



HUNTERS CREEK ELEMENTARY PTA





CHECK REQUEST





Date: _________________





Committee Name: ____________________________________________________





Your Name: _________________________________________________________





Your Phone Number: __________________________________________________





Check is to be made out to: _____________________________________________





	  	         Address: _____________________________________________





			 	   _____________________________________________





		   		   _____________________________________________





Amount: ____________________________________________________________





Reason for Check: ____________________________________________________





Your Signature: _____________________________________  





Committee Chair Signature: ___________________________





	*All receipts and invoices must be attached to this request form.  No checks will be issued without the attachments and no cash payments will be made.  If a receipt does not list what was purchased, please either annotate the receipt or attach a separate sheet listing the items.


 


	*Place your completed “CHECK REQUEST” form in the mail cubbyhole marked “PTA Fundraising Treasurer” in the office, for further processing.  The appropriate treasurer will mail the check directly to the payee of the check, unless requested to do otherwise on the “CHECK REQUEST” form.  Please allow a minimum one-week turnaround for getting the check printed and signed by the required two parties.





	*Remember, we do not reimburse for sales tax.  Hunters Creek PTA is a non-profit 501(c)(3) educational and charitable organization.  Our Texas Sales Tax Permit number is 3-00070-4829-8.  Exemption certificates are available in the treasurer’s mail slot in the office.


KATHERINE DUKES, PTA GENERAL TREASURER            (713) 468-1685


LIZ SWAN, PTA FUNDRAISING TREASURER              (713) 688-0783





For Office Use Only





Check #: ________________


Date: ___________________


Amount: ________________


Account: ________________








