THE GARDENERS OF AMERICA

MEN'S GARDEN CLUBS OF AMERICA

Box 241

Johnston, Iowa  50131-0241

515-278-0295

COMMITTEE EXPENSE AUTHORIZATION

DATE:
________________________________________________________

COMMITTEE:
__________________________________________________

FROM:
________________________________________________________

EXPENSE:

Item







Cost



____________________________________________


$______________________


____________________________________________


$______________________


____________________________________________


$______________________


____________________________________________


$______________________


____________________________________________


$______________________



TOTAL TO BE REIMBURSED




$______________________

EXPLANATION


_________________________________________________________________________________

_________________________________________________________________________________

SIGNATURE _____________________________________________






(CHAIRMAN)

OFFICER APPROVAL  ______________________________________________     ______________  





(SIGN)





    (DATE)

EXECUTIVE BOARD APPROVAL ______________________________________    ______________  







(INITIALS)


    (DATE)

8/00


TGOA/MGCA COMMITTEE

EXPENSE AUTHORIZATION

FORM COMPLETION INSTRUCTIONS

DATE:

Submission date

Committee:
Committee to be charged. 

FROM:
Name of Chair making request

EXPENSE:
(Attach actual receipts or copies)


A.
ITEM:
Describe what expense is for, i.e., "paper, postage, tapes, professional help", etc.


B.
COST:
Dollar amount expended on item.


C.
TOTAL: Total for which request is submitted.

EXPLANATION:
Comment to justify and/or support approval of request.

SIGNATURE:

Committee chair making request.

OFFICER APPROVAL:  Form should be forwarded to TGOA/MGCA Officer responsible 


for the committee, not to Headquarters, for approval on the expenditure. 

(See committee list for officer who directs the committee).  Officer will send approval 

form to Headquarters for payment.
EXECUTIVE BOARD APPROVAL:
If the expenditure is greater than the responsible officer desires to approve singularly, the form will be presented for “Executive Board” majority approval/disapproval.

When action has been completed on this request form, a copy will be returned to the Officer making the

request for his records and a copy will be retained at Headquarters. 
8/00
