GRAD NIGHT 2010
INSTRUCTIONS FOR CHECK REQUESTS
1. All expenditures must be authorized in advance by appropriate steering or executive committee chairperson.

2. Expenditures cannot exceed budgeted amount for that line item---Grad Night Treasurer will update committee chairs at monthly meetings on what is available to be spent.

3. Keep all receipts.  No receipt, no reimbursement.

4. The Check Request form must be used for all requests for payments or reimbursements.  [Form is available electronically from Lyn Schuppert or in PTSA box in the SRVHS Career Center in the folder marked Grad Night Treasurer.]

5. Instructions for filling out the Check Request form:

· Provide detailed explanation of the item(s) requiring payment and list dollar breakdown and areas to be charged in designated budget-line-item section.

· Attach original receipts.
· Executive/Steering Committee chairperson must verify the expense and sign where indicated.
· If vendors involved, attached contract, Hold Harmless Agreement, and Insurance Certificate (see separate instructions).
· Submit Check Request with attached receipts and documentation to Lyn Schuppert by mail (685 Glasgow Circle, Danville 94526), dropping it off at Lyn’s house, or putting it in the “Grad Night Treasurer” PTSA folder at SRVHS.

· Lyn will review and approve the requests and contracts and submit them to the PTSA Treasurer who issues the checks.

6. Deadlines (checks are issued once a month by the PTSA Treasurer and mailed/delivered to payees after approval at the PTSA meetings, which take place the first Thursday of each month):

· Check requests are due to Lyn Schuppert by 3:00pm on the Tuesday before the monthly PTSA meeting.  These due dates are Nov. 2, Jan. 5, Feb. 2, Mar. 2, Mar. 30, May 4, Jun. 1 and lastly, Jun. 25.  
· Earlier is better!  Please get your check requests in as soon as the expense is incurred or immediately upon receipt of a vendor’s invoice to maximize utilization of our Grad Night Funds.
QUESTIONS?  Contact Lyn Schuppert at LynDShoop@aol.com, 
   home phone 837-7177 or cell 451-1564.
