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Description automatically generated]Rotary International District 7610
Payment Approval Request

This form is applicable only to the use of District 7610 funds for District approved activities.
All expenditures will be processed within 30 days of signed completed form and receipts/invoices received by District Treasurer.
Rotary Year 2024-25

Date: 		Click or tap to enter a date.
Invoice No.: 	Click or tap here to enter text.
Amount: 	$Click or tap here to enter text.
Purpose:	Click or tap here to enter text.

BUDGET AREA: (Check one – one form per budget area)
☐  General Administration		☐  District Office Expenses
☐  Background Checks			☐  Youth Services
☐  Membership				☐  Rotaract	
☐  Public Image				☐  Training/Conferences 
☐  Events/Dinners			☐  District Action Groups/Fellowships
☐  Foundation Committee		☐  Technology

Budget Line Item or Number: Click or tap here to enter text. 
Make Check Payable to: Click or tap here to enter text.
Mailing Address:  Click or tap here to enter text.
Special Instructions: Click or tap here to enter text.

Type Member Name to Sign:Click or tap here to enter text.	 Date: Click or tap to enter a date.
** Attach all invoices or receipts when requesting reimbursement or payment **
Chair Recommendation:
Is this expense within 10% of the budgeted amount?  ☐ YES      ☐ NO (if no, then must send to DG)
Recommend Approval:	☐ YES	 ☐ NO  (if yes to both questions, send directly to Treasurer after signing)

Type Chair Name to Sign: Click or tap here to enter text.		Date: Click or tap to enter a date.
													
DISTRICT GOVERNOR APPROVAL/DISAPPROVAL:
☐  Approved		☐  Disapproved

District Governor Signature: Click or tap here to enter text.	Date: Click or tap to enter a date.
													
NOTE: Expenses will not be paid without Chair and/or DG approval and supporting documentation.

Complete, Chair approved Payment Approval Reports and supporting documentation may be sent to District Treasurer, Cheri Maea via email: district7610treasurer@gmail.com, or mail to: Rotary International District 7610, Attn: Treasurer, PO Box 4142, Fredericksburg, VA 22402.
RID7610Rev240701
image1.png
Rota ry

District 7610

THE MAGIC
OF ROTARY




