Montera Middle School - PTO Check Request Form

5555 Ascot Drive, Oakland, CA
94611

Check Request for Approved Budget Item for 2018-2019 School Year

	Purpose - Check one:
	
	
	

	Mini Grant
	Teacher Supplies
	Field Trips
	Fundraising Expense

	Fall Fest
	8th Grade Activities
	Outreach
	Academic Enhancement

	Sports
	Facilities/Safety
	Auction ExpenseOther:

	Check requested by:
	
	
	

	
	
	
	
	

	Print Name
	
	Sign
	
	Date


Email address: _________________________
Phone number:


Pay to the order of (please print):


Please send check to: (provide address or other instructions):


Amount of payment requested:
$


IMPORTANT: Original receipt(s) or the packaging slip & invoice must be attached; otherwise, check request cannot be processed. If more than one receipt is attached, use reverse side to list each receipt, paid to whom, and total to be reimbursed.

NOTE:

All capital items are property of Montera Middle School for the continuous and lifetime use at the school. (Capital items are larger-cost items that are not consumed, e.g., computers, chairs, tables, musical instruments, tools.)

Receipts must be for the current school year.

The $300 teacher supply reimbursement is for classroom supplies. No candy, sugary snacks, etc. If you have any questions please get pre-approval from the PTO president.

IF MORE THAN ONE RECEIPT ATTACHED, PLEASE ITEMIZE ON THE REVERSE OF THIS FORM.

Purpose of item purchased/Event:


Description of item(s):


Board VP/ Committee Chair Approval:


Print Name & PTO Title
Sign
Date

If not an approved budget item, enter meeting date expense approved:


Check requests will be paid monthly, shortly after the PTO meets during the first week of the month. If you need a check more quickly, please email treasurer@monterapto.com to request a rush check.
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Please itemize receipts if more than one is attached:

Date
Paid to
Amount


TOTAL
$


Check requests will be paid monthly, shortly after the PTO meets during the first week of the month. If you need a check more quickly, please email treasurer@monterapto.com to request a rush check.

