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Friends of Robert Eagle Staff
Middle School PTSA
Check Request

Instructions:
1. Please complete this form and attach receipts or paid invoices.
2. Email copies of the request form and invoices to 
treasurer@eaglestaffptsa.org AND president@eaglestaffptsa.org
3. Approved requests are typically reimbursed within 21 days of receipt of completed request.
Details: Check reimbursements must be done at minimum every 21 days. All paperwork should be looked over and either approved or the treasurer should request clarification, correction or additional information from reimbursement requestor within 10 business days, unless there is a break from school lasting 5 or more business days. If possible, a reimbursement schedule should be formed at the beginning of the year (i.e. reimbursements will be done the 1st and 15th of every month except where a month has more than a week off from school on break and then must still be within 21 days from the previous reimbursement/check cut).
4. Staff reimbursements should be requested no later than May 31st or by special approval by the treasurer. Any requests for reimbursement not submitted prior to June 15th with special approval by the treasurer or executive board will be considered a donation to the general fund of this PTSA. 
Request date: 
Requester’s name: 
Faculty or PTSA position/committee: 
Requester’s email: 
Make check payable to: 
Mailing address to send check to (or indicate if you’d like to pick up from school):
Requested amount: 
Reason for reimbursement (event, activity, committee). If multiple receipts, list
amounts and activities for each: 
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