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Foundation
Name: Today's Date: |29-Jul-16 ‘ For AP Dept Use Only:
_ : . Total Expenses (US$): $ :
Rotarian/Staff/Officer: |Rotarian Date(s) Covered: Vendor # - Location:
Staff Liaison: Title/Office:
Total Advance Amount: -
Rotary ID: Location of _
e —— ; Currency:
Address: Assignment:
Due to Individual or (Due RI): $ - ‘ e
. _ | [Assignment:
Country: lAny Spouse Related Expenses? 160 Day Eloup. pmt.  [Zout. Adv.
E-mail: Payment Optlon: Signature: % pULISE Form (if app.) rmf of Pmt
| BUSinEEE Purpose utais
Expense Description/ Others Present Amnm!t o8 USS _ : 5 E F“': RIStaﬁ‘ U‘iﬂ :{:lnl?-': : :
AL Type Business Purpose of Expense (Business Relationship & Number) Rpens o touil Cuency EECURDgEale Total SUCEIMESAROT): - ‘Adct:::: ] CostCtr::::
P o * ‘ =h currency) craiensi - Prod.Code -
Department (Cost Center) % | Date: Director/Staff Contact * | Date:
Approval: Approval:
Disclaimer

*By signing this document, | confirm the accuracy of all calculations and that appropriate documentation (i.e., receipts or proof of payment) has been submitted and is in compliance with Rotary expense reimbursement guidelines.
Documentation is required for any expense equal to or over US$75 (Rotarian)** / US$25 (staff)** and for all lodging expenses.
Expense statements must be submitted within 60 days (Rotarian) / 30 days (staff) of the date on which the expenses were incurred to be eligible for reimbursement.
For air travel, the unused portion or receipt portion of the ticket (and copy of authorization if purchased by source other than RITS) must be aftached in order to process this request.
If you have questions about completing this expense statement, click the tab labeled "Instructions” below.

" Note: If your country's regulations for documentation of expenses are more strict than the Rotary guidelines, please follow those regulations when providing receipts with your expense statement
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