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Distribution of PTO Funds

(Reimbursements & Check Requests)

Rules & Policies

· A general meeting of the organization will be held by the end of September to approve the budget for the fiscal year. 

· Money raised by this organization shall be spent as specified in the approved budget. Any additional expenditure must be approved by a majority vote the Executive Board. 

· This PTO shall not be liable for any non-budgeted monetary expenditure of $100 or more without submission of such expenditures to the Executive Board for approval. 

· The PTO shall not be liable for any non-budgeted monetary expenditures of less than $100 without prior approval of the PTO President and two additional Executive Board Members. 

· PTO Board Members have the obligation to be conservative in the use of PTO funds and to report to the Board at monthly meeting regarding to the intended use of any budgeted funds.

· In order for PTO funds to be disbursed (for a reimbursement or to initiate a payment to an external company) a “Reimbursement Request” or “Check Request” must be completed. 

· All forms must be signed by at least two (2) Executive Board members and submitted with receipts or appropriate order paperwork. 

· All reimbursement requests must be submitted within 60 days of the expense. 

· Any commitment of funds that does not follow these policies is the personal responsibility of the initiator.


