
EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.PRIVATE 


REQUEST FOR REIMBURSEMENT
POLICY:
Requests for reimbursement shall be approved by:


1) Management Team member for Program Coordinators.


2) Program Coordinators for staff under their supervision.

Requests shall then be submitted to the Executive Director.

PROCEDURES:
Request for reimbursement form and documentation of expense shall be completed by the employee and submitted to a Management Team member/Program Coordinator.

Appropriate documentation shall include receipts, account of actual mileage, itemized expenditures, etc.

Upon the Management Team member/Program Coordinator’s approval, the request will be sent to the Executive Director for approval if over $199.

Upon final approval, the Accounts Payable Clerk will be responsible for processing the request for reimbursement.
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