		Harvest Elementary PTATEACHER REIMBURSEMENT REQUEST DEADLINE:
MARCH 3, 2017
RECEIPTS MUST BE DATED BY FEB. 24, 2017.


Teacher Reimbursement Request Information Sheet

2016-2017 Fiscal Year (September 1, 2016 – March 3, 2017)


Date:_____________

PTA Event/Budget Item: _______________________


Pay To: ______________________________________		       	PTA Member?  Yes/No
									(Please circle)


Description of Expenses: 							Amount:
Attach all original receipts or invoices and list each 
major item separately
________________________________________________			_________________

________________________________________________			_________________

________________________________________________			_________________

________________________________________________			_________________

________________________________________________			_________________


(PLEASE NOTE THAT THE PTA CANNOT REIMBURSE FOR SALES TAX)
Total Amount of Request: ______________


Request for payment submitted by:  ________________


For Treasurer’s Use Only:

Charge to Account:  ____________________________________________________________

____________________________________________________________________________
   
Check Number:        ________________________  Date of Check: ______________________


Individual is a Harvest PTA Member? YES / NO


Harvest PTA Expense Reimbursement
Thank you for your commitment to the children here at Harvest. We really appreciate your efforts to provide them with a fun and exceptional learning experience while they are here at Harvest. In order to remain a PTSA in good standing we have to ensure we are in compliance with all applicable rules related to our association with the National PTSA as well as tax rules related to our “Not for Profit” status. 

All persons requesting reimbursement must be a member of the Harvest PTA. 
If not currently a member, still submit the reimbursement form as indicated and we will subtract the membership dues from the reimbursement request and provide you with the necessary documents to fill out to become a member.  Upon submission of the membership forms to a PTA officer, you will not need to include a check as we will have your funds set aside and will submit them to the National and State PTSA organizations as appropriate.

Sales tax is non-reimbursable. 
We have a sales tax exemption number and it is expected that when purchasing items for PTA functions this number will be used to receive exemption from sales tax for your purchases. This number and form can be found in the file where the reimbursement forms are located (or on-line on the Harvest PTA website). These forms are located in the PTA tub, in the Treasurer’s folder, by the conference room in the office at Harvest. If you choose not to use the sales tax exemption, you will still not be reimbursed for sales tax paid on your purchases. 

Purchases must be for use in the classroom to benefit teachers/students or activity.
Gift cards and/or personal gifts (i.e. flowers, gift cards for shoes, spa treatments, etc.) are not permitted to be purchased with Harvest PTA funds. For PTA events, only amounts up-to the Board approved budget will be accepted (without prior Board approval) and the Board liaison should be aware of items prior to purchase when possible.  Copies should be made at the school and posters, if required, should be generic to be able to be re-used where possible.

Reimbursement Deadline:
[bookmark: _GoBack]Teacher Reimbursement requests must be provided on the attached form no later than March 3, 2017.  Teachers’ receipts must be dated by Feb. 24, 2017.


Please submit your receipts and reimbursement forms with appropriate detail so that we can ensure our continued compliance with the appropriate regulations.

We appreciate your attention to these matters. Your efforts will help us ensure that our PTA is well run and in compliance with all applicable rules of our association.

If you have any questions, contact your Harvest PTA Treasurer, Don Day, @ dday@dayconsortium.com .
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