WACAC REIMBURSEMENT PROCEDURE

ALL WACAC Executive Board reimbursement requests (ex. board meetings, conferences, retreat) go to:

Katy Murphy
Bellarmine College Prep
960 Hedding Dr

San Jose, CA 95126
attn: WACAC Ex Bd
Reimbursement requests pertaining to ANY OTHER COMMITTEE must be sent to that committee's chair. Only Committee Chairs and the Presidents will ever send anything to the WACAC Administrator. Names and addresses for committee chairs are listed on the board roster and WACAC website. Please make sure to check with the chair as to her/his preferred mailing address, home or work, if applicable.
STANDARD REIMBURSEMENT PROCEDURE

1. Click on the “WACAC_Reimbursement_Form_2011 2012” on the website. From wacac.org click Resources, then Forms: http://www.wacac.org/Resources/Documents/resources/forms/WACAC_Reimbursement_Form_2011_2012.pdf 
2. Complete the form—you can do this either by typing directly on the form, or by printing a blank form and filling out by hand. Remember to fill out page two for travel expenses. Use Notes boxes for any explanations.
3. Tape original receipts to blank sheets of paper (more than one receipt to a page is fine). 
4. Print and sign the completed form, and mail it AND all receipts to Katy or the committee chair. 
EXPEDITED REIMBURSEMENT PROCEDURE
1. Complete Steps 1-3 for Standard Reimbursement.  For Step 2, you must type directly on the PDF form, and save the information to the PDF. 
2. Scan all receipt sheets and convert scans to PDF or photo document. 

3. Email completed reimbursement form and receipt PDFs to Katy (mhoang@sandiego.edu) or committee chair.  If you do not have a scanner and therefore cannot scan receipts, you may email just the reimbursement form to begin the process. 

4. Print and sign the completed form, and mail it AND all original receipts to Minh-Ha or the committee chair. 
For Committee Chairs only: when you email the WACAC admin  your approval, please CC the treasurer and include the following language: "I’m approving the attached check requisition in the amount of $______ for (name).”  
 
Reimbursements will usually take 1-2 business weeks to process for expedited, 3 weeks for standard. 

Questions? Contact Dewey Wilmot, WACAC Treasurer - dewey@admissionsedge.us       m: 650-544-6164 

