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REIMBURSEMENT REQUEST FORM
($200 or less)
Date:  _________________

This is to certify that I bought necessary school supplies for the Irvine Unified School District and have attached the proper receipts, plus copies.
DIRECT EXPENSE ONLY
Amount:  $___________________________________________
Budget Number:  ______________________________________
Site:  _________________ Site Phone: ____________________
Site Contact Name:  ___________________________________

REASON FOR REIMBURSEMENT
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Check Payable to; Name:  _________________________________________________
          Address: ______________________________________________
				  ______________________________________________

____________________________________________________ 		___________________
Requestor’s Signature							Date

[bookmark: _GoBack]____________________________________________________ 		___________________
Principal/Site Administrator Signature					Date

Note: Personal Reimbursements are limited to $200 or less per day/transaction and must be submitted within 60 days of the date printed on the receipt in order for payment to be processed.  
Technology: The purchase of any technology device is prohibited.  All technology devices must be purchased by the IT Department to meet the approved specifications.  
Online Purchases: In order to receive reimbursement for orders placed online (Amazon.com, etc.), items cannot be shipped to a home address.  The shipping address MUST be a DISTRICT address.

Rev. 03/20/2018 pl
image1.png
O
? r
Irvine Unified School District

Orange County, California




