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	ARKANSAS 4-H FOUNDATION

Travel Reimbursement Claim

	 
	4HFound-110

10/23/09

	

	Date:
	     
	Name:
	     
	Title:
	     


	

	Employee I.D.:
	     
	Meeting Place:
	     

	

	Did you receive an advance for this trip?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	Advance Amount
	     

	

	Fund Number:
	     
	Fund Name:
	      

	

	Trip Date:
	     
	Trip Purpose:
	     

	

	

	Account
	Description
	 
	Actual Expense

	
	

	6000
	Meals
	     

	
	

	6000
	Lodging
	     

	
	

	6010
	Mileage (Include number of miles to be reimbursed.)
	     

	
	

	6010
	Airfare/Public Transportation
	     

	
	

	6020
	Registration Fee
	     

	
	

	
	Other (Please Specify)
	     
	
	     

	
	

	
	Other (Please Specify)
	     
	
	     

	
	

	
	Other (Please Specify)
	     
	
	     

	
	

	 6015
	Less Advance Amount
	      

	

	Amount to be Reimbursed to employee: If negative Amount to be reimbursed to the 
	 0 FORMTEXT 

$0.00


	Foundation.

	

	

	
	
	
	

	
	
	     
	
	     

	Signature of Requestor
	
	Title
	Date

	

	
	
	

	
	
	

	Fund Manager
	
	Assistant Director – 4-H Youth Development (Programs)

	
	
	

	
	
	

	Executive Director, Arkansas 4-H Foundation
	
	Treasurer, Arkansas 4-H Foundation (4-H Center)

	(*Protected under 18 U.S.C. 707)
	
	


� 


1. This form should be used for travel reimbursements even if an advance was not requested.


2. Fund Managers may not approve their own requests for reimbursement even if the amount is under $250.00.


3. Fund Managers may sign requests for up to $250.00, only if it is for someone other than themselves.


4. Amounts between $250.01 and $999.99 must be signed by the Fund Manager and the Assistant Director – 4-H Youth Development (Programs) or the Arkansas 4-H Foundation Treasurer (4-H Center)..


5. Amounts $1,000.00 and above must be approved by the Fund Manager, the Assistant Director – 4-H Youth Development, and the Arkansas 4-H Treasurer.


5. Form must also be routed to Arkansas 4-H Foundation Executive Director for signature.


6. Once these signatures are obtained the request can be sent to Financial Services for processing.








