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Reimbursement/Check Requests:
· Fill out HFS PARENT GUILD REIMBURSEMENT REQUEST/CHECK REQUEST form and attach receipts or other documentation.  Keep copies for future reference.

· Submit one (1) Reimbursement Request/Check Request form per person or vendor.

· Leave check request in the bin marked PG Treasurer in the work room in the school office.  E-mail or call PG Treasurer at least 5 business days before the check is needed.

· PG Treasurer or President will let you know when to expect the check. 
PLEASE NOTE:
· No reimbursements will be made without original supporting documentation.

· No reimbursements will be made for expenses that are over budget.

· All requests must be submitted within 60 days of the event or by June 30th of the school year in which the event occurred whichever comes first.
Deposits:

· Create a Deposit Tally Sheet on Excel which lists the name on the check, check number and amount of the check as well as totals the deposit.
· Verify that the checks are signed and are made out to Holy Family School - Parent Guild or just Holy Family School with Parent Guild in the memo. 

· Keep a copy of the Deposit Tally Sheet with your event’s records and include with your end of year event reports.  The PG Treasurer does not keep track of individual checks, only aggregate amounts deposited against budget line items.  Each PG Committee Member is responsible for tracking their area’s detail level income and expenses.
· Place all deposits in a sealed envelope and enclose the Deposit Tally Sheet.
· Call PG Treasurer to arrange a time to coordinate drop-off.  DO NOT leave cash or deposits in the PG Treasurer box in the school office.
· All funds should be turned into to the PG Treasurer within 3 weeks after the close of event.  DON’T WAIT!
Donation Requests: Contact the PG Treasurer and indicate which event the expenses were incurred for and that you would like to donate this amount to the school and a letter verifying the donation will be provided.  You will need to submit the original receipts.  
If you need ANY clarification on the above procedures,
please contact Chris Pedroza, 2010/2011 PG Treasurer.

Chris Pedroza
351 Country Club Drive

San Gabriel, CA 91775

626-451-0604

chrinny@sbcglobal.net
