
Proctor School PTA   ∙ 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Proctor School PTA 
Payment Authorization Form for Proctor Staff 

 
 

Today’s Date:     

Staff Member requesting check:     _____       
Print name.  Add signature if check not payable to self. 

Make check payable to:              
   

Account to Charge:   
 Classroom expenses (complete form on back)    $(enter amounts on back) 

 Field Trip Fund (list names below of all teachers participating)  

$    
_________________________________________________________________ 

 Other (please specify):       $    

Description of Disbursement:            

                

                

                

Special Instructions/Comments:             

                

                
 

 

Original receipts must accompany check request form. 
Expenses should be dated July 1, 2009 through February 22, 2010 and requests submitted by March 1, 2010.   

Expenses from February 23 through June 17 are subject to restrictions.  
Refer to “PTA Financial Information and Policy for Proctor Staff” online or in the school office. 

 

Approved By: 
 
                
 President’s Signature                 Date  Secretary/Financial Secretary’s Signature  Date 
 

For PTA Treasurer’s use:  
□Membership approved activity      □Executive Board approved activity  □Funds released by membership  
 

Budget Category: Budgeted Amount:          Amount Requested:     Amount Paid:          Check #:             Date Paid: 
  
               ____                        ________                

       



Classroom Expense Detail Sheet  

You may list receipts either by Date & Merchant or by adding your own numbers to the receipts.  Include description if 
receipts are not clear.  Use as many lines as you need for sufficient explanation. 

a) student individual supplies (the quantity should match your class size),  
b) items available to all students (books, magazines, hand sanitizer, games, balls for recess, pencil 

sharpener, carpet),  
c) appropriate decorations  (enriching the academic experience; promoting emotional, mental or 

social development; borders to highlight student work; or otherwise relating to the Proctor 
School mission or vision statements),  

d) items of teaching aids (dry erase markers/erasers,  flashcards, videos related to academic 
content, label maker, file cabinet),  

e) supplies for class projects (individual or joint),  
f) student awards/incentives (unit price must be small & distribution must be determined by 

merit, not chance),  
g) supplies for Open House (to showcase student work to visitors) 
h) other (must have pre‐approval by PTA secretary or president) 

 
          Receipt #        Type of                   Amount  Description (needed if receipt is unclear) 
(or Date & Merchant )    expense (a-h)            {For (c) describe applicability.  For (e) list name & date of project.} 
    

    

    

    

    

    

    

    

    

    

    

  


