PTO FUNDS REQUEST
Please Check:

· Reimbursement Request
· Check Request

· Deposit Notification

All requests must be accompanied by a receipt

Date of request/deposit: ____________________________________________

Amount: ______________________________________________________________

Committee: __________________________________________________________

Reason/Event: _______________________________________________________

Requested/Deposited y: ____________________________________________

Phone Number: ______________________________________________________

Date Needed: ________________________________________________________

Make Check Payable to: _____________________________________________

Address to mail check: ______________________________________________

Check # _________________________  Date Paid_________________________
PTO Funds Request Procedure
1. All PTO Board members should have electronic copy of funds request forms.

2. Board members should send out electronic copy of funds request form to all committee chairs at the start of the year along with this document.

· When submitting funds request, the request should be submitted to the PTO treasurer along with a scanned copy of receipt. 

· The original printed copy of the funds request form and original hard copy of receipt should be left in PTO mailbox in the office at HMS for the treasurer’s records.

· When submitting funds request electronically to the PTO treasurer, the PTO president and board member overseeing event should also be copied on funds request for budgeting purposes
