DODGEN MIDDLE SCHOOL PTSA
PTSA PAYMENT PROCEDURES
2011-2012

There are two ways to submit payment requests:

1) REIMBURSEMENT: Purchase needed items with personal money.  Submit receipts and a REQUEST FOR CHECK form to receive reimbursement of those expenses. Reimbursement checks will be mailed to the address indicated on the form.  
2) DIRECT PAYMENT TO VENDOR: Submit a copy of a purchase order or invoice for direct payment to a vendor with a REQUEST FOR CHECK form.  The check will be mailed directly to the vendor unless specified otherwise.
Please securely staple all receipts/invoices to the form. 
Loose, dog-eared, and paper clipped documentation can easily get misplaced.   

All forms are available on the Dodgen PTSA website. www.dodgenptsa.org
Have your Oversight Officer and PTSA President sign the form.    Instructions are on the form.  The last person to sign the form will place it in the Treasurer’s mailbox.
All requests are reviewed and checks disbursed twice a month – on the 15TH and 30TH.    Requests should be in the PTSA mailbox five days prior to check issuance to ensure time for approval and processing.  If a check is needed prior to the 15th or 30th, please indicate the date the check is needed on the REQUEST FOR CHECK form and send an email to the Treasurer.  

Instructions for obtaining PETTY CASH 
The Georgia PTA guidelines for Petty Cash are as follows:

The event chairperson will secure the petty cash needed for cash boxes from the bank prior to the event.  The chairperson then turns in the receipt with a proper Check Request Form for reimbursement.
The following is for rare circumstances in which the cash is for a previously member approved budgeted line item and the petty cash procedure above is not possible.  
1) At least 5 days prior, the event chairperson should complete a REQUEST FOR CHECK form.  On the form, indicate that the check should be payable to the person obtaining the cash box cash. 

2) The form must include a specific amount.  
3) The purpose line on the form must specifically reference the event and why the cash is needed.
4) The event chairperson must sign the form and obtain the necessary signatures.  
5) Once the check is received from the Treasurer, the event chairperson will cash the check to obtain the Petty Cash needed.  












