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Submitting Invoices to Wings: 
 
Reimbursements for Expenditures on Behalf of Wings 
1. Gather all of the necessary documentation for your expenses, including receipts, invoices, 

and any other required supporting materials. All receipts should be tax-exempt and copied. 
2. Make sure that the expenses you are seeking reimbursement for are eligible for 

reimbursement. Reimbursable expenses include food for WFL programs, paper, and misc. 
supplies. If you are unsure whether an expense is eligible for reimbursement, you can 
contact Ann Edenfield Sweet at AnnEdenfield@WingsFLI.org or call 505-554-6698 or Max 
Barnett at MaxBarnett@WingsFLI.org or call 505-389-7129 for clarification. 

3. Use the Wings invoice to state what each receipt is for and the total amount of each 
purchase. All paperwork for each invoice should be in chronological order. Food invoices 
can be submitted separately. 

4. Fill out the reimbursement form or create an invoice for your eligible expenses. Be sure to 
include all relevant details, such as the dates of the expenses, the amount of each expense, 
and a brief description of what the expense was for. 

5. Attach all of the necessary documentation to your invoice, including copies of the receipts.  
6. Scan the completed invoice and any supporting documentation. 
7. Submit the scanned documents by email to Max Barnett at MaxBarnett@WingsFLI.org by 

the 27th of each month. You can also reach him by phone at 505-389-7129. 
 

Submission of Payroll Invoices 
8. Create a separate payroll invoice for all staff. The invoice should include the dates worked. 

Individual invoices for each staff member should be included as backups below the top 
invoice sheet. THIS IS A MANAGEMENT ACTION, NOT FOR THE STAFF. 

9. If invoices are not submitted by the 27th of each month, payment will be made the following 
month. 

10. Follow up on your request if you do not receive a response or if you have any questions. 
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