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2012-13 CHECK REQUEST Form
· Only use this form if you want the PTA to pay a supplier/vendor DIRECTLY.
· Remember that the PTA is exempt from sales tax!  To be exempt, the PTA must pay the vendor directly (not reimburse a PTA member).
· If applicable, attach any accompanying paperwork/invoices.
· Please complete all required (*) sections.

· Leave form in the PTA Treasurer Envelope (PTA basket) in the school office.

CHECK ON OPTION BELOW:

____  DELIVER CHECK TO LONG BRANCH FOR PICK UP  ______  MAIL CHECK TO PAYEE

Make check payable to*
________________________________________
Address*


________________________________________





________________________________________

Date of Request*

________________________________________

Person Requesting*

________________________________________

Payment total ($)

________________________________________

Description of Event and/or Expenditures*

_______________________________________________________________________________

_______________________________________________________________________________

____________________________________________________________

Your Signature*
*****FOR TREASURE USE ONLY BELOW*****

SIGNATURE of the PTA President is required BEFORE Treasurer will issue a payment.  Typical turn around time is within one (1) week.
_____________________________________________________________

Signature Long Branch PTA President
Questions?  Please contact the PTA Treasurer:

Terri Stewart,

2912 2nd Street N.
703.906.7027 (cell)/Treasurer@LBPTA.org










