Loomis Basin Charter School PTC 

Cash Disbursement Request 
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Procedure:  Please complete form and  return to Tammy.  Please attach all ORIGINAL receipts, with items purchased for PTC circled and totaled at the top of the receipt including applicable tax.    

Please keep a copy of the request and all receipts for your records.  If you have questions, please contact Gayle Streng at 916.390.0715 or gmstreng@gmail.com

Date Requested:
___________________​​​​​​​​​​​​​​​​​​​_____________

Purpose for Expense: 
______________________________________


Amount:

$_______________________________

Payee:


________________________________


Requested By:

________________________________

Email address:

________________________________

Please mail check to (address):​​​​​​​​​​​​​​​​​​-_________________________________________________________

Please drop my check at the office for pick-up  _______  (Treasurer will email you when it is ready)


Approved By:
___________________________
Date: _________________


___________________________
Date: _________________


Committee Chair Person



Teacher if classroom reimbursement



Approved by Board Minutes attached
 



disbursement request.doc


Revised: 10/06/08


[image: image1]