LPE PTO, Inc. Funding Request Form

 (All requests must be Reviewed & Approved prior to purchase)

Note:  Use this form if the purchase is >$50 and has not been included in a previous Plan of Work or Funding Request for the current budget year (July 2011 – June 2012).

Date:



      





Funding Request#:_______





     





 (Assigned by PTO Treasurer)


Name:



    Email (required):


       Department/Grade Level: _______________                         

1.  If connected with an event or project, please name:  

_______________________________________________________

2.  Is this request part of a contract (if so, attach copy of contract)?  Yes (contract copy attached)  ____   No   ____

3.  PTO line item if known:  ___________________________________________

4.  Estimated purchase detail (must be provided for funding requests over $50.00)

	Item
	Quantity
	Cost/Item
	Total Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Grand Total
	


If additional space is needed, please attach a separate sheet.  Cost should include shipping.  Please remember we are a 501 (c) 3 and therefore can not refund tax – use the Texas Sales and Use Tax Exemption Certificate.

5.  What is the lifespan of item?  ______________________________________________

6.  If not immediately consumable, where will it be located/stored? _____________________________________________

7.  Are school/other funds available for this item (if yes, from what source)? _____ __________________________________________

8. Please explain how students benefit from this purchase and how many students will be aided by this purchase (e.g. grade level)?

__________________________________________________________________________________________________

Would you characterize this item as (please check all that apply):

[   ] educational/academic

   [   ] educational/non-academic
            [   ] other                              

Reviewed by Principal or Board Chair:



Date Received:

Approved by PTO Board:





Date:

Approved at General Meeting (if >$500)



Date:

Treasurer:








How Does My Request Get Funded?

1. Use this form if the purchase is greater than $50 and has not been included in a previous Plan of Work or Funding Request for the current budget year.  Fill out the PTO Funding Request Form (on other side), and submit it directly to the School Secretary (if a teacher) or board member (if a PTO chair or parent) for review.  Please note: All board members should submit their own request forms directly to the PTO Treasurer.  All requests must have supporting details.  Forms may be downloaded under the Treasurer section of the PTO website at www.lakepointepto.org .  
2. Once it has been reviewed, the request will go to the PTO Treasurer, who assigns a number to the request, and brings it to the PTO Board for review and approval, ensuring that it complies with PTO spending guidelines below.    See below for PTO Board Meeting dates for the current budget year.  ALL funding requests for the year must be submitted before the April 2012 board meeting.  

3. All requestors will be notified within one week of PTO Board meeting date, via email, by the PTO Treasurer of the status of their request.  Following approval, the purchase may be made. Please attach your vendor invoice or receipt to a Check Request form (found on the Treasurer section of the PTO website) and submit within 30 days to the Treasurer. (Treasurer’s mailbox located in black stackable in PTO Volunteer Room.)

4. The community wants to know what PTO does with its funds, so we will publicize (by grade level or department) how PTO dollars are going to work for LPE. This publicity will appear in the LPE PTO Newsletter and on the PTO website.

How Does PTO Board Membership Determine Whether to Fund a Requested Item?

In order to ensure that PTO funds are allocated thoughtfully, we require expenditures to fit within or further the PTO’s stated mission components and organizational goals. To be considered appropriate for PTO funding, a requested item or service must enhance a students’ educational experience.

1) Educational enhancement: PTO views “education” as encompassing the students’ intellectual, emotional, social and physical development. Purchases that further any of these areas will be considered appropriate for PTO funding.  

2) Who benefits from the requested purchase: In general, PTO seeks to impact as many LPE students, families and faculty as possible. As such, an individual purchase must benefit directly or indirectly an LPE student group. PTO recognizes that individual purchases may be intended for differently-sized groups.  (Purchases may range from the whole school to a smaller sub-set of students.)

If you have any questions about your proposed purchase or the guidelines above, please contact the PTO President(s) or Treasurer.  Their contact information can be found on the PTO website at www.lakepointepto.org.

For a complete list of all Board and General Meeting dates please see our website – www.lakepointepto.org.
