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REQUEST FOR EXPENSE REIMBURSEMENT

How to use this form:  Click on the gray box in the "Name" field and start typing your name; then use the tab key to move through the form and fill in fields as appropriate.  Your "total" will automatically calculate.  See below for reimbursement rules and procedures.
	Name:
	    
	Phone:
	     

	Address:
	     

	Email:
	     


	Receipt Date
	Merchant/Vendor
	Amount
	Describe Items Purchased
	Receipt attached?
	PTA Activity

	ex: 9/1/12
	Target
	$20.57
	Paper plates & napkins
	 FORMCHECKBOX 

	Hospitality: Sept. PTA Meeting

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	     
	     
	$     
	     
	 FORMCHECKBOX 

	     

	TOTAL:
	$0 FORMTEXT 

0.00

	


Special Comments/Explanations:      
I certify that the reimbursement amount requested and the receipts attached hereto in support of such request are true and accurate.










July 4, 2016 FORMTEXT 

September 15, 2015

SIGNATURE







DATE


[image: image2]
EXPENSE REIMBURSEMENT PROCEDURES


ALL purchases must be authorized by either the President(s) or Executive Vice-President(s), if not already approved within the budget.


Any questions, please contact the Treasurer, Debbie Volk at info@morethanpaper.com.


Purchases exceeding $250 require PTSA Executive Board approval, if not already approved within the budget.


ALL requests for reimbursement must be accompanied by itemized, original receipts. Credit card slips which show totals only are not valid for reimbursement.  


Attach paid receipts to each Expense Reimbursement form.


Complete and sign each Expense Reimbursement form. 


Reimbursements cannot be made unless the form is submitted. 


Submit forms & receipts to Treasurer for reimbursement, within thirty (30) days of purchase/activity. 


Mail form with original receipts to: Debbie Volk, 7 Mirrielees Circle, Great Neck, NY 11021
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