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Heim Elementary PTA Check/ Reimbursement Request
Today’s Date: ____________
Requested by: _______________________________ Grade ______   Date Needed: _______________
Phone Number: __________________________________                   cell / home / office
[bookmark: _GoBack]Make check payable to: ___________________________________________________
_____Check needed at School 
_____Mail to Address: __________________________________________________ ____________________________________________
[bookmark: _gjdgxs]Amount Requested: $________________            Note: The PTA is unable to reimburse for Sales Tax

PTA Event / Activity: ______________________________________________________
Event / Activity Chairperson: _______________________________________________
Chairperson Approval (signature): ___________________________________________
Description of purchase: ___________________________________________________
Attach supporting receipts/invoices to this completed and signed form - place in the PTA mailbox located in the Heim Elementary School Hallway. Request for reimbursement should be submitted within 10 days of event.  You may also email this form and receipts to me if easier: heptatreasurer@gmail.com.
Requests will typically be picked up weekly and processed twice a month (mid-month and end of month) If you have an urgent need for funds or any questions, please contact the PTA treasurer, Debra Porter at heptatreasurer@gmail.com.
Treasurer’s Notes: 
Date Received ____________ Date Paid ____________ Amt $ ____________ Check # ____________
Notes __________________________________________________________________________
Expense Line Item ________________________________________________________________
Revised 8/2018
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