TIKVAT ISRAEL
EXPENSE APPROVAL FORM
Please Print
Expense Request Date ___________________    Submitted By ____________________
Purpose:
Department: ___________________________________________________________________
Function ___ ___________________________________________________________________
Function Date _____________________
Purpose of expense  __________________________________
Expense:                                                             Corresponding                       Expense Amount is
Expense Description                                                   Amount                            Estimate or Actual
______________________________             _________________   
______________________________             _________________
______________________________             _________________
______________________________             _________________
______________________________             _________________
Total Amount                                                    _________________
Expense Approval:
Date Approved ______________      Approved by _________________________
PAYMENT REQUEST FORM
Payment Request Date _______________      Submitted By _______________
Payment Type:

Reimbursement (receipts required)


Reimbursement to __________________________   Total Amount _____________

Tikvat Israel Credit Card (receipts required)


Type of Card ______________________________   Total Amount _____________

Tikvat Israel Check Requested (invoice or supplier's estimate required)


Date Check Needed ____________________    Check Amount _________


Check made payable to _______________________
Payment Approval:
Date Approval _________________   Approved by ______________________________________
- Please understand that submitting this form is not a guarantee of Reimbursement. All forms are subject to approval of the Finance Committee and availability of funds in your ministry budget.  Please ensure that you get approval BEFORE making any purchases. 
- Expense & payment request should be submitted with documentation to Tikvat Officer for approval.  Once approved, for payment please submit this form with actual receipts to Tikvat Administrator.
