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For PTA Treasurer Use:

Check Number Check Amount Check Date

Date:

5HFRUGLQJ�Secretary Signature:

President Signature: 

Your 
Signature:

Date:

Items Purchased

3URJUDP�VP Signature:

Attach original receipts/invoice to this form. One receipt per line. Send to: treasurer@willrogerspta.com or leave in the PTA mailbox in the office

How to Fill�Kut
dŚŝƐ�&Žƌŵ͗

ϭ͘�Use ƚŚŝƐ�ĨŝůůĂďůĞ�ĨŽƌŵ�
ƚŽ type the 
information, or print�
ŽƵƚ ĂŶĚ�ŚĂŶĚǁƌŝƚĞ.

Ϯ͘ Name / PTA position - 
write your name and�
position.

ϯ͘ Address - The purpose 
is to let the treasurer�
know how to get the 
reimbursement to you, 
either by mail, 
classroom, your child, 
etc.

ϰ͘ Date - The date of 
expenditure

ϱ͘ Budget Category - 
Which line on the budget 
does this purchase go 
against.

ϲ͘ Item Purchased - 
What Items did you 
purchase.

ϳ͘ Amount - Hoǁ�much
did you spend.

ϴ͘ You may include 
multiple receipts on one 
expense report.

ϵ͘ �ĚĚ�ǇŽƵƌ�ƉƵƌĐŚĂƐĞƐ�
ƵƉ͕�ĂŶĚ�ƐƚĂƉůĞ�ǇŽƵƌ�
ŽƌŝŐŝŶĂů�ƌĞĐĞŝƉƚƐ�ƚŽ�ƚŚĞ�
ďĂĐŬ�ŽĨ�ƚŚŝƐ�ĨŽƌŵ͘�

ϭϬ͘ WůĂĐĞ�ĨŽƌŵ�ŝŶ�
ůŽĐŬĞĚ�ďŽǆ�ŽŶ�ǁĂůů�ŽĨ�
ĨƌŽŶƚ�ŽĨĨŝĐĞ�ůĂďĞůĞĚ�ΗWd��
�ŽǆΗ͘

ϭϭ͘ �ǆƉĞŶƐĞƐ�ŶĞĞĚ�
�ǆĞĐ��ŽĂƌĚ�ĂƉƉƌŽǀĂů�ĂŶĚ�
�ƐƐŽĐŝĂƚŝŽŶ�ƌĂƚŝĨŝĐĂƚŝŽŶ͘�
�ŚĞĐŬƐ�ĂƌĞ�ŐĞŶĞƌĂůůǇ�
ǁƌŝƚƚĞŶ�ŵŽŶƚŚůǇ͘�

WůĞĂƐĞ�ĐŽŶƚĂĐƚ�
ƚƌĞĂƐƵƌĞƌΛǁŝůůƌŽŐĞƌƐƉƚĂ͘ĐŽŵ�
ŝĨ�ǇŽƵ�ŚĂǀĞ�ƋƵĞƐƚŝŽŶƐ͘

All expenses need to be 
approved by ƚŚĞ�
WƌŽŐƌĂŵ�VP prior to 
submission.

PAYMENT REIMBURSEMENT 
& CHECK REQUEST FORM
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