
Updated 8/2022 

KBC-PTO CHECK REQUEST FORM 

Please complete this form and place in the PTO Treasurer’s Box to be paid.  You may send an 
email ATTN: Treasurer at kbcptotreasurer@gmail.com to let us know it is there, however our 
intention is to pay requests out on a weekly basis or sooner if possible. NEW this year: Fill out 
the digital reimbursement form and attach your receipt directly with the request (link available 
on website): https://www.kbcpto.org/helpful-links  
 

(Multiple receipts may be on one request form if they are for the same person and the same event/committee) 
 

Reimbursement or Payment of Invoice: A COPY of your receipts MUST Be Attached 
 
______________________________________________________ _______________________________________ 
Name of Person Submitting Request    Email 
 
______________________________________________________ _______________________________________ 
Committee or Grade Level Category    Date 
 
______________________________________________________ _______________________________________ 
Make Check Payable to      Invoice # (If Applicable)  
 
$_____________________________________________________       $_______________________________________ 
Amount Requested                             How much is your committee’s budget? 
 
$_____________________________________________________ _______________________________________ 
What is your remaining budget after submitting this expense?       Receipt(s) Attached (Y/N) 
 
__________________________________________________________________________________________________
Purpose of Expense/Brief Description of Expense 
 
Is this a budgeted or approved expenditure?  Yes, it’s budgeted/approved \. No 
 

 

Instructions for Check Payment 
 
 Send Check Home with Child: ____________________________________________________________ 
        Name/Teacher/Grade 
 
 Mail Check to: _____________________________________________________________________________ 
       Address/City/State/Zip Code 
 
 OTHER: ___________________________________________________________________________________ 
 
Please Note: Tax will not be reimbursed.  Tax exempt letters can be requested by emailing the PTO 
Treasurer at kbcptotreasurer@gmail.com  

Treasurer’s Use 
 

_____________________________ _____________________________________ $__________________________ 
Disbursement Date   Check #     Amount 
 
______________________________________________________________________ 
Other Notes 


