This document is referenced in the Sample Coalition By-Laws under Article VI., Steering Committee Duties and, if required, can be used to approve the distribution of coalition funds.
(Community) Spending Request Form
	Requested By:
	Date Submitted

	Item(s) being purchased:
	Quantity:
	Price Per Unit:
	Total Amount Requested:

	Purpose (Event/Activity):


APPROVAL

	Fund requests up to $100

	Steering Committee Member Signature

Date:


	Steering Committee Member Signature

Date:

	Fund request above $100

	Steering Committee Action

________________________________________

Approved:                       YES                 NO

Steering Committee Member Signature

Date:
	Notes:


All receipts must be submitted after purchase is made and prior to reimbursement.

(COMMUNITY) Excel By 5 Coalition – Spending Guidelines

· Spending request form must be submitted prior to all purchases

· Requests for funds under $100 must be approved by two Steering Committee Members

· Requests for funds above $100 must be approved by the Steering Committee.

Please submit form to (COMMUNITY) Coalition Steering Committee Chair or designee.
