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Fine Arts Department  
Procedures for Ordering Supplies and Obtaining Reimbursements  

 

Ordering/Purchasing Supplies  

Please use our tax exempt certificate. We don’t pay sales tax since we are a 
school and this saves us quite a bit of money.  
 

You have 3 options: 

1. Stop by the Fine Arts Office and Cindy or Anna will help you place your 
online order with the Fine Arts credit card.  

2. Send a link to Cindy at cindy.edington@chca-oh.org to order for you from 
Amazon or another company.  

3. You may purchase supplies online or in a store using your own money and 
obtain a reimbursement from us. Please remember to show the tax exempt 
certificate at checkout and save all original receipts. Return the receipts to 
the Fine Arts office for reimbursement. 

 

Obtaining Reimbursements 

1. Turn in all your original receipts to Cindy AND a completed Reimbursement 
Request Form.  Tape receipts onto 8 ½ x 11” sheets of paper if they are 
smaller than 8 ½ x 11”.  If you only have an email receipt, just include a 
printout of that receipt.  

2. Please label the receipts with the name of the show/event, and the 
category of expenditure, i.e., costumes, make-up, props, etc. 

3. You may bring them to the Fine Arts office at the high school (2nd floor of 
theater lobby), leave them in our mailbox in the high school office, or mail 
them to us at Fine Arts Department, 11525 Snider Road, Cincinnati, OH 
45249. 

4. We will issue a reimbursement check to you within 2 weeks.  

Any questions, please call Cindy Edington at 247-9944, ext. 217. 
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CINCINNATI HILLS CHRISTIAN ACADEMY 
Reimbursement Request Form 

 
 

 
 Store/Inv.# Date Amount Item Description COA# PC # Office 

Use 
PO# 

       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       
       

Total       
 

ALL RECEIPTS MUST BE ATTACHED 
Purpose/Comments, Show (costumes, props, etc.), ArtBeat, etc.: 

 

_________________________________________________________________________________________ 
****************************************APPROVALS************************************* 
 

                                                                                 
F/A Director:_____________________________ 

 

 
Date Pd/Ck#__________________________ 

 

School Year: 
Payable To:   
Address:   
City/St/Zip:    
Requested by:   
 

 


