

Bates PTO
Expense Reimbursement/Check Request Form
[bookmark: _heading=h.gjdgxs]Instructions:
· Complete the form and attach all receipts. Expenses without receipts cannot be reimbursed.
· For budgetary purposes, please make sure the Committee Chair or PTO President is aware of the expense before you submit the form. 
· Any request over $600 to a person or company for services provided to Bates must be submitted with a completed W-9 form. The forms are available in the PTO Treasurer mailbox and the PTO website (https://www.batespto.org/forms).
· Please also remember to use the Sales Tax Exemption Form (ST-2) for purchases. Certificates are available in the PTO Treasurer mailbox.
· Requests can be submitted in one of two ways:
1. Email documents and receipts to bates.treasurers@gmail.com with the subject line “REIMBURSEMENT REQUEST”. This is the faster route, as emails are monitored continuously.
2. Drop off in the PTO Treasurer mailbox in the office. Mailbox is checked every Friday during the school year. If a request is time sensitive, please email bates.treasurers@gmail.com with the subject line “REIMBURSEMENT REQUEST” to alert the Treasurer.

Checks will be distributed on a weekly basis. They will be mailed to the address indicated on the form below unless otherwise noted.

Date: _________________________________________________________________________

Name: ________________________________________________________________________

Phone number/Email: ___________________________________________________________

Description of expense: __________________________________________________________

Committee to be charged: ________________________________________________________

Amount: ______________________________________________________________________

Check made payable to: __________________________________________________________

Address to which check should be mailed:

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

If this is a check request for an event, please indicate the date needed: ____________________
