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2.6. Reimbursement Procedure  
 

2.6.1. Department shall submit a Payment Request document with the following 
information attached:  

 
2.6.1.1. Member name and address 
 
2.6.1.2. Name of board, commission or advisory council  
 
2.6.1.3. Department responsible  
 
2.6.1.4. Date of meeting  
 
2.6.1.5. Signature of member certifying attendance 
 

2.6.2. The simplest method of payment through the use of petty cash is 
preferred.  The final choice of payment is at the discretion of the 
department director.  

 
 


