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).

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 vendor, amount paid, and payment method.

6.

Packing slips, handmade ledgers, credit card statements, order confirmations and
reprints are not accepted.

7.

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

8.

Your reimbursement is limited to $75 per student, including taxes and/or other fees,
in accordance to the eligible items approved.

9.

Please allow up to 10 working 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 three weeks after processing, your reimbursement check will be
mailed to the home address you provided on your request.

WEA Children’s Fund
Request Guidelines
1.

The WEA Children’s Fund is available to all WEA members and is distributed based
on availability and prior approval.

2.

The student being assisted must attend school within the member’s school district.

3.

Need is based upon the member providing a validating scenario which can include
information such as “the student’s family is on Free and Reduced Lunch program”,
“they are low income”, etc.

4.

There is a $75 limit per student per school year. Assistance can be provided for
purchasing expendable school supplies, school backpacks, school clothing, and
eyeglasses, but not eye exams. These reimbursements are intended for individual
students, not classroom sets.

5.

NO assistance for medications, health care, supplies for extracurricular activities,
food, graduation suits, toys, prom dresses or toiletries.

6.

NO assistance is provided for anything medical, i.e., insulin, physicals, epi-pens.
This is due to insurance implications.

7.

Receipts for open requests must be submitted within 30 days after approval. After 30
days, funds are released. Extensions are not permitted.

8.

Each member can request assistance for up to five students per school year.

9.

Requests are accepted September 1 through March 31 or until funding is exhausted,
whichever comes first.

10.

The WEA Children's Fund does not accept Wal Mart receipts without specific prior
approval.

These guidelines aren’t ALL encompassing. For more information, contact the WEA Children’s Fund
weachildrensfund@washingtonea.org or call (253) 765-7033.

Example (1) Receipt for (1) Student

Example Receipt Set for (1) Student

