Allendale PTO

Expense Reimbursement Form 
EXPENSE REIMBURSEMENT PROCEDURE:

· Completely fill out this form

· Attach all receipts and supporting documents

· Obtain Committee Chair signature if necessary.  All expenses 

over $200 require the signature of the Committee Chair.
Submit completed form with receipts in “PTO Treasurer” envelopes in either school’s main office or give to Bridget Adler:  22 Bonnie Way Allendale NJ 07401 brbrennan@gmail.com
SUBMITTED BY: ______________________________  DATE: _________________
COMMITTEE: _________________________________________________________

EVENT: ______________________________________________________________



ITEMS: ______________________________________________________________
____________________________________________________________________

TOTAL EXPENSES ATTACHED: ___________________________________________

MAKE CHECK PAYABLE TO: _______________________________________________

MAIL CHECK TO (ADDRESS): _____________________________________________

____________________________________________________________________
SIGNATURE OF COMMITTEE CHAIR (if required): ____________________________
COMMENTS:
FOR TREASURER’S USE ONLY:
        DATE OF CHECK: ______________
  AMOUNT OF CHECK: ______________
                    CHECK #: ______________
