SOTA 1 expense reimbursement.

PROCEDURE:
1. Get approval from steering committee
2. Save the receipts when you buy stuff.
3. Email the treasurer SOTA1treasurer@gmail.com. Include the following information:
· Name and address to send the reimbursement check
· Description of what was purchased
· Receipt image - a picture from a cell phone camera is fine.
4. Treasurer will send reimbursement payment through “BillPay” at Marine Credit Union.
· Billpay is a physical check sent from Marine Credit union to the recipient.
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EXAMPLE EMAIL:
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Reimbursement: $210 to Meagan Ronsman for Family in Need gift cards receipts x

SOTATtreasurer <sotaftreasurer@gmail.com>
tome v

Reimbursement amount:

5210

Reimburse to:

Meagan Ronsman
address.

$160 gift cards purchased from Festival
$50 git cards purchased from Downtown Mainstreet

Money for this was given by SOTA members via Venmo.
Gift cards given to family in need
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