Request for PTC Funds Guidelines and Form
Howenstine's Parent-Teacher Committee (PTC) serves as a liaison among the parents, administration and teachers with one common goal in mind:  To provide our students with the best educational experience possible. Through fundraising activities, PTC is able to financially support this goal and encourage the ongoing success of Howenstine.  This means that faculty and staff may request funds raised by the school community for PTC as it relates to PTC’s goal and in accordance with the guidelines outlined below.

1. Request funds in writing prior to the monthly PTC meeting.

a. Meeting dates are posted on the website.

b. The request for funds form is posted on our website and can be downloaded.  You may complete this form by hand and put in workroom mailbox or email electronically to Joslyn Withers, Community Rep. 

c. Once your request has been reviewed at the monthly meeting, you will be notified the following day whether or not it is approved.  If approved, you will need to submit a receipt to be reimbursed.  If you wish to have the money in advance, there is a 3-5 day wait period before you are issued a check and a receipt must be submitted to PTC the day after the purchase.

#2 and #3 below have been established for emergency situations only.  We encourage everyone to try and plan in advance, but recognize exceptions may occur when advanced planning is not permissible or there is an unforeseen circumstance.
2. In the event funds are needed before the next meeting is scheduled, email this form to Joslyn Withers and she will email it to PTC members for review.  PTC prefers not to make decisions in this manner as it does not allow for committee discussion.  You will be notified via email within 2-3 days if approved or not.
3. When a purchase is made without prior approval and a there is a request for reimbursement, a request form needs to be completed and must include a statement to explain why this purchase was made without prior approval.  At the next PTC meeting, the committee will review the request and decide if the expenditure was warranted and whether or not the individual will be reimbursed.  PTC strongly discourages individuals from submitting an after the fact request, but understands that extenuating circumstances may arise. 

Name: _____________________________________________  Amount Requested: ________       
Today’s Date: _________________ 
Date Needed: __________________
Number of Students Benefiting: __________
Purpose of Event: 
PTC Approval (circle one):  Yes     No        Date: _________________   

Committee Representative Signature: ______________________________________________
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Received Cash (initials) _____________			Date: _______________





Receipt Returned (circle one):  Yes    No			Date: _______________





Payment Made (circle one): Yes      No	Method (circle one): Cash     Check











