CHECK REQUEST – IMAGE TOURS
2018 SI-STUDENT EXCHANGE – MICHIGAN EXCURSIONS 

Today’s Date:  




Requester Name: 


Type of Request:  

      
Advance Payment                    Reimbursement Request  
Pre-Approved In Budget:                 
YES                    NO

RE: Cost of Tours 


Tour:   SI/0610/0626/18 U.S. Visit JULY 2018





Brief Description  


of Expense:

Expense Breakdown:


Requested Amount:                     

Payable To: 

Mail Check to (Contact / Company):


Mailing Street Address:  



Mailing City/State/Zip:



Receipt/Invoice attached:                 
YES                    NO  
For payment in advance of your event: Please submit this form to Monique prior to June 10th. All checks will be handed out during our May meeting or at the airport unless you make other arrangements (mailing to a vendor, picking up yourself, etc). A written confirmation of the reservation details and cost, provided by the supplier, will be required for Advance Payments. This may be in the form of an invoice, reservation confirmation, an email, or any other written confirmation of the service and amount provided by the supplier. Forms and documentation for advance payment may be dropped off, mailed, faxed, or emailed. Please also make sure to obtain a receipt at time of transaction as proof of payment. We ask that you kindly mail those receipts to Monique by August 16th, 2018.
For reimbursement: Please complete and submit this form with supporting materials attached, including  receipt(s), by August 16th, 2018. You can send them to Monique at Image Tours. Please have all reimbursement requests submitted by August 16th, 2018! We must have this form and receipts to provide reimbursement, so get and hang onto that receipt!
ATTN: SI-STUDENT EXCHANGE

IMAGE TOURS INC.


TEL:     616/957-1000 x290 or ask for Monique

2828 KRAFT AVE SE


FAX:     616/957-2610

GRAND RAPIDS MI 49512

Email:   nhs@imagetours.com
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