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YMCA of Metropolitan Detroit

      Volunteer Expense Request Form
Purchase Order 

Check Request

Petty Cash Reimbursement


(Circle appropriate request)

Name_____________________________ Date of Request_________

YMCA Group Name_____________________________________________ 

Event _________________________________________________________________

Name of Company ______________________________________________

Address of Company ____________________________________________________

___________________________________________________________

Item(s) to be purchased (include quantity)
     Cost per item(s)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Total Cost ________________________ (Maximum amount approved)
Approval Signatures: ____________________________________ (Group Treasurer)




  _________________________________ (Branch Staff Liaison)




  ____________________________________________________ (Executive Director)




All three above signatures are required for approval.



Petty Cash Reimbursement verification:

This verifies that _____________________________ (print name) received petty cash in the amount of $______________ for out-of-pocket expenses for the above listed purchases. Attached please find a Petty Cash Reimbursement form, complete with details and original receipts for all purchases.


__________________________________ (Volunteer)  
_____ Date

__________________________________ (Staff Liaison)
_____ Date
