Preparing for Reimbursement Request:
Before arrival to the meeting:

· Please fill out the expense report completely, accurately, in legible handwriting and sign it.
· If traveling together, please make copies of the itinerary for each person on the invoice.  Separate expense report per person must be submitted with specific details e.g. who to write the check to etc.
· Attach the invoice (itinerary / copies of the original tickets) to your expense report.
· Prepare a self-addressed stamped envelope. Your payment will be mailed using this envelope.  Please make sure you have the correct address clearly written on it.
· Put the expense report and the invoice inside the envelope.  Do not seal the envelope as this will be used to mail your payment.
· Make a copy of the expense report and the itinerary for your record and send an electronic copy to Natl. Muhasiba maal sahiba.
· 2 boxes will be provided, 1 for National Amila and Regional Sadrs and 1 for the Local Delegates.  Please put your envelope in the correct box.

You will Insha’Allah receive your reimbursement within 3-4 weeks following the Majlis-e-Shura. Any of the above instructions not followed will result in the delay of your reimbursement.
Jazak’Allahe Wa Ahsanal Jaza for your kind cooperation.  Please let us know if you have any questions.

May Allah keep you safe in your travels, Ameen.
