
WEA Children’s Fund 
Reimbursement Guidelines 

1. Use the Receipt Upload Link included in your approval email to submit receipts.

2. Upload (1) original receipt or (1) set of original receipts per student (see below for 
examples). If purchases for (2) or more students are on a receipt – receipt MUST 
be itemized.

3. Write the student’s name on the receipt prior to uploading.

4. Identify (circle or highlight) the total amount on the receipt, including tax and/or 
fees. This total must equal the requested reimbursement amount indicated on 
your reimbursement submission form.

5. Be sure original receipt contains only qualifying items (no personal items), is 
visible, legible, includes the name of the store/vendor, date purchased, amount 
paid including tax, and payment method. Walmart receipts are not accepted 
without direct prior approval.

6. Packing slips, handmade ledgers, credit card statements, reprints are not 
accepted.

7. Receipts must be submitted using your link within 30 days from the date of your 
confirmation email. Mailed, emailed, or faxed receipts will not be accepted.

8. Your reimbursement is limited to $100 per student, including taxes and/or other 
fees, in accordance with the eligible items approved. Note: limit was increased 
from $75 to $100 on 9/1/2021. 

9. Please allow up to 10 business days to review your receipt submission.

10. We reserve the right to adjust or reject your reimbursement request, as 
necessary.

11. A confirmation email is sent once your submission is reviewed. Please review it 
carefully and save it for your records.

12. Approximately 4-6 weeks after processing, your reimbursement check will be 
mailed to the home address you provided on your original request.



Example: (1) receipt for (1) student, with a total UNDER $75. Total to be reimbursed 
is only $48.98. 
Note: As of 9/1/2021, reimbursement limit has been increased to $100.

Student 
Name 



Example: (2) receipts for (1) student, with a total OVER $75. Total to be reimbursed 
is still only $75. 
Note: As of 9/1/2021, reimbursement limit has been increased to $100.

Student Name Student Name 



Example: (1) order confirmation for (1) student, with a total OVER $75. Total to 
be reimbursed is still only $75. 
Note: As of 9/1/2021, reimbursement limit has been increased to $100.

Student Name 



Example: (1) order receipt for (2) students, itemized to show what was purchased for 
each student. Total to be reimbursed is broken down per student. 

Student Names 




