Payment Request Form Changes:

1) Student submissions — | have updated the routing so that any student can submit a
form on behalf of a club or the ASB. Below are the routing questions for step 1.

a. Ifthe studentis submitting for a club, they will select the first option “Student
submitting for club.” This will route the form to the Club advisor for approval
and then on to the treasurer/president.

b. Ifthe studentis submitting for the ASB, they will select “ASB Activity”
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2) Thereis a new required field at the top of the form to select who the requester is. If
the advisor is submitting for the club and they select “Advisor”, the signature box will
then display at the bottom of the form as a required field.
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*The advisor will now always be required to add their signature whether during
submission at step one, or after a student submits the form, at step two.



3) Out of Pocket reimbursements — This area of the form will eventually be modified. |
just realized | did not consider student submissions for this specific section. For
now, if an out-of-pocket reimbursement is requested, please have the advisor
submit the form themselves, rather than a student. There is a new required field that
answers the questions, “Is this request for an out of pocket expense?” If you select
“yes”, the signature box will appear as a required field.
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This same process will be indicated for the Principal/Designee signature, at step 9.
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date): "I hereby certify that the above expenditures we rand necessarily incurred in the performance of my duty

and, fitrther, that no part of the abc as heretofore been claimed or paid. "
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