Tijeras Creek Elementary School PTA

Request for Payment

Date: ____________           
Instructions:
Fill out the “Request for Payment” form completely. Staple the receipts or supporting documentation to the back of the form. Put the request form in the Treasurer‘s file in the PTA file cabinet in the school office. Requests must be for funds already budgeted and approved by the PTA Association. Checks will NOT be written without a completed form and accurate receipts.

Committee for which expense was incurred: __________________________________________

Activity: ______________________________________________________________________
Officer or Chairman: _____________________________________________________________

Payment is hereby requested for the following authorized expenses (attach all bills and receipts): ______________________________________________________________________________

______________________________________________________________________________

TOTAL REQUESTED:
$___________ 
PAYMENT DUE DATE: _________________
Make check payable to:___________________________________________________________
Check One:

__________Mail to this address_________________________________________________

__________Place in PTA folder (name) __________________________________________

__________Other (please describe) ________________________________________________

For Treasurer’s Use:

Check Number______________________

Date Paid___________________________

Budget Account_____________________

The Treasurer of Tijeras Creek Elementary School PTA is authorized to pay this request. The budget and minutes have been reviewed and the expense approval verified.

_______________________________
____________________________________

President
Recording Secretary

_______________________________
_______________________________________

Date
Date

