
Check reimbursement request 
Person to be reimbursed does the following: 
 

Once you have a receipt or receipts that need reimbursement: 

1. Download a check request form on SCOPAnews.org under the 

 SCOPA tab and forms 

2. Complete form with: 

*date 

   *your name 

   *your preferred delivery method  

   *your address if check is to be mailed 

   *the amount due 

   *description of expense 

   *to whom the check should be made out to 

5. Attach all receipts. 

6. Turn the form into the teacher that requested the purchase.   

 

A Wing teacher does the following: 
 

1. Indicates on reimbursement form which department the expense 

 should be paid from (ie. band, orchestra, theater, choir, etc.) 

2. Approves and signs. 

3. Put the form in the SCOPA box in the A-wing office. 

4.  Yvonne  will pick up the request(s). 

5.  Yvonne  will scan the request and upload it to Google docs.  

6.  Yvonne will email request to bookkeeper. 

7. Bookkeeper writes out check and mail/delivers the reimbursement 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

Scholarship request 
 

1. You download the scholarship form. 

2. You fill out the form with 

   *student name and address 

   *contact name, phone and email 

   *scholarship amount requested 

   *date requested 

   *the total cost and the family portion 

   *description of what the request is for 

   *volunteer participation 

   *student signature 

   *parent signature 

   *name of the person to receive the check 

   *address of the person to receive check if  

  mailed directly to them 

*special instructions if needed 

PLEASE ONLY ASK FOR PAYMENTS DUE AT TIME OF REQUEST 

NO REIMBURSEMENT 

3.  You turn it in to teacher for approval from him/her. 

4. Teacher approves/denies 

5. Teacher brings to the scholarship committee. 

6. Scholarship committee approves/partially approves/denies and dates. 

7.  Scholarship committee can make notes for special circumstances. 

8. Scholarship committee leaves it in the SCOPA box in the A-wing 

office. 

9.  Treasurer picks up requests. 

10.  Treasurer scans the request and uploads it to Google docs.  

11.  Treasurer emails request to bookkeeper. 

12. Bookkeeper assigns to account or write check and mail it. 

13. Bookkeeper emails treasurer about payment. 



14. Treasurer contacts you with outcome. 

15. Treasurer updates payment spreadsheet if needed. 
 

 

 

 

 

 

 

Credit card 
 

1. Download form 

2. Get an envelope. 

3. Put form in envelope. 

4. Fill out form every time you have a new receipt. 

5. Put each receipt in envelope. 

6.  On the 1
st
 of each month close envelope and leave report and receipts 

in the SCOPA box in the A-wing office. 

7.  Treasurer picks up envelope. 

8. Treasurer scans and shares in Google docs. 

9. Bookkeeper assigns expenses to correct accounts. 

10.  On the 20
th

 of each month the bookkeeper emails each director 

   *Balance of their accounts 

   *Transactions from their accounts 

 

 

 

 

 

 

 

 

Invoice 

 

All payments for any services have to be backed up by an invoice. 

 

1. Download form. 

2. Vendor fills out invoice. 

3. Turn form in to director. 

4. Director signs for approval. 



5.  Leave in SCOPA box in A-wing office. 

6. Treasurer picks up. 

7. Treasurer scans and uploads to Google docs. 

8. Treasurer emails bookkeeper. 

9. Bookkeeper writes check and mails it. 


