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PROCEDURES FOR HARRISON MIDDLE SCHOOL PTSA DEPOSITS/EXPENSES
EXPENSES

· Complete a Request for Check form for each reimbursement request.

· the form is on the website bwschools.net-PTA link

· I will have the form at meetings

· receipt(s) MUST be included with all requests

· Turn the form and receipt(s) into the PTSA mailbox in the school office, to me at a meeting, or contact me at jjssmg@comcast.net or 412-613-9612 to make arrangements

· include mailing/delivery instructions if the form is left in the mailbox

DEPOSITS

· Complete a Deposit Form

· separate coins in baggies, envelopes, or coin rolls

· the form is on the website 

· I will have the form at meetings

· If possible, attach a tape listing all checks

· Deposits involving cash must be verified by the chairman and one other PTSA member and the deposit form should be signed by both parties if I am not present at the event

· If I am not at the event to accept the deposit, contact me within 48 hours at 412-613-9612 or jjssmg@comcast.net.  Ongoing committees, like membership and spiritwear, should use their best judgment as to when a deposit form should be completed

CASH ADVANCE

· Complete a Request for Check form, explain the reason for the advance funds request, and sign the form

Janet George
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