ARIZONA POLICY NUMBER:

X POLICY & PROCEDURE 102A
Subject: EFFECTIVE DATE:
06/01/12
EXPENSE REIMBURSEMENT
| SWIMMING Sample Travel & Expense Report
l. Purpose:

Below is a copy of the Travel and Expense Report. The form will be
available of the web site at www.AzSwimming.org. The form is available in a PDF format
and as a downloadable Excel file. The Excel file will add and subtract the columns for you.

S -y Arizona Swimming, Inc. {Attach receipes to hiack of form here)
e Expense Report Page _ of
| | Receipt codes:
[Mame) HNo receipt
o o | | Personal credit card f cash
MING [Dete) AzS| credit card
B Account
Date Vendor Name g Purpose Number/ Amount
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I e o o o s
Total expenses
Less:
Signature Date -Advances from Arizona Swimming
-Purchases on Arizona Swimming credit card
-Arizona Swimming direct pay
Approval Date Net Expense Reimbursement Due
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