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1) Complete Check Request Form (included on PTA website)
a) Please fully complete the Check Request Form.  Forms with missing information will be returned and will delay payment of funds.  
b) Complete date, name of person requesting the funds, a phone number and importantly, include the name of the event or activity - this will determine what event the amount is charged to in the financial records.

c) Include name of person check is to be paid to.

d) Check the box that indicates how you want the check to be delivered. 
e) Complete the items/services purchased.  Include a detailed description of the purchases, and the event i.e. (who, what, where, when and why).  Complete the amounts and total.  The amount should correspond directly to an attached receipt or invoice.  

f) Attach all invoices and receipts.  Please note that purchases for the PTA will NOT be reimbursed without proper invoices and receipts.  The PTA is audited and must produce proper documentation to prove all purchases.

g) Sign the form, acknowledging that the funds requested are for the “PURPOSE OF PTA BUSINESS”.
h) Keep a copy of your check request form and your receipts for your records.

2) Drop Off Completed Check Request Forms at Hunters Woods School office in the Treasurer’s PTA Mailbox - 
a) Normal processing time for checks is one to two weeks.

b) Let the Treasurer know you have dropped off a request. Send an e-mail to treasurer@hwpta.org to let the treasurer know you are making a check request and that your form is waiting at the school.
c) Please note that all lost checks are subject to a stop payment fee.
d) Please also note that checks become “STALE DATED” and will no longer be accepted by the bank after 180 days.
e) For any questions or concerns relating to the check request procedures, please contact the Treasurer at treasurer@hwpta.org
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