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Regalia Reimbursement Form

Date:  





To:  Phillips Business Office/Marylu Issaevitch
From:  Tracey Cummings
Department:  Development/Alumni Affairs Office
Faculty Member:





Department/Program: 




 
Purchase Date: 






	Regalia
	( Masters                    ( Doctoral

	Cost
	

	Shipping
	

	Tax
	

	Total
	

	Phillips Credit
	

	Total Reimbursement
	


Please reimburse 





 on the next check issue date.
Signature of requester


Signature of Vice President of Admin & Marketing
(Development/Alumni Affairs Office)
New Phillips faculty (core and adjunct) can order regalia from Herff-Jones.  They will need to pay for it and forward their proof of purchase via email to the Development/Alumni Office.  The Development/Alumni Office logs onto the Herff-Jones website and verifies that the order has been placed, completes the above request form and submits it along with the original email to the Vice President of Administration and Marketing for approval.  Once approved it is submitted to the Business Office who will reimburse the faculty for half (1/2) of the cost.  See the chart below.
	Masters Regalia 
(Gown, hood & Cap)
	$54.90
	Doctoral Regalia
(Gown, hood & tam)
	$84.90

	Shipping
	$15.95
	Shipping
	$15.95

	Tax
	6.20
	Tax
	$8.83

	Total
	$77.05
	Total
	109.68

	Phillips Credit
(50%)
	$38.52
	Phillips Credit
(50%)
	$54.84

	Total Reimbursement
	$38.53
	Total Reimbursement
	$54.84


If a person chooses to order custom regalia they still only receive the amounts above.

If a person chooses to only order part of the regalia they only receive 50% of their total amount spent.
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