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Reimbursements/Check Requests
Check Requests may be completed for a reimbursement or for payment to a vendor for a future expense.  All requests must be accompanied by either a receipt or an invoice.  Sales tax is never reimbursed.  If necessary, obtain a copy of the tax exempt letter and certificate of exemption for presentation at purchase.  All forms can be obtained from the hanging folders next to the PTA mailboxes.
· After completing the Check Request/Reimbursement form, obtain a committee chair signature (if applicable) and attach all receipts.
· Payment cannot be processed without receipts, a vendor invoice, or a written quote.
· Put completed form with attached support in the PTA Treasurer’s mailbox.  Checks will be cut and released within five business days unless otherwise indicated.

Deposits
Depositing money collected during an event is the responsibility of the event committee.  A designated PTA officer must be present during cash counting at large events.  Money should always be deposited on the same day as the event and should never be taken home to be counted/deposited.  Night deposit bags are available above the PTA Treasurer’s mailbox for use during events which take place after Wells Fargo business hours.
· Obtain an Itemized Receipt form. 
· Two persons must count the funds in each other’s presence and sign the Itemized Receipt form (a PTA officer must also be present at the cash counting for larger BW functions).
· All checks must be photocopied and attached to the form.
· Checks must be stamped with the BW PTA endorsement stamp (located in the Treasurer’s mailbox).
· Deposits must be taken to the Wells Fargo branch at 35th and Kerby Lane. If it is a nighttime event, put the deposit in a zippered bank bag and take to the night deposit located in the drive through at the branch.
· The bag(s) and deposit receipt(s) must be picked up the next day.  Attach receipt and check copies to the Itemized Receipt form and put in the Treasurer’s mailbox.
If you have any questions, please feel free to contact Aubrey Word at 496-4512 or aubreyword@gmail.com.

