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What will be reviewed:

e \What can be reimbursed?
e What do | need to be reimbursed?
« How do | get reimbursed?
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What can be
reimbursed?

 Event supplies for Category 1
Events (up to $250; $500 for
Networking)

 Board Meetings (up to $50, for ten
meetings)

* Please consult with Staff before

ourchasing alcohol (no tobacco

oroducts will be reimbursed)




THE OHIO STATE UNIVERSITY

What do | need to
be reimbursed?

Speak with staff member before event if
you are unsure that it will be considered
Category 1

Save all receipts from purchases for event

Have sign-in sheet and/or pre-registration
list.

Click on link to reimbursement form
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How do | get
reimbursed?

 We use DocuSign- an online form

« Societies follow this link:
https://na2.docusign.net/Member/PowerFormsSi
gnhing.aspx?PowerFormld=07021c03-b5f2-
daal-a5cd-da24a7/80f3f

e Clubs follow this link:
https://na2.docusign.net/Member/PowerFormsSi
gnhing.aspx?PowerFormld=f3a3b00c-94d9-
4330-b959-a7711f8f7827 5



https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=07021c03-b5f2-4aa1-a5cd-da24a7780f3f
https://na2.docusign.net/Member/PowerFormSigning.aspx?PowerFormId=f3a3b00c-94d9-4330-b959-a771ff8f7827
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PowerForm Signer Information

If there are other 'roles' required for this document to be completed, please
enter the name and email of these other recipients. An email will be sent
inviting them to sign along with you.

Please enter your name and email

to be?|n ihe signing process. T h IS IS Wh at WI | I

e oo P e Y01
click on the link

Please provide information for any other
signers needed for this document.

Board Member 1 -~

Board Member 2 °

Name
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PowerForm Signer Information

If there are other 'roles' required for this document to be completed, please
enter the name and email of these other recipients. An email will be sent
inviting them to sign along with you.

Please enter your name and email
to begin the signing process

Initiator -
Brutus Buckeye

uniacke.5@osu.edu

Please provide information for any other
signers needed for this document.

Board Member 1 -~
Scarlet Smith

reo@osu.edu

Board Member 2 -

Carmen Ohio

habtemariam.3@osu.edu

Input your name and email
address into the first two
boxes, followed by the name
and email addresses of two
other board members. Then
click begin signing (red
button at the bottom).
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First, click to agree

B AR R AR MaE R s e

Please Review & Act on These Documents

continue e

OTHER ACTIONS -

Powened by DoceSagn, B Crarge Laryaaye - Erginh LT =
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Each question is required to answer. If you are seeking
reimbursement, you must attach receipts. If you are not,
you must attach an attendance sheet to count towards your
Scarlet, Gray, or Carmen ranking for the next fiscal year.

Select one radio button
aafdg s o
-

THE OHIO STATE UNIVERSITY
ALUMNI ASSOCIATION

NEXT

Club & Society Post Event & Reimbursement Form

Please fill this form out in its entirety. Board member approval for reimbursement must come from two board
members to be reimbursed and must not be related. This form must be submitted no later than 30 days post-event to
be considered for reimbursement.

Name of person submitting report; °F/% Buckers

uniacke.5@osu. edu

Once you select that
you have a receipt
to attach, click the
paper clip icon

Email of person submitting report:

Phone of person submitting report: [FL2-227 6242

Name of Club/Society: [[RE 0hio State ATumni CTub of the Longaberger Alumni House |

Event Name: [Foadside Clean-up Day |
Event Date: E/L/16
ey

Category | Event Tvpe:Dns Bummunityseruice Diversny Elile\cng Learning

Number of s |23 R

Required - Receipts - Yes

nach?EI«es Do Do you have an attendance sheet to attach?

@ Attach Attendance Sheet

ent Recruitment or Retention/Summer Send off

b 1t Amount: B

Do you have recei

Description of Event (Please include details of expenses):

Board Member Approval

Board Member 1 Name: S<371eT swith

Board Member 1 Email: "20905u-edu

Powarad by Dncu‘;;?,.,

FINISH OTHER ACTIONS ~

g

@ Ghange Language - English (US) ¥ Copyright © 2018 DocuSign
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Select to upload an attachment
from your computers files, then
push continue.

g ould you like to add your attachments?

@ Upload
@ Fax

CANCEL
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Push upload a file button

Upload Attachmifygnt

UPLOAD & FILE
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Once you have selected
the file from you computer,
the file name will show, and
you can select done.

UFLOAD A FILE
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By pushing the paperclip icon,
you can also select to attach a
document by faxing it in.
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Push OK. Instructions on how
to fax/ cover page will be sent
to you once you are done
filling out the form.
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Finish the form by filling out the event
details. Please include helpful
feedback, as well as a detailed
description of expenses.

FINISH OTHER ACTIONS -

Done! Select Finish to send the completed document.

Q Qi e o0 8

be considered for reimbursement.

. Brutus Buck
Name of person submitting report: el

. uniacke.5@osu. edu
Email of person submitting report:

Phone of person submitting report: [F13-247-8122 |
Name of Club/Society: [[he Ohio State Alumni CTub of the Longaberger Alumni House ]
Event Name: [Foadside Clean—up Day ]
Event Date: [S/L/16

fventTime: 21

Category | Event Tvpe:Drls Bommunity Service Elverswh} Elu!e\nng Learning

Elerworking Dpecial Interest Etudent Recruitment or Retention/Summer Send off

Number of FE————— ReimbursementAmount: F2 ]
ach?[@fes[D Jio Do you have an attendance [Che

Attach Receipt(s) Attach Attendance Sheet

&t to attach?

Do you have recei

Required - Description of Event | e details of

Tie Alunni CTub of Longaberger spent the afternoon together picking up trash along Olentangy River
Road. Afterward volunteers were fed pizza and the club spoke about upcoming events.

Breakdown of expenses:
575 at Papa Johns for 6 pizzas, 3 bottles of soda, and plates & napkins.

Board Member Approval

Board Member 1 Name: 5727 1€t smith

Board Member 1 Email; "e0%0su-edu

Board Member 2 Name: S2men ohio

Board Member 2 Email habtemariam.3@osu.edu

Powered by Dn:uS{;n @ Change Language - English (US) ¥ | Copyright © 2018 DocuSign Inc.

o A IR o FECIFNESEsEEE o . T . e 15
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Once you are finished filling out the
form, you will scroll to the bottom. As
you scroll to the bottom, you will view
all of the documents you attached.

- - - - - - U,
Done! Select Finish to send the completed document. FINISH OTHER ACTIONS =
aage o a
Board Member 2 Name: S27en ohie
bremarism, do

16
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Hit finish!

Donet Select Finish to send the completed document,

Ponvared by Docu i, woee Lirage - Ergmh 81 = | Capreypt & 2018 Devudsin v
N R R R T = T Y A
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If you selected to fax in an
attachment, this box will appear.
Click ‘Get Cover Page’ and the
cover page will appear.
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electronically.

Print this page and use it as the
cover page to have relevant
documents attached to the form

Please_review__sign_your_document pdf

AAAAALUAPU AAAAALUAPU

Cover Page for Faxing Documents to your DocuSign Envelope

1. Writs the numBar of RAGES o the ling Balow.

2 Fax the document and cover page 1o the appropriate number below:
U.5. and Canada: +1 BBB 258 B48B, +1 206 452 7459
London: +4d 330 §22 0500

i 3 +B5 3158 6638
+61 284 172 433

19
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If you didn’t select to upload documents via fax,
you will be done and this page will appear. You
can either close the page or select ‘Show
Document’ to view a PDF copy of your form.

nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
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This is what the email will look like that your
Board Members will receive (the two you
selected as your ‘signers’). They should push
review document to get started.

k= T4 Please review & sign your document - Message (HTML) TP X
FILE MESSAGE
- - % P _
Felanore x 3 . I3 Meeting 3 s Rlules < 3 =IIE |b- a% Find C)\
ki e i B OneNote 3 Relnted -

& ik - Delete . Reply Reply Forward Move "o Mark Categorize Follow | Translate Zoom
- Al i Mars - AN s Up- + Select

Delete Respand e Tags = ing | Zoom -

i T212008 9113 AM
DocuSign Demo System <dse_demo@docusign.net=

Please review & sign your document

e s dhsplayed, chick here ta view it in & web browser

n THE OHIO STATE UNIVERSITY

Beth Ann Uniacke sent you a documerf to review and

sign.

REVIEW DOCUMENT

Beth Ann Uniacke
uniacke 5@osu.edu

Please review & sign your document. To begin the process of
reviewing and signing your documents, please click the button
below. Signing will not be complete until you have reviewed the

amranraant amd e Baie eanfireasd e sinmates

{25 Beth Ann Uniacke via DocuSign Erutus Buckeye viewed Please neviim & sign your dorumest D ~ 2 l
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The Board Member signing will
also have the agree to the terms

by clicking the box below and then
pushing continue.

Pl Rt e s g g e e

Please Review & Act on These Documents

the button

Please read the Electronic Records and Signature Disclosure.

B | agree to use electronic records and signatures. OTHER ACTIONS ~
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The Board Member will see a
yellow arrow icon. They should
click on it to sign virtually.

7T AR R NYETLLINIS 1 raLs  [TE AL EIan 1L

A DA AT AT MOITIN O AMOE TN L BT FTLIE | SSUVAIRTT D WYLRGIIPL L S LR i TN AL B L B R LT R F IR A aian -

FINISH OTHER ACTIONS ~

A Qaafe o a

= -_ o
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Club & Society Post Event & Reimbursemnent Form

Please fill this form out in its entirety. Board member approval for reimbursement must come from two board
members to be reimbursed and must not be refated. This form must be submitted no later than 30 days post-event to
be considered for reimbursement

Name of person submitting repart: BTV Buckeve

wniacke. ¥ X
Ernail of persan repont; STiacke. Moy, <y

Phane of parsan submitting report: §14-247-8142

Name of Club/Society: _The Ohio state alusni club of the Langaberger alusni wouse

Event Name: Roadside Clean-up Day

Event Date; 8/1/16

Event Time: 127
Category | Event Type: O Arts B Community Service 0 Diversity O Lifelong Learning
O Networking 0 Special Interest 0 Student Recruitment or Retention/Summer Send off
Number of Attendees: 25 Reimbursement Amount: 373
D0 you have recespts o attach? A yes O No 0o you have an attendance sheet to attach? @ Yes O No

r
[
Attach Receipt(s}]| C@ Attach Attendance Sheet é‘/

Description of Event [Please include details of expenses)
The alumni Club of Longaberger spemt the afterncon together picking up trash along Olentamgy
River koad, afterward volunteers were fed pizza and the club spoke about upcoming events.

Breakdown of expenses:
$75 av Papa Johas for 6 pizzas, 3 bottles of soda. and plates & napking.

] Board Member Appraval Sign

Board Member 1 Name

= Board Member 1 Eman; "#o8e5u- &du -

& Cungr Larquage - Engian 5 = T Of Use & Prosay =

C ——— 23
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Their name will already be filled in with a pre-
determined signature. They can change the style,
or select Draw to sign their own name on a tablet
or phone. Finish by pushing Adopt and Sign.

Adopt Your Signature
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Board Member will be able to view their signature,
and scroll through the attachments.

I MR R YWEILURIE WU FaLE [ AT £

W LTy LTl I R E R )

L] IERARALEUL L P | raya
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FIMISH OTHER ACTIONS ~

Event Date: /17
Event Time: 1P®

Category | Event Type: O Arts ® Community Service O Diversity O Lifelong Learning

O Newworking - O Special Interest

Number of Attendees: 23

O Student Recruitment or Retention/Summer Send off

Relmbursement Amount: _$7%

Do-you have receipts to attach? o ves O No Do you have an attendance sheet to attach? @ ¥es O No

Attach ﬁcceip!{s] Attach Attendance Sheet é)

Description of Event (Please include detalls of expenses):

The Alumni Club of Longaberger spent the afterncan tegether picking up trash aleng Dlentangy
river Road. Afterward volunteers were fed pizza and the club spoke about upcoming events.
Breakdown of expense:

s
§75 at papa Johns for 6 pizzas. 3 bortles of soda. and plates & napkins.

Board Mamber roval

Board Member 1 Name [_§w‘b! Sl
| Sreme———

Board Member 1 Emall: 17

Board Member 2 Name; Z1men Shio

Board Member 2 Emall: habtesarian. idosu.edu

and Socety Heimban

DocuSegn Emesioos B FFFCBBEI-S4D7-413A-067-GIE 765113688

test

I Comge Languaye - Englah S5 = Tarms Of Une & Privaay ~ |
T e

25
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Board Member will click finish

Done! Select Finish to send the completed document. FINISH OTHER ACTIONS =

26
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Board Member will hit
continue to close out the form

'ou're Done Signing
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Once both Board Members have gone through this process,
an email will be sent to the person who initiated the form.
Select Review Document to be able to view, print, and save
the completed forms for your record keeping.

=] + ¥ - Completed: Please review & sign your document - Mess@he

FILE MESSAGE
o ¢ - Fa Meeting |
x Ignare x € & =3 :.M
& Junk+ Delete | Reply Reply Forward 5 M
All I More
oooooooooooo

¥ " Rules - 3 lu’"-v |
0 OneNote -
Move ~ Assign  Mark Categorize Foll
SUACtOns | policy - Unread d
Tags

Editin

DocuSign Demo System <dse demo@docusign.net>

Completed: Please review & sign your document

All signers completed Please review & sign your document

28
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If you have a DocuSign account, it will
ask you to sign in to see the completed
form. If you do not, it will automatically

open for you.

LOG IN TO DOCUSIGN

DOWNLOAD THE FREE MOBILE APP

o 29
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To view completed forms, click on
Completed on the left hand side

=4 il

TEMPLATES REPORTS

sign or Get Signatures ([N

OVERVIEW WHAT'S MY DOCUSIGN 10
i :
0 Acjion Requirsd 3 ey Add Bath Ann Uniacks
i Phota i
T Welllng for Others 1 b >
~ Completed 1 ater Your Sigra

TIPS AND TRICKS WE WANT YOUR FEEDBACK HELP AND SUPPORT

'

30
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Select which form you want to view (if there are
multiple).

[ o e QSN BRSSP | R S e —— . B ————————dara

31
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You can click on the individual pages on the
right hand side and also viewed who has
signed the form and when.

() e om0 srare unaversiry a8 -4 ih
DOCUMENTS TEMPLATES REPORTS

N All Documents » PowerForm List > Please

w & sign your document

Please review & sign your document
Sent On: 7/21/2016

/ Completed

MOVE TO + MORE + a- =]

Recipients J SIGNING ORDER

+/  Brutus Buckeye #  signed
1 uniacke 5@osu.edu on 7/21/2016
_/ Scarlet Smith #  signed
< r osu.edu on 7/21/2016
+/ Garmen Ohio #  signed
3 habtemariam 3@osu edu on 7/21/2016

Message

Please review & sign your document. To begin the process of reviewing and signing your documents, please click the button below. Signing will not be complete until you have reviewed the agreement and you have
confirmed your signature.
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Any questions?!?

33
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