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Expense Report - 2011 Study Group Grant Program
Instructions:
1. List all expenses below, continuing on to a separate sheet if necessary.  

2. Indicate Total of Receipts Enclosed (your expenses).

3. Is the Total of Receipts Enclosed $290 or less?  
(  If so, subtract this total from $300 and record this Difference.
(  If not, leave Difference blank.  

4. Check the appropriate box under My Receipts Total
5. Number all receipts (in order listed below) and attach them to separate 8 ½ x 11 sheets of paper.  Please note that purchase orders and packing slips without dollar amounts are not considered receipts; proof of payment is required.
6. Make a copy of all items, and send this Expense Report, receipts, and refund (if applicable) to:
Chicago Foundation for Education, 400 N. Michigan Avenue, Suite 720, Chicago, IL 60611 
Teacher Name: 




Grant Amount: 
 
$ 300


Total of Receipts Enclosed: 

$


Difference, if Total is $290 or less: 

$




My Receipts Total:

· $300 or more.
· Between $290 and $300, and I will spend the remainder on miscellaneous classroom supplies.
· Less than $290 and I have enclosed a check for the difference between $300 and the total of my receipts.  This check is enclosed and is made out to Chicago Foundation for Education.
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	TOTAL OF RECEIPTS ENCLOSED:
	








continue listing receipts on a separate sheet, if necessary

