
Knights of Columbus 
Florida State Council

Electronic Submission Process of         
Form 267DD



 Requires you to install Acrobat Reader DC (FREE)
 Form 267DD is a pdf-fillable form
 Download the basic form from Supreme and store 

on your computer (suggest creating a folder)
https://www.kofc.org/en/forms/state/DD_Miles.pdf

https://www.kofc.org/en/forms/state/DD_Miles.pdf


Fill out the bottom part of the form with your information 
Save this file as your template



Use this form for all your travel-related expenses for the Quarter



Sample of electronically 
signed expense form



Submit this form for reimbursement from Supreme for: 

Quarterly Mileage
Organizational Meeting

Mid-year Meeting

Supreme does not reimburse for the State Convention







DO’s and Don’ts: 

You can type a signature. This is the most common option
Receipts must be submitted as pdf files, not as image files
You cannot include your wife’s meal expenses
Spouse per diem does not require receipts



Submit expense report via email to: 

Marc R. Andersen
Florida State Council Executive Administrator

ExecutiveAdministrator@floridakofc.org
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