WESTBRIAR ELEMENTARY PTA

REIMBURSEMENT REQUEST

Checks will be processed on the 1st and 15th of each month.   Requests must be submitted by noon on the 1st and 15th  and placed in the Treasurer steel box in the PTA Room. 

You should receive your check within 7 days of each check processing date.  Your check will be sent home with your child.  If you wish to have your check mailed, please attach a self addressed envelope to this request.

Special arrangements will be made for cash disbursements – please email the Treasurer for instructions.
The following expense was incurred on behalf of Westbriar Elementary School PTA.  Please disburse the funds as indicated below:


_______________________________________


Signature


______________________


Date of Request
(PLEAE STAPLE RECEIPT(S) TO THIS FORM) –

Make a copy of your receipts for your records
Committee or Event associated with expense   ___________________________________ 

Amount
$_______________________________________

Make check payable to:


Name
_______________________________________


Address (must be filled out)
_______________________________________



_______________________________________

Description and/or Special Instructions:
_______________________________________



_______________________________________



_______________________________________

Payment Information to be filled out by PTA Treasurer:

Check Number     ___________
Cash     ________   Date    __________
