This is a sample of a simple reimbursement request. It should be sent to you as an EMAIL ATTACHMENT so you can store the receipt electronically and easily attach it to your Annual Accounting Report.

Note: Every reimbursement request must

1. Identify the item(s) purchased, and specify that this was purchased for this project.
2. Provide proof of the purchase by a copy of the receipt or canceled check or credit card charge. A copy should be mailed to you and stored in your files.
3. Provide the name and address of the person to be reimbursed.

__________________________________________________________

To: Teri Smith, Seed Project Afghanistan

Subject: Request for Reimbursement

Date: 10/10/08

Teri,

My credit card has been charged for the software I purchased for Seed Project Afghanistan. Enclosed is a copy of that portion of my credit card statement for your records.

It shows the following  itemized charge for Adobe Contribute CS3, single license, at a discount offered because we are nonprofit.

09/22/200809/23/2008
Sale

$95.92
ERI*EDUCATIONAL RESOURCES
55432868266000445342695
Please reimburse me ASAP by check to:  


Lulu McFee, 36 Kane Road, Aptos, CA 95003.

Thanks,

Lulu
