
 

PAYMENT REQUEST 

This form should be used for requesting any and all types of 
payments from the Sailing Club.  More than one type of 
request may be made on one form. 

Submitted By:         Date:    
 

Club Advance:  

Pay to         Amount 

__________________   _______ 

__________________   _______ 

__________________   _______ 

__________________   _______ 

__________________   _______ 
 

This is used for pre-paying things like mooring 
fees, dinner reservations, etc., which will be 
repaid by collections from trip participants.  If 
payment is to be made directly to supplier, please 
indicate address as well. 

Expense Reimbursement: 
 

  Reason    Amount 

o Trip Expense  ______
         (Trip) 

o Boatique Expense   ______ 

o Newsletter Expense   ______ 

o Other:______________  ______ 
                 Please indicate specific “event”. 

 
Refunds: 
 
 Pay to         Amount 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

__________________________     ___________ 

Reminder:  Cancellations within 30 days of the start of the trip are 
subject to a $25 cancellation fee.  Payment will be made to 
member’s address on file. 

 

Trip Reconciliation: 

 

At the completion of the trip, please submit 
the following to the treasurer: 

 

1.  Final crew list indicating skippers, trip 
leader and assistant trip leader. 

 

2.  Release and Zero tolerance forms, 
properly filled out and grouped by boat, 
skipper’s form on top. 

Person submitting must retain supporting documentation until the end of the current sailing season..     Issue  2, 1/29/97 


