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District Budget Expenditure Request

All expenditure from a District Budget requires this form to be completed and approvals as below before the Treasurer will issue any funds. An invoice or receipt must be submitted with this form.
1) Items under a total of £50 (no individual item over £25) in value must be authorised by both District Commissioner and District Chairman

2) Items over a total of £50 (or individual items over £25) need District Commissioner and District Executive Committee Approval

	
	

	

	Budget Cost Centre
	
	
	Date
	

	

	Title of Request
	 

	

	

	Name of Leader responsible for Expenditure
	

	Contact Details of above
	

	

	

	Total left in Cost Centre prior to this expense
	£
	Total Left in Cost Centre after this expense
	£

	
	
	Total Expenditure
	£

	Cheque made payable to: (an invoice or receipt must support this document)



	Full Breakdown of all associated costs for this Expenditure:

	Please continue overleaf if required


	Approved Cost Centre Owner
	
	
	Date
	                  /            /


	Approved by

District Commissioner
	
	
	Date
	                  /            /

	Approved by District Chairman
	
	
	Date
	                  /            /


	Cheque No. issued

Dist. Treas. use)
	
	
	Date
	                  /            /



