


Expense Record




Event:_____________________ Date:_________




Item(s): _________________________________




________________________________________




________________________________________




________________________________________




________________________________________




Category:




____ Facility and Accomadations




____ Materials/Supplies/Team Support




____ Trainer Travel




____ Trainer Support




____ Promotion/Postage/Telephone




____ Equipment Rental




____ Other_______________________________




Attached are receipts in the amount of 




(please fill out a separate form for each category): 






$ _________________






$ _________________






$ _________________






$ _________________





Total
$ _________________

____
I wish to be reimbursed for this expense.

____
I do not wish to be reimbursed for this expense.  Consider this my donation and send me a tax receipt.

__________________________________
________________________

Name
Phone

___________________________________________________________________

Address
City
State
Zip

__________________________________
___________________

Signature



Date

Treasurer records:

Check Number: _____________________
Date: ___________________

Delivered to LT continuing student by: _____________________________________

Thanks for helping me to get the event report for this Life Training event completed accurately and on time.  We are trying to keep and maintain records of all expenses that are incurred during a weekend, even if you don't wish to be reimbursed.

I need to have all your expense information on Tuesday (at the end of the Completion Evening) because I have to get a report to Knoxville by Friday.  I’m sorry it’s a short turn-around, but it means you get your money quicker!

If you are unable to get me the form by Tuesday, please e-mail me the amount and category at rcrodriguez2@comcast.net.  

You can then mail this form and your receipts to me at :

Ricardo Rodriguez

507 Pearson Drive

Huntsville, AL 35802

If you prefer to scan your receipts or don't have any, you can e-mail me the amount, category, and scans, and I'll fill out the form for our records.

Please make sure you've included your address so that I can mail you a check or a donation receipt!

Questions?  Call me at 881-7805 (home) or 961-2405 (work).




Attach 





receipts





here








