$$$ Reimbursement Info---A chance to get money back & support for your class! $$$ 
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Dear Sligo Creek Elementary School Teachers and Staff,			Fall 2011

The purpose of this letter is to provide guidance on how to receive reimbursement for some of your classroom related expenditures – books, displays, instructional materials, incentives, or any teaching supplies that you have purchased for your classroom.  The PTA has budgeted $75 for part-time para-educator staff; $100 for part-time specials teachers; $150 for classroom teachers, and $200 for full-time specials teachers.  Specials are defined as:  Principal, Asst. Principal, Art, Music (includes instrumental and vocal), Physical Education, Media, FI Coordinator, Reading, Math and other Initiative & Intervention teachers, Guidance Counselor, Special Education Resource and Special Needs  Teachers (includes OT, speech, and ESOL).

We ask that requests for reimbursement are submitted by June 1, 2012, but the sooner, the better. We may not be able to consider requests for reimbursement after June 1.
 
1) Please save your receipts and identify relevant purchases (either by circling the appropriate items, or crossing out extraneous ones – whichever is easiest to read).  For auditing purposes, we must have original receipts (for online purchases, print outs are appropriate). 

2) Fill out reverse side -- “Request for Payment” form – please be sure to identify the expenditures and total them on this form. We cannot total them for you. Although our budget will only allow reimbursing you for the amounts noted above, you may certainly indicate if you have spent over that amount. 

3) Place the form and receipts in an envelope marked “Attention: Andrea Savoye – Academic Support/Teacher reimbursement” and put it in the PTA Academic Support Committee mailbox (with the other PTA mailboxes) -- we will endeavor to reimburse funds as quickly as possible.  

In the past, some teachers have asked to pool resources for a combined project which involves a larger expenditure (e.g., printing a workbook created by the 5th grade team).  This is fine -- please contact us to let us know that is what you plan to do.  Fill out one form, identify the teachers covered on that form, and identify to whom the reimbursement check should be made out. Again, be sure to submit your receipt(s) for the expenditure.

Please do not hesitate to contact us if you have any questions about reimbursements -- email is the best way to reach us:  andrea.savoye@earthlink.net or melissamilkie@gmail.com.

Thanks for your hard work on behalf of our kids’ education.  We appreciate all that you do!

Andrea Savoye and Melissa Milkie, co-chairs of the PTA Academic Support Committee.  

Request for Payment: Teacher / Staff Reimbursement
Sligo Creek Elementary School PTA
**Original receipts MUST be attached** 

Budget -- $75 for part-time paraeducators; $100 for part-time specials teachers; $150 for classroom teachers and $200 for specials teachers.

Please make check payable to: __________________________________

Amount: $___________ (see maximum $ limit above)

Purpose:  __________________________________

Itemization of Expenses (Please circle relevant items on receipts): 

	Merchant
	Date
	Receipt
Total
	Description

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
TOTAL 
	
	
	




Check Requested By:  ____________________________________________ 
Position Title (classroom teacher, part-time paraeducator, etc.)
________________________________________________________________
Signature:    _____________________________________Date:  __________

Instructions for disbursal (please check one):

___ Mail (Address: ________________________________________________ ) 
___ Teacher Mailbox 
___ Other ( ______________________________________________________)
 
******************************************************************************************** 
PTA Treasurer’s Use 

Paid by Check No.: ________________ Date: ______________ 
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