GEORGE M STEINBRENNER HIGH SCHOOL PTSA
5575 LUTZ LAKE FERN ROAD – LUTZ, FL 33558 – 792-5131
REIMBURSEMENT REQUEST

Request By: ________________________    	            Payable To:___________________________
Date: _____________________________
Phone: _____________________________	                Payee Address: _____________________________
							                               _____________________________
Purpose: ____________________________                                           _____________________________                         	  

Item(s)/Description
__________________________________________			$_______________________
__________________________________________ 			$_______________________
__________________________________________			$_______________________
__________________________________________			$_______________________
                                                                                           BALANCE DUE $_______________________
ALL RECEIPT(S) AND/OR INVOICE(S) MUST BE ATTACHED

Approved By Committee Chairperson: ___________________________________________
Approved By President: ______________________________________________________

Treasurer’s Use:
Budget Category_____________________________		Check #:_______________________________
Date Paid___________________________________		 Recorded By___________________________

Complete the information above and obtain the committee chairperson’s signature before submitting your request.  A check will be mailed or given to you per your request.  Sales tax must be paid when items will be sold by the PTSA, such as T-shirts, book covers, etc. A copy of the sales tax exemption number is in the treasurer’s folder.  All requests for reimbursement must be submitted with receipts to the treasurer by the last day of school.  The treasurer cannot write checks for the current year after June 30th, therefore no reimbursements may be processed for the previous year’s expenses.  Please feel free to contact the  PTSA Treasurer, GSHSPTSAtreasurer@gmail.com  if you have any questions.

