	Deposits, Advances, Reimbursements and Invoices

	Payee Information:

	Name
	     
	Date:
	     

	E-mail
	     
	Phone:
	     

	Address
	     
	City, St, Zip
	     

	
	
	
	

	Transaction Type:
	Program (Check One):

	
	      Snack Bar Food
	      Apparel
	      License & Permits

	      Deposit
	      Snack Bar Other
	      Other Income
	      Other Events (__________________________)

	      Advance Req
	      Programs
	      Sponsorship
	      Meals & Entertainment

	      Reimbursement
	      Printing
	      Banquet
	      Office Supplies

	      Invoice
	      Team Gifts
	      Training
	      Repairs & Maintenance

	
	      Website
	      
	      

	Detailed Description:
	Amounts

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	Subtotal
	$     

	Less advances paid by DST
	$(     )

	Total amount owing to Payee
	$     

	Signature
	Date

	
	


· Deposits: Please include individuals, check amounts and deposit slips.

· Advances: Please include budget and proper approval by BOD member.

· Reimbursements: Please attach all receipts.

· Invoices: Please attach all invoices – one form per vendor.

· Sign the form and place in envelop on team bulletin board by Thursday; close of business.
· Reimbursements with proper documentation will be paid weekly to the payee and address indicated.
