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From: Haney, Brenda
To: Lee, Sondra
Cc: Swanson, Mary
Subject: REQUEST FOR REIMBURSEMENT _ MICHAEL"S SUPPLY & MILEAGE
Date: Thursday, May 05, 2016 9:48:23 AM
Attachments: F3157_LEE, SONDRA.pdf
Importance: High

Hi Sondra –
 
We have adjusted attached LPO F3157 reimbursement request – as supply and mileage
 expense cannot be combined as submitted: 
 
For Mileage reimbursement – you will need to prepare a Travel Authorization Form and
 submit to Mary Swanson – Account Code for Mileage is 5201 .
 
For Supply Reimbursement  -  (Michael’s) – Account Code is 4500. 

o   Please Note:  we will accept LPO form this time, and adjust account code to 4500. 
o   In the future,  please use CB/REQ form for all BANFL or SCOFL  reimbursement requests

 (except travel – use Travel Authorization form).
o   LPOs are for GENFD use only.

 
 
Thank you,

Brenda Haney
Business Services
Folsom Lake College  |  10 College Parkway  |  Folsom, CA 95630
( 916.608.6635 |  * haneyb@flc.losrios.edu
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