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EXPENSE VOUCHER 
DATE OF REQUEST:  _____________________________  

PAYEE: _____________________________________________________________________  VENDOR NO: _______________  

ADDRESS:  ______________________________________________________________________________________________  

CITY: _______________________________________________  STATE: ________________  Zip Code: _________________  
 

DATE DESCRIPTION OF EXPENSE INVOICE NO. BUDGET 
CODE 

AMOUNT 

     

     

     

     

     

     

     

     

     

     
Special Instructions: Total: $ 

All expense voucher submissions must include corresponding receipts, invoices and/or documentation. 

SUBMITTED BY: _______________________________________  AUXILIARY/DEPT: ______________________________________  

Telephone No.: _____________________________________  E-Mail Address:  _____________________________________  

A P P R O V A L S :  

President: ______________________________________________________________________  Date: _________________  

Treasurer: ______________________________________________________________________  Date: _________________  

 
ADMINISTRATIVE OFFICE USE ONLY: 

C H E C K  N U M B E R  D A T E  P A I D  
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