                                           
[image: image2.png]



2011-2012
PTA Payment Procedures
There are two ways to submit payment requests:

1) REIMBURSEMENT: Purchase needed items with personal money and receive reimbursement of those expenses by submitting your receipts with a PTA REIMBURSEMENT REQUEST FORM.

2) DIRECT PAYMENT TO VENDOR: Submit a copy of a purchase order or invoice for direct payment to a vendor with a PTA PAYMENT TO VENDOR FORM.

PLEASE SECURELY STAPLE ALL RECEIPTS/INVOICES TO THE FORM.   Loose, dog-eared, and paper clipped documentation can easily get misplaced.   

ALL FORMS ARE AVAILABLE IN THE PTA FORMS FILE IN THE MAILROOM AND ON-LINE AT THE EAST SIDE WEBSITE (www.eastsideelementary.com).   Mailroom forms are stocked on a regular basis.

HAVE YOUR OVERSIGHT OFFICER AND/OR PTA PRESIDENT SIGN THE FORM. (Follow instructions on the form.)  The last person to sign the form will place it in the Treasurer’s mailbox.
ALL REQUESTS ARE REVIEWED AND CHECKS ARE DISBURSED TWICE A MONTH – ON THE 15TH AND 30TH.    Requests should be in the PTA mailbox five days prior to check issuance to ensure time for approval and processing.  Reimbursement checks will be placed in applicable committee’s folder unless prior arrangements are made with the Treasurer.  Checks to vendors will be mailed to the address on the PTA form.

Endless Possibilities
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