
ATKINSON ACADEMY PTA REIMBURSEMENT VOUCHER

AND CHECK REQUEST FORM

All expenses incurred on behalf of the Atkinson Academy PTA will require this completed voucher.

	PLEASE

 READ
	If a check is to be mailed directly to a vendor on your behalf, you must attach the completed order along with a copy of the order for our records.

An original receipt is required for reimbursement and will be kept with our records, so be sure to make a copy for yourself.

Incomplete vouchers will be returned.

You can place the vouchers in the PTA mailbox in the office addressed to Dianne Healey.

Email questions to:  _______________________.


PREPARER CONTACT INFORMATION:



Date:________________________

Name_____________________________________________________________________________

Email___________________________    Telephone Number________________________________

REIMBURSEMENT INFORMATION:

Check Payable To:___________________________________________________________________

Purpose of Expenditure:______________________________________________________________




   ______________________________________________________________

Preparer’s Signature:________________________________________________________________

**Two signatures are required for all checks so please allow extra time for processing**

THANK YOU FOR YOUR COOPERATION.










Dianne Healey












PTA Treasurer

Treasurer Use Only:

Check #________

Date________________
Budget Line Item_______________________________


