[bookmark: _GoBack]Request for Payment
This is not a reimbursement form- use this if you want PTO to pay for something you’ve ordered but have not paid for.
Attach invoice or bill

Today’s Date:  __________________
Total Amount requested to pay from PTO account: $__________________
Store/website providing items:_______________________________________________
Describe in detail item(s) you want PTO to pay for if no invoice or bill is available:




What line in the PTO budget should this money come out of?
__________________________________________________________________________


If part of Classroom Funds, which teacher(s) and grade(s) should it be drawn from:

_______________________________________________________________________



Other special instructions:
   





Submitted by: _________________________________________________________________



Date paid for:____________________________________________________

Date updated in Budget Actuals:______________________________________

Questions or Discrepancies? 
