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Reimbursement Procedures:

Step 1: Teacher Reimbursement Submission

Complete the Materials and Supplies Reimbursement Claim.

● List reimbursements by receipt, even if from the same vendor; multiple vendors per
reimbursement are allowed.

● Up to 12 reimbursement requests per teacher on a single form.
● Personal transactions must be made separately from reimbursement requests.
● Avoid highlighting or noting on receipts; use the reimbursement form for details.

Mandatory Fields on the Reimbursement Form:

a. Date: Ensure the date reflects the purchase, not the form completion date.

b. Vendor: Specify the supplier of purchased items.

c. Specific Purpose: Clearly state the reason for the purchase (e.g., incentives, classroom
supplies).

d. Amount: Report the total amount paid to the vendor, including tax.

e. Employee Signature: Sign the form and attach receipts.

f. Submission: Submit the form with receipts to the secretary.

Step 2: Secretary Processing

● The secretary submits the reimbursement to the District Office.
● Reimbursement processing may take up to 30 business days from the date received at the

district office.
● If the district office finds incorrect receipts/form incomplete this can delay the processing to

additional 14 business days.

Receipts must include Vendor, Date, Items, Unit Cost, Shipped (if applicable), Payment Details.

Note: The following attachments will feature illustrative examples and provide guidance on
what is an acceptable receipt.
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