WESTBRIAR ELEMENTARY PTA

REIMBURSEMENT REQUEST

Requests must be submitted by dropping off this form in the school’s main office or hand-delivering it to the PTA Treasure
If you are a parent -  Your check will be sent home with your child unless other arrangements are requested.  If you wish to have your check mailed, please attach a self addressed envelope to this request.
If you are a teacher, your check will be placed in your mailbox at school.

If you have questions, please contact the Westbriar PTA Treasurer, Deirdre Naughton at westbriarptatreasurer@gmail.com 

------------------------------------------------------------------------------------------------------------------------------------------------------
The following expense was incurred on behalf of Westbriar Elementary School PTA.  Please disburse the funds as indicated below:


_______________________________________


Signature


________________________________________

Date of Request

Please ensure receipts are attached and make a copy for your records
Committee or Event associated with expense  ______________________________________ 

Amount   
  _______________________________________

Make check payable to:


Name
_______________________________________


Child’s classroom teacher (if parent)
_______________________________________
Description and/or Special Instructions:
_______________________________________



_______________________________________



_______________________________________

Payment Information to be filled out by PTA Treasurer:

Check Number     ___________      Date of Check  __________      Budget Line Item  _____________________  
