Mason Prep PTO 

Request for Reimbursement and/or Advanced Payment


Amount of Check:  $
_________________
  Payable to:   ______________________________

Address:  ______________________________________________________________________

Note on Check:  ________________________________________________________________

(  Pay to me            (  Mail to me
           (  I’ll pick up at credenza

(  Pay to vendor
( Mail to vendor
( I’ll pick up at credenza for vendor

	Credit to Committee or Category

	(
	Beautification
	(
	Hospitality

	(
	       Flowers & landscaping
	(
	       Orientation

	(
	       Other
	(
	       Cleaning

	(
	Booster Club
	(
	       Quiz Bowl

	(
	Box Tops
	(
	       Math Night

	(
	Directory
	(
	Knights Say No

	(
	Family Fun Nights
	(
	       Red Ribbon Week

	(
	       Bingo
	(
	       T-Shirt Contest

	(
	       Other
	(
	       Other

	(
	Field Trips
	(
	Sports Banquet

	(
	Fundraising (Spring and Fall)
	(
	Grandparent’s Day

	(
	       Prizes
	(
	        Food

	(
	       Products
	(
	        Rentals

	(
	Gifts
	(
	Office Supplies

	(
	Goals and Evaluation (awards)
	(
	        Other

	(
	Grocery Stores
	(
	Teacher Appreciation/Enhancement

	(
	Homeroom Coordinator
	(
	         Lounge

	(
	        Field Day
	(
	         Teacher Appreciation

	(
	        Other
	(
	         Luncheons

	(
	Lunches
	(
	Midlands

	(
	Newsletter
	(
	Other:  


Description of Purchase: (please be specific:  _________________________________________

______________________________________________________________________________

Submitted by:         __________________________________________  Date:  _____________

                    


Print and Sign Name

Verified by:         ____________________________________________  Date:  _____________

                    


Print and Sign Name

Entered QB:         ____________________________________________  Date:  _____________

                    


Print and Sign Name  
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