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REIMBURSEMENT INSTRUCTIONS & EMAIL TEMPLATE 2026-2027

Please follow the instructions below to submit a reimbursement form to MedSoc:

Reminder: Reimbursement forms must be submitted within 30 days of the purchase to be considered. The absolute deadline for reimbursement forms is June 23, 2027.

1) The reimbursee should digitally fill out the following Reimbursement Form. 
2) Save the form as a PDF and name your PDF using the following convention: Name of Group_ Reimbursee Full Name _Date of Event/Initiative (e.g., Surgery Interest Group_Bob Bobby_May 1 2027)
3) Attach your scanned/photographed itemized receipts of the purchase to the completed reimbursement form (bank statements will not be accepted as a substitute for itemized receipts) to create one combined PDF document for submission.
4) Have a Lead/President of the club/portfolio/team sign the bottom of the reimbursement form.
5) The reimbursee should email the signed document to VP Finance at “vp.finance.uoftmedsoc@gmail.com” and the MedSoc Manager’s email “medical.society@utoronto.ca”. 
a) Email subject line: Club Name_Reimbursement Request (e.g., ArtBeat _Reimbursement Request)
b) CC a Lead/President of the club/portfolio/team on the email
c) Copy and complete the following message into the body of the email: 

Hi, 

My name is ______. I am a member of the (Internal Affairs Club/Community Affairs Club/MedSoc Portfolio/MSAP) called _______. I, the reimbursee, am submitting this reimbursement form and attached receipts for approval by the VP Finance of the UofT Medical Society. 

I recognize that any transfer of money from the Medical Society to me, the reimbursee, is conditional on the submission of the completed form within 30 days of purchase and prior to June 23rd, 2027. I also recognize that it is my responsibility to confirm with the club leads that my submitted expenses are eligible for reimbursement under the relevant MedSoc by-laws. If I do not adhere to these rules, my request for reimbursement may be declined.
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