Society of Women Engineers – Members at Large

Outreach Reimbursement Form
This form and all receipts must be submitted to mal_treasurer@swe.org no later than 30 days after the event.


	MAL Contact Information

	Name:  

	Mailing Address:  

	Phone Number:  
	E-mail:  


	Event Information

	Program Name:  

	Venue of Event:  

	Address of Event:  

	City/Town of Event:  
	State:  
	ZIP:  

	Event Start Date
	Start Time:  

	Event End Date
	End Time:  


	Event Attendance by Volunteers and Audience

	Number of MALs Involved in this Event:
	

	Number of Other Volunteers Involved in this Event:
	

	Estimated Attendance by Audience Type: 
	Total Count
	How Many Identified as Female?

	
Elementary School
	
	

	
Middle School
	
	

	
High School
	
	

	
Adult Influencers
	
	


	Event Write-Up

	Note:  All or part of this write-up may be used by in the MAL newsletter and/or SWE magazine. 

	Are photos from the event available?  __Yes  __No
	Do you have signed photo releases?  __Yes  __No

	Write-up for this event (please limit to 500 words):



	Event Reimbursement Request

	Did you obtain pre-approval from the MAL treasurer to ensure funds would be available for this event?
	__Yes   __No

	
If yes, what date did you request pre-approval?
	

	
If yes, what date was pre-approval received from the MAL treasurer?
	

	Summarize the expenses you incurred for this event.  (Note: All receipts must be provided with request.)



	Total expenses you incurred for this event:
	$

	If your total documented expenses exceeded $100, do you want a letter from the MAL treasurer acknowledging the excess as a donation for income tax purposes?  
	__Yes   __No


