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Wyngate PTA Check Request Form
Complete each space. Please attach receipts, invoices or other related documentation. Please use separate forms for check requests to separate payees and separate committees or events. 
Your Name: _________________________________________________Date: _____________________
Name of Committee/Event/Staff: _________________________________________________________
Description of Expense: _________________________________________________________________
Make Check Payable to: _________________________________________________________________
Check Amount: ___________________________
How would you like to receive your check?
______Have it mailed to me
 ______Pick it up from Mrs. Teicher in the front Office
[bookmark: _GoBack]______ Pick check up from the following PTA Board Board Member:__________________________________
Comments:





***********************************************************************************************
For Treasurer Use Only: 
Check Number: Check Date: Amount: ________________________
Authorized by: _____________________________________
Expense Category: __________________________________
Comments: 
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