Michigan Lakeshore Aquatics
Check Request Procedures
NO REIMBURSEMENT WITHOUT PRIOR APPROVAL, SIGNATURE REQUIRED!
1. Fill out “Michigan Lakeshore Aquatics Check Request Form”.
2. Be sure to attach all receipts; these are required for our financial records.  Please circle the items for which you are requesting reimbursement, if not the entire amount on the receipt.

3. Turn in your completed form with attached receipts to the MLA Treasurer mailbox (Cebelak).

4. The request will be returned if more information or receipts are needed.

5. This form can be used for debit card purchases as well; write “debited $xx.xx” in the “Total $ Amount” area at the top of the form so the treasurer knows to look for the debit on the next bank statement and not reimburse the purchaser.

Please Note:  

· All expenses must be approved before being turned in for reimbursement by the Treasurer.

· Any amount over $100 must be approved by 2 people.

· Finance Committee communicates to the MLA Board via the committee report at the regular meetings…any expense discussed at the meeting is considered approved.

· No checks will be issued unless it pertains to an MLA Board sanctioned activity.  All activities discussed at Board meetings qualify as mentioned above.  Please contact the Board Secretary to get on the next agenda if there is a proposition you would like to discuss before making any expenditures.

Any questions?  Please contact Kathy Stratton at 616-396-6562 or kmstratton@sbcglobal.net. Email preferred.
