Prospect Valley Elementary PTA

 EXPENSE VOUCHER
Please complete this form and attach documentation/receipts.  Submit completed form to the Treasurer as soon as possible.          
Date submitted: ___________________


 FORMCHECKBOX 
  Reimbursement for expense(s) -- attach receipts or photocopies of receipts

 FORMCHECKBOX 
  Advance request for CHECK or CASH -- please circle one and provide invoice or other documentation     

      Date needed: ____________________________         

	Expense

Date
	Committee/Event
	Items/Explanation
	Amount

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Total Amount Requested:
	


Make check payable to:​​​​​​​​​​​ ____________________________________________________________    






(Please Print)

Signature of person requesting reimbursement :_________________________________________

 FORMCHECKBOX 
  Deliver check to*: __________________________________________     OR  

 FORMCHECKBOX 
  Mail to:  __________________________________________________ 

____________________________________________________________
* Checks will be put in your committee file folder in the PTA box in the office unless otherwise requested.

******************************************************************************************************************************

	Date paid:
	
	Treasurer Signature:
	

	Check Number:
	
	Approval Signature:
	


