

Team Funds Reimbursement/Payment Request Form [image: Deer Park (Cincinnati, OH) High School ...]
• Copies/Photos of Original Receipt(s) or an Invoice is required. 
• Payment will be made if sufficient monies available in the Team Fund account. 
• Separate forms must be filled out for each person reimbursed or vendor to be paid 
• Please allow 7-10 days for reimbursement. Invoices/Online Purchases will be paid ASAP.
• All reimbursement/purchases must be approved by the Athletic Director

		Request for Team Fund Payment or Reimbursement

	Team Fund Account:


	Date of Request


	Purchase Date


	Requested Amount: 


	___ Pay Invoice Directly  (Vendor)
___Reimbursement (Parent/Coach)    
___ Make Online Purchase (Create the cart for purchase and coordinate with Athletic Booster to  complete the 
purchase. Boosters will enter the payment info in the account and place the order.)


	If Pay by Check
Check Payable To: 
Mailing Address for Check: 


	Description of Expenses (all invoices must be itemized and attached) 


	Expense Category
$_____ Equipment: (Equipment for use with the team will be property of the Athletic Dept.)

$_____ Fundraiser Expense (Expense for fundraisers to profit the Team Fund)

$_____ Team Bonding: (Team outings that are not camp related)

$_____ Team Development (Camp related team activities)

$_____ Team Gear Items (Items to be worn/used by players or coaches – items will not be returned)

$_____Snacks/Meals (Team bonding meals/snacks prior to games or team recognition event)

$_____Spirit Items: (Spirit Wear Fundraiser to be sold to the community)

$_____ Miscellaneous: (Other team fund expenses, transportation, senior night, etc.)


	Team Fund Representatives – Coach and Booster Rep approval

	
	Name 
	Signature 

	Coach
	
	

	Booster President or Treasurer
	
	





This form and invoices and receipts should be delivered to the Athletic Booster Mailbox located at Deer Park High School. Email dpaboosters@gmail.com to inform us that the request has been submitted for reimbursement/payment.
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