


Submitting Reimbursement 
Requests 



When? 

• Requests for reimbursement must be 
submitted at least quarterly 



The Process 

Sarah 
Reviews 

Sarah 
Adds 

Questions?  YES 
               NO 

Sarah 
Emails or 

Calls 

Marilyn 
Reviews 

Questions? YES 
            NO 

Marilyn 
signs off 

Sent to 
MDHE 

accounting 

Check or 
EFT to 
school 



Issues 



Questions? 



Good Examples 



Salary Percentage 



Questions  

P.O. Box 1469 

Jefferson City 65102-1469 

Phone 573-751-2361 

Fax: (573) 751-6635 

Info. Center: (800) 473-6757 

info@dhe.mo.gov 

www.dhe.mo.gov 

 


