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RICHFIELD SWIM CLUB







	RSC Funds Request and 
Reimbursement Authorization

	Funds Request 
(pending approval)
Name _____________________________________

Phone  ____________________________________

Email _____________________________________

Amount $__________________________________

Purpose ___________________________________
__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

Treasurer’s Review:
___________________________________________

Board Authorization:

___________________________________________
	Reimbursement Request 

(please attach receipt )
Name ___________________________________
Address _________________________________
________________________________________

________________________________________
Amount $ _______________________________
Description ______________________________
________________________________________

________________________________________

How would you like the check returned to you? 
□ Mail check to me*

   * A self-addressed, stamped envelope is appreciated!
□ I will pick up at next Board meeting
TREASURER USE:

Check # _________________________________

Actual Amount $ __________________________

Date Paid ________________________________

Category_________________________________

Paid By _____________ Entered By __________




Requesting project funding:

▪ Fill out RSC Funds Request form (request side**).
▪ Return to RSC Treasurer.
▪ RSC Treasurer or Board of Directors will review and approve/decline as dictated by RSC policy.
▪ Requestor is notified of funding status and form is returned.
▪ Requestor makes purchase.
▪ Requestor fills out reimbursement side and returns form with receipt(s) to Treasurer.
▪ RSC Treasurer pays requestor (please allow at least 1 week for processing).
**if you have an approved budget, skip to reimbursement portion of form
To request direct reimbursement:
· Complete all sections of Reimbursement Request portion of form.

· Attach all receipts along with a detailed description of the expense.

· RSC Treasurer will review and approve/decline as dictated by RSC policy.

· Requestor is notified of reimbursement status.

· Reimbursement check is issued and delivered to Requestor.
 (please allow at least 1 week for processing).








