Rotary Club of Warren County
Administrative Procedures


	
	Rotary Club of Warren County, VA

	
	Expense Authorization Form    vs: June 16, 2026


	Request (1-8) to be completed by member making request

	1) Project Category (check one)
	
	2) Describe Expense:

	Operations
	    
	
	 

	Service
	 
	
	 

	Other
	 
	
	 

	If "Other" describe:
	 
	
	Include Budget line-item name if applicable

	
	
	
	

	3) Make Check Payable to:
	
	 

	4) Make Check in the amount: 
	
	 

	5) Budgeted (check one): 
	
	
	Yes ___ or No___ 

	6) Expense Requested by:
	
	
	 

	7) Request Authorized by (Com. Chair, etc):
	 

	8) Date Requested: ________
	
	

	Approval (#9-11) to be completed by President

	9) Date Approved by BOD:
	 
	
	Approved at Meeting: ____ or by Email: _____ or by: Budget___

	10) Date Approved by Pres:
	 
	
	Expenses less than $100 do not require BOD approval

	11) Expense Approved:
	
	
	 

	
	
	
	(Signature of the President)

	Approved resources distributed and accounted for by Treasurer

	12) Date Check Prepared:
	 
	
	

	13) Date Check Sent:
	 
	
	Distribution Method:  Check Mailed

	14)  Check #:
	 
	
	


Address of Check Recipient (required):

	 

	 


