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Expenses Reimbursement 

Date  Department  

Check payable to  Requested by  

Description of expense Amount 

  

  

  

  

  

  

  

  

Total  

Received by:  Date:  

Approved by:  Date:  

Expenses that exceed or equal to $200 require both principals’ signatures 

Approved by:  Date:  

Check No.  Date:  
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