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LCMG EXPENSE REQUEST

Submit request to the treasurer with the following information AND attach receipts or
invoices

Name of MG Member

Date Amount being Requested

Purpose of Expense

Charge to budget for Committee

Treasurer will check to insure that expense will not exceed the approved budget for the
appropriate committee and will write a check and mail or give it to the MG member.

If the treasurer determines that the expense will exceed the budget (or there is no budget
to cover the expense), the request will be forwarded to the Finance Chairman, and a
Finance committee recommendation will be made to the Executive committee for final
approval. If approved by the executive committee, the treasurer will be so advised and
authorized to process the reimbursement or payment. If the expense request if not
approved, all affected parties/committees will be notified and provided an explanation.

Note — prior to incurring expense, MG members should inform the committee chair of the
anticipated amount and insure that the expense is covered within the budget for the
current year. The treasurer will assist as needed to help committees stay on budget.

Check Number Date written

Given or mailed to

Additional approvals if needed:
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