________________ 	$________________
______ 	___________________________________________ 	$________________

For Treasurer’s Use Only:
	Budget Line Item: ____________________
	Authorized by Committee Chairperson: ____________________
	Authorized by President: ____________________
	Reimbursement Date: ____________________
	Check Number: ____________________
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