
Created:  8 August 2013 
Modified:   CKC 
 

© 2013 ~ All Rights Reserved 
Utah School Boards Association Policy Services 
Disclaimer:  Please note that USBA model policies are general guidelines and suggested best 
practices. Districts are not required to use or adopt these specific policies and are encouraged to 
adapt these policies to the specific District’s current circumstances and environment. Because 
District personnel positions or entities may differ from those used in the model policies, adopted 
policies should be modified to conform to each District’s circumstances, size, and current positions. 

Page 1 of 1 

 

Cash Receipts and Expenditures: 
Reimbursement Requests 

Employees seeking reimbursement for District expenditures made with 
employee funds must complete a reimbursement request form, which is signed by 
the requestor and approved by the employee’s immediate supervisor. An 
administrator’s or board employee’s immediate supervisor may be the 
superintendent or board chair. 

Supporting documentation, including detailed receipts and justification for 
departure from the standard purchase order process, is required. Authorization must 
be documented by the immediate supervisor. 
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