[image: image1.png]_Y
d?’ 24 0

AR P





Weatherstone Elementary PTA

Check Request Procedures

2011-2012
1. Please complete the Check Request form for reimbursement of PTA related expenses.

2. Reimbursement will only be made for expenses included in the approved budget, and supported by a paid original receipt(s) documenting the item(s) purchased.

3. Check Request must be signed by the related PTA committee chairperson and given to the PTA Treasurer.

4. Once approved, the request will be paid.  Checks are written twice per month.
	Please complete the Check Request form, attach receipts, and place in the ‘Completed Check Req for Payment’ green folder in the PTA file cabinet just outside the Media Center.  Thank you!!!




Weatherstone Elementary PTA

Check Request Form

2011-2012
	PTA Committee/Event:
	
	
	
	
	

	Requested By:
	
	
	
	
	

	Date Requested:
	
	
	
	
	

	Payee:
	
	
	
	
	

	Address:
	
	
	
	
	

	Email Address and Phone:
	
	
	
	
	

	
	
	
	
	
	


Details of purchases: (Please attach receipt(s) for each item listed)

	Vendor
	Item Description
	Total Cost

	
	
	

	
	
	

	
	
	

	
	Total
	


	Purpose of purchase:
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Approvals:
	
	
	
	
	

	Committee Chair (Do not leave blank)
	
	
	
	Date:
	

	PTA President/VP
	
	
	
	Date:
	

	
	
	
	
	
	


** Reimbursement requests for the 2011-2012 PTA year, received after June 1, 2012, may not be reimbursed.

Treasurer Only


Check # ___________


Date Pd. __________


Amount Pd. ________


Account ___________








