PAYMENT REQUEST

Southwestern Unitarian Universalist Conference
6720 Brentwood Stair Road, Fort Worth, TX  76112-3310
(800) 793-7062   (817) 446-1505-Fax
swduua@aol.com

	PAYABLE TO:
	

	ADDRESS:
	

	
	



	AMOUNT:
	
	

	DATE:
	
	

	REQUESTED BY:
	
	

	APPROVED BY:
	 
	(Signature or email required)



	COMMITTEE/FUND*see below
	DESCRIPTION
	AMOUNT

	
	
	

	
	
	   

	
	
	

	
	
	

	
	
	

	
	TOTAL AMOUNT OF PAYMENT:
	




· Check Request:  A completed Check Request is required for all reimbursements.
· Receipts:  Receipts (originals or photocopies) must be attached for all items.
· Mileage:  Reimbursed at 2/3 of the current IRS rate. Enter number of miles and the bookkeeper will calculate the total.
· Your Signature:  Sign the form on the “Requested by” line.
· Approval Signature:  Obtain the signature of the committee chair on the “Approved by” line. If this is not possible, attach an email from the chair authorizing the expense.
· Send:  email is preferred.  Attach completed forms and scanned receipts to the District Office at
· swduua@aol.com
· or mail paper copies to:
SWUUC
6720 Brentwood Stair Rd.
Fort Worth TX 76112



If you have any questions, please contact Susan Greenberg at MYBSWUUC@gmail.com or 
Gaye Webb, the SWUUC Treasurer, at angels@hal-pc.org.
Please select Committee/Fund from the following:
	Committee Expense
	APF committee, Awards committee, Extension program expenses, Finance committee, communications committee
	Committee overhead cost, not event specific

	Camps
	Primary
	

	
	Junior
	

	
	Senior
	

	
	SWUUSI
	

	
	Other camp
	

	Conferences
	Winter Conference (REAC)
	

	
	Annual Meeting/Spring Conference
	

	
	Summer Training (Faith Development Conference)
	

	
	DBLE 
	

	
	Fall Training
	

	
	Other conference
	

	Rallies
	Gulf Coast Rally
	

	
	North Texas Rally
	

	
	Waco, Austin, Corpus, San Antonio Rally
	

	
	Other rally
	

	Board Expenses
	
	

	President expenses
	
	

	UUA Trustee expenses
	
	

	GNOUU
	
	

	Chalice Lighters
	
	

	Other
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