


From: Haney, Brenda
To: Lee, Sondra
Subject: F3162_LEE, SONDRA_REQUEST FOR REIMBURSEMENT
Date: Wednesday, October 12, 2016 2:03:29 PM
Attachments: F3162_LEE, SONDRA.pdf
Importance: High

Hi Sondra –
Thank you for resubmitting the this reimbursement request F3162 with the original receipt
and for sharing why you did not checkout a FLC Raley’s purchase card, and instead decided to
purchase this items on the same receipt with your own personal items.    Your request has
been submitted to DO Accounting as-is for processing.   They will inform us should they
require anything further to issue a reimbursement.
 
Please be Advised: 
Whenever BSO receives a request for reimbursement such as  this -  we are required  to
inform you the requester that it is LRCCD Policy requires that all out-of-pocket  purchases  for
the colleges be pre-approved (by your Dept. Manager),  and that purchased items must have a
separate receipt, (personal items should not be co-mingled and purchased in the same
transaction or receipt).       Please apply these instructions for all  future out-of-pocket
expenses that you will be seeking reimbursement for.   
 
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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