
Extension programs are available to all without regard to race, color, national origin, religion, age, sex, or disability. 

 

 
 

 

 
 
 

EXAMPLE (ON LETTERHEAD) 
 
(DATE) 
 
Winneshiek County Extension 
911 South Mill Street 
Decorah, IA  52101 
 
RE:  Expenses for (County ) FFI Team meeting 
  
(Expense date)   Room Rent     $25.00 
(Expense date)  Meeting copies (30 copies x .15)       4.50 
(Expense date)  Postage for postcard invites (10 x .26)       2.60 
(Expense date)  Meeting food (include receipts)      20.00 
 
   Total      $52.10 
 
 
Please make payment to:  
(Name) 
(Address) 
(City/State/Zip) 
 
Thank you! 
 
(SIGNATURE) 
 
 

Teresa Wiemerslage 

Program & Communications 

Coordinator 

ISU Extension – Region 4 

Ph: 563-794-0599 

Email: wiemer@iastate.edu 
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