

Laurel Mountain PTA Reimbursement Form

*Revised 8/10

Check Payable to:__________________________________________________________

if being mailed:

Street Address:____________________________________________________________

City, State, ZIP Code:_______________________________________________________

Requested by:_____________________________________________________________

(leave blank if same as payee)

Telephone Number:_________________________________________________________

Committee Chairperson's Signature:____________________________________________

Date Submitted:____________________________________________________________

	Date
	Place of Purchase
	Item Description
	Committee Account to be debited
	Amount

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	Total
	$


Please attach the receipts listed above to the back of this form and submit to the PTA Treasurer, via:

· Treasurer's PTA Mailbox located in the Parent Resouce Room #210, or

· Email: treasurer@lmepta.org (include report and scanned copies of the receipts)
Reimbursement checks will be delivered to the Chair's mailbox in the PRO room or mailed (if requested) on the 1st and 15th of every month.
Sales Tax: The LME PTA is a Tax Exempt Organization. We do not reimburse for Sales Tax. When purchasing on behalf  of the PTA, please present the merchant with a copy of our Tax Exemption Certificate to avoid paying sales tax.
To be completed by Treasurer:

	Treasurer:
	Date Received:

	Check Number:
	Date Paid:


