PACIFIC PTA

2011/2012

PAYMENT REQUEST/REIMBURSEMENT





Budget Category

Or Committee:__________________________  Date Submitted: _____ 

Submitted by: _______________________________________________

Committee Chair Authorization*: ________________________________

(Required:  Signature)

PTA Board Authorization*: ____________________________________________

(Required:  Signature)

 (***If you are a Teacher please have the Principal authorize***)


Payee: _____________________________________________________



(Insert name here if Payee is different from person submitting form)

Disposition of Check
(mark with “X”)
Office ____






Mail    ____




Address for Mailing   ________________________







(Person and/or Company Name)







____________________________________







(Street Address)







____________________________________







(City, State and Zip Code)










____________________________________

(E-mail)


Purpose of Expenditure _________________________________________

Item _____________


Amount ___________

        _____________



  ___________

        _____________



  ___________






Total      ___________

PLEASE ATTACH ALL RECEIPTS AND SUBMIT TO TREASURER FOR PAYMENT (within one month of expenditure) 
Either in School Office or, if urgent, contact Sandra Meyer at smeyer999@yahoo.com or Shannon Ryan at shannon.t.ryan@ampf.com. 

For Treasurer Use Only:





Check No: __________


Date Paid:  __________





*Expense must be approved by both the Committee Chair and the appropriate Board member (V.P. – Fundraising or V.P. Operations).





If your expenses are going to be $250 or more than your budgeted expense, Committee Chair should seek pre-approval from the PTA Board. 
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