            --Attach store receipts here--

ABBOTTS HILL ELEMENTARY

EXPENSE VOUCHER
Please complete this voucher for any authorized expenses incurred. Supporting receipts/invoices MUST be attached. Failure to attach receipts/invoices may result in purchaser having to incur expenses. Make copies to keep for binder records.
Check Payable to: 









Address: 







Contact and/or phone: 












Explanation of Expenses: 









Budget Area:















Total Expense: 












(detail on back or attachments)

Signature: 








 Date: 








 Check here to have payment mailed to address listed above




 Check here to have payment put in your PTA/School mail slot




 Check here to have payment sent home in your child’s folder



 Name: 




 Teacher/Grade: 




---------------------------------------------------------------------------------------------------------------------

NOTICE: Approval must be obtained on all purchases. Signature of a PTA President and sometimes, your Chairperson, (please check with chairperson-1st) is required before Treasurer will issue check.
Chairperson Authorization:________________________________ Date:_____________________

President’s Authorization: 






 Date: 





FOR TREASURER’S USE (do not write below this line)
---------------------------------------------------------------------------------------------------------------------
Treasurer’s Verification: 






 Date: 





Date Paid: 






Budget Category: 





Check #: 






Amount: 






QBO 


Notes: 











                                                                                                                                                                  Revised 7/7/14- PJG

