
 
Date Subm it ted:   

 

EXPENSE REI MBURSEMENT/ CHECK REQUEST FORM 

Use this form  for expense reim bursem ents. For an advance paym ent  check request , 
use the CHECK REQUEST FORM. After com plet ion subm it  to Abbie for approval and 
processing. 
 
Nam e (check payable to) :    
 
Pick up locat ion/ m ailing address:  

  

 
 

  

 
 

  

 
Date needed by:  

  

 
Approved by:  

  

 

* * Please staple receipts to the back of this form * *  

Receipt  
Date 

Descript ion 
(use separate lines for split s)  

Account  
(see back of form  
for account  list )  

Room  
#  

Am ount    
to be 

reim bursed 
 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

  
Total to be reim bursed:  

 

 



 
EXPENSE ACCOUNTS 

Educat ion Expenses  Extended Care &  Cam p Expenses 
Classroom  Supplies – Room  1  Extended Care Food/ Snacks 
Classroom  Supplies – Room  2  Extended Care Supplies 
Classroom  Supplies – Room  3  Enrichm ent  Cont ractors 
Classroom  Supplies – Room  4  Break Cam p Supplies 
Classroom  Supplies – Room  5  Sum m er Cam p Cont ractors 
Classroom  Supplies – Room  6  Sum m er Cam p Supplies 
Curr iculum  Texts/ Supplies  Market ing – Cam p 
Field Tr ips – Room  1   
Field Tr ips – Room  2  Operat ing Expenses 
Field Tr ips – Room  3  Em ergency Supplies 
Field Tr ips – Room  4  Repairs and Maintenance 
Field Tr ips – Room  5  Janitor ial Services 
Field Tr ips – Room  6  Janitor ial Supplies 
Overnight  Field Trip Grades 4/ 5  Gardening 
Puberty Educat ion  I T Services (website host ing, etc)  
  I nsurance 
Specialist  Expenses   
Art  Supplies   Miscellaneous Expenses 
Com puter Supplies  Diversity Consultants 
Learning Specialist  Supplies  Diversity Com m it tee Expense 
Library Books  Room  Parents Expense 
Library Dues and Subscript ions  Graduat ion 
Library Supplies  Other Consultants 
Music Supplies  School Publicat ions 
Physical Educat ion Supplies   
Playground Supplies  Adm inist rat ive Expenses 
Spanish Supplies  I T Adm in Expense (adm in software)  
Woodshop Supplies  Office Supplies 
  Postage 
Fundraising &  Adm issions Expenses  Copying and Print ing 
Annual Fundraising  Dues and Subscript ions 
Library Fundraising  Fingerprint ing and TB Test ing 
Event  Expenses   
Adm issions  Staff Expenses 
Hospitalit y  Staff Developm ent   
Market ing – Adm issions  Staff Expense 
Market ing – General  Board Expense 
  ED’s Discret ionary Expenses 
   

 


