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Giving Works!




Reimbursement Procedure
Ambassadors may access up to $0.33 per employee for expense reimbursement during the campaign.  This includes such things as: incentive items such as gift cards or items for drawings, food for a celebration or nonprofit speaking opportunity, to off-set some of the costs of a special event, etc.

Please work closely with other volunteers to maximize use and to make sure that employee counts for reimbursement do not overlap.
1. Complete an ARMS Reimbursement Form (available in the toolkit) and submit with the original receipt to: 

Junelle Kroontje
Employee Giving Program Administrator

CNK-ES-0231
401 Fifth Avenue, Second Floor
Seattle, WA 98104
2. Use the following information: 

Low Org  # 0194
Account # 53890 
3. Reimbursement requests must include the original receipt.  Check copies or credit card statements will not be accepted.  

4. Reimbursements cannot exceed $100.  If you need to spend more than $100, please separate your purchases.  

5. All reimbursement requests must be submitted by December 1, 2011.
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