The World Schools PTO Reimbursement Request


Name:________________________________________________________

Telephone Number:____________________________________________

Email Address:________________________________________________

Activity for Reimbursement:_____________________________________

_____________________________________________________________

Total Amount requested:________________________________________

Instructions:

1. Complete the above form 

2. Collect all receipts and circle the item(s) that were purchased on behalf of the PTO.

3. Staple all receipts to this page and put in an envelope, or scan receipts and attach to your reimbursement request email.

4. Place envelope in the PTO mailbox located to the left of the main entrance on the bottom shelf.  The envelope should be addressed to Eileen Bull, and you may want to follow up with Eileen via email at Eileen.E.Bull@faa.gov and let her know when you submitted the receipts so she can reimburse you in a timely manner.

OR

5. If you prefer you may scan your receipts and email your reimbursement request right to Eileen Bull at Eileen.E.Bull@faa.gov
6. If you have any questions, please contact Eileen Bull:  9am to 5 pm (603) 876 6072 and after 5 pm (603) 888 4344, or Eileen.E.Bull@faa.gov
