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Lakewood Rotary

Expense Reimbursement Policies

December 10, 2008

To All Lakewood Rotary Rotarians requesting an expense reimbursement:

These procedures have been established to provide a better understanding of the process for submitting a reimbursement request for the ordinary and customary expenses incurred in the course of fulfilling your Rotary responsibilities.

1. Lakewood Rotary will maintain an accountable expense reimbursement policy, i.e. reimbursements shall be provided upon the submission of an expense report on the Lakewood Rotary Request for Disbursement form identifying actual expenditures incurred with supporting documentation.

2. Registration fees for Rotary functions approved and included as line items in the Club Budget may be submitted for reimbursements.  A disbursement form identifying actual expenditures incurred with supporting documentation.

3. Budget items identify limits of spending to be reimbursed for, with some flexibility provided by Club resolutions.  Line items are not cash allowances but limits of expense reimbursements of actual expenditures incurred.

4. Reimbursement requests must be received within 60 days after original expenditure.

5. Any questions requiring clarification can be directed to Kelly’s Tax Service at 253-581-9115, by fax 253-581-6674 or by email pat@kellystaxservice.com

