
1) The name of the person filling 
out the form (should be the 
treasurer or president)

2) Name of your RSO
3) The date you are filling out the 

form 
4) The name of the event or 

purchase that you submitted 
this form for (should 
correspond to the NOL if for 
ASG Discretionary Funds)

5) Must be the name of the 
person who spent the money 

a) Could be your own name 
if you spent the money

6) ^The person’s phone number

1
2 3

4
5

6 7
8

7) ^The person’s email address 
(typically school)

8) ^The person’s student ID 
number

9) The date on the receipt
10) The total dollar amount on 

the receipt
11) The amount you are 

requesting (typically the 
same amount as #10)
a) If the amount spent is 

more than the amount 
allocated on the NOL, 
you can only get the 
amount allocated 
reimbursed

b) If the amount spent is 
less than the amount 
allocated on the NOL, 
you will only be 
reimbursed the amount 
spent 

9
10 11

12

13 14
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Cont.
12) A brief description of 
what was bought
13) Check the option that 
corresponds to the fund you 
are requesting from (the total 
should equal #11)

- You are able to check 
two (ex. both 
Discretionary and Club 
Funds if an NOL does 
not cover the full 
amount spent and you 
would still like to be 
reimbursed the full 
amount through your 
club funds

- MCC funds are only for 
Culture Shows and 
forms should be turned 
into MCC Finance

14) Check the option that 
corresponds to the amount you 
are getting reimbursed for

- All reimbursements that 
are not picked up or are 
processed too late (after 
spring quarter) will be 
sent as a check or direct 
deposit even if it is under 
$200

- Please remind the 
person who is getting 
reimbursed to pick up 
their money ASAP after 
receiving an email from 
Arcelia Rodriguez 
(arodriguez@scu.edu) 
with the OK



Receipts

● If purchasing in real life from any store/restaurant/etc
○ Make sure to ask for and keep the itemized receipt that also shows the total and 

the last four digits of the credit card used (if using credit card)
● If purchasing online

○ Print the final page with the transaction that shows the items purchased, the total, 
and the four digits of the credit card used

● You still need the entire receipt to show the store/restaurant/location and date



Expense Request 
Form Example

Although this RSO was 
allocated $75, they only 
ended up spending $50, so 
that is the amount they will 
be reimbursed.

Ex. of part of the receipt
(this would realistically be 
unacceptable as the receipt 
is cut off)

The full original receipt 
needs to be submitted
(screenshots/scanned 
versions are not acceptable 
versions)

John Doe


