Dragon's Laire

Advance Request Form

Event:                                                            Date:        
	Requestor's Name:       

	SCA Name:       

	Address:       

	City:       
	State:       
	Zip Code:       

	Phone:       

	Email Address:       

	Make Check Out to:       


	Ex. Use Only
	Purpose
	Amount of Advance

	
	     
	     


Approval:

Seneschal or Autocrat:                                       
Exchequer:                                         

Date:

For Exchequer's Use Only:

	Date Received:
	Check No.:
	Amount:
	Dated:


RECONCILIATION

	Date
	Amount Actually Spent
	Amount Due or Owed

	
	
	


For Exchequer's Use Only:

	Date Received:
	Check No.:
	Amount:
	Dated:


Instructions:  Please print out and then fill out the form.  If expenses were not for an event, write 'baronial expenses' in the event space.   If the check is not to be made out to you, put the person the check is for under 'make check out to'.  Examples of 'purpose' are biffies, food, decorations, office supplies, honoraria, regalia, table rentals, prizes, etc.  ALL ADVANCES MUST BE RECONCILED WITHIN 60 DAYS (Except for Site Deposits/Fees). 

Bring your receipts to the Exchequer for reconciliation.  Please have the autocrat of the event, or the seneschal if expenses were not event related, sign the form.  Thank you.

