Laguna PTO Check and Reimbursement Request Form

To complete this form on your computer, simply “tab” to the boxes and type in your information.  You will still need to print it out, attach receipts/invoices and send to the Treasurer for reimbursement.

To be used when requesting reimbursement for expenses paid or when payment (a check) is needed for a third party, such as a vendor. 

Please submit this form with receipts or invoices attached to Laguna PTO Treasurer via the PTO mailbox located in the main office. If special arrangements need to be made, please send an email to lagunapto@lagunapto.org, Attention Treasurer.

Reimbursement forms are due by the last day of the month following the event or expenditure. Example: January 15th expense, due before the last day of February.

 Expenses over $100 must be pre-approved by the Board even if it is already in the budget.

Please include all receipts/invoices with this form.

Request for:

[bookmark: Check3]|_| 	Reimbursement for expenses incurred

[bookmark: Check2][bookmark: Text1]|_|	Payment (check) to third party – Date needed:      

[bookmark: Text9]Payable to:      

[bookmark: Text10]Amount: $      

Explanation of Expense: (detail expense(s) and include committee or project)

[bookmark: Text11]     

[bookmark: Text12]Instructions for handling: (mail, hand deliver, etc.)      

[bookmark: Text13]Submitted by:      

[bookmark: Text15]Contact information:      

[bookmark: Text14]Date:       

Board Representative Approval:  	
For Treasurer Use Only:  Date Received: 		Date Paid: 		 

Check #:		 Account: 	
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