O’Rourke Middle School PTA

CHECK REQUEST

This form must be completed each time a PTA representative requests a check from the Treasurer.

** Attach all receipts to the back of the CHECK REQUEST.**

Date of request




______________________________

Name of person requesting check


______________________________

PTA money is needed for



______________________________

Money requested from what budget category
______________________________

Make check payable to



______________________________

Item Analysis

	Item
	Purpose of Expenditure
	Dollar Amount

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$

	
	
	$


Total

TOTAL AMOUNT REQUESTED

$ ________________________

	Treasurer’s Notes

Receipts received: ______ Yes    ______ No

Date paid: __________    Check number: __________    Amount: __________

Treasurer’s initials ______________      President Approval: ____________________




