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Bowne Munro PTA

Guidelines for Accounting for Income & Expenses for Committee Chair(s)
Reimbursement of expenses

Please complete a Request for Check Reimbursement Form and attach original receipts.  Every effort will be made to disburse checks within one week from the date the form is received.  

When making purchases on behalf of the PTA, please be sure to make use of our tax exempt status.  Please see me or call me if you need a copy of our Exempt Organization Certificate (FORM ST-5) prior to making your purchases.  

Collecting Income

When submitting funds collected to the treasurer, a “Cash Collected Form” should be returned with the money.  Please group all denominations together and tally the amounts on the appropriate lines.  Please group all checks by the same amounts also.  If additional forms are needed, they can be attached.  All committee chairs should sign the form.  Once the amounts are reconciled by the treasurer, a copy will be returned to the chairs as a receipt.  

Please feel free to contact me at 732-856-2828 with any questions.

Thank-you for complying with these guidelines

Nikki Johnson, Treasurer
Website: teacherweb.com/NJ/Bowne-MunroSchool/PTA

Email: bownepta@yahoo.com

