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2010-2011 Hampstead PTSA Disbursement Procedures

Disbursement Request Process:

· Use only the current 2010-2011 Disbursement Request Form.

· Submit completed forms only. Incomplete forms will be returned for completion.

· A copy of the following information must be attached:

· For a specific item: current catalog page, shipping & handling/taxes page and any other associated fees.

· For an event: brochure, current cost of event, mileage and all other associated fees.

· Only the PTSA general membership can approve disbursement requests over $100. Therefore, requests must be submitted to the Principal no later than three weeks before the September, November, January, March or June PTSA General Membership Meetings.
Disbursement Approval Process:

· The Principal will review all Disbursement Request Forms before they are forwarded to the PTSA.

· The PTSA Executive Board will review all requests.

· Requests will be forwarded to the PTSA general membership for approval at the next General Membership Meeting.

· ALL requestors are strongly encouraged to attend the General Membership Meeting  (7pm in the HMS Library) to answer questions regarding their requests.

· Each requestor will receive a Disbursement Approval Letter from the PTSA following the General Membership Meeting.  This letter will indicate whether or not the disbursement was approved by the PTSA general membership.

· All approved disbursements will be pending the results of the Magazine Drive (Oct 2011) and/or other PTSA fundraisers. Purchases/Events will not be approved for spending until then unless stated otherwise in the Disbursement Approval Letter.
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· Each requestor will receive an Approval to Purchase Letter from the PTSA when the funds become available.  This letter initiates the right to purchase the item or confirm the event.  Do not make any purchases prior to receipt of this letter.

·  Purchasing Procedures – Merchandise
· Follow one of the following three purchasing procedures (in order of preference):

1. Order the product & have the company bill the Hampstead PTSA.  If needed, provide the PTSA President or Treasurer’s name and phone number for verification purposes.

2. Purchase the product personally & turn the receipt over to the PTSA for reimbursement. [Please note that this procedure works for small disbursements and/or those that are made through multiple, smaller purchases over a period of time.  It is not expected that staff members pay for more expensive items personally.]

3. Contact the PTSA President or Treasurer.  The PTSA will make other arrangements with the company to purchase the item.

· Purchasing Procedures – Events
· Obtain a contract for the event and forward it to the PTSA.  This contract:

· must be signed by the PTSA, and 
· must indicate the total cost of the event, the amount of the deposit and the date the balance is due.
· Contact the PTSA President or Treasurer with a reminder of the balance due at least 30 days before its due date.

· Disbursements must be completed. by  May 2011.  All receipts/invoices/contracts must be turned over to the PTSA by this deadline.
Please Note:
· Contact the PTSA prior to your order/purchase if:

· The item/event is in any way different than that which was approved

· The item/event will cost more than the amount which was approved

· To disburse funds, the PTSA requires an invoice, receipt or contract.

· PTSA checks must be made payable directly to the vendor or a staff member.  Checks cannot be made payable to either school.

· Invoices, receipts and contracts must be submitted to the PTSA in a timely fashion.  The PTSA requires 30 days to process checks.  Please contact the PTSA President or Treasurer if special consideration is needed.

· Whenever possible, please consolidate invoices and receipts to minimize the number of PTSA checks that need to be issued.
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