Jeffery Parent Teacher Organization (JPTO)

Purchase/Field Trip Request Form

(Form to be submitted for review one week before the JPTO meeting.)

Applicant Name: _______________________________


Date Submitted: _________________
Phone: _______________________

Email: ______________________________
Grade Level/Department: __________________________

Date Needed: _____________________

How will this purchase/project/material benefit your curriculum/department?

_________________________________________________________________________________________

Briefly describe your reason for request:
____________________________________________________________________________________
____________________________________________________________________________________

Check to be made payable to: _________________________________________________________
Amount $: ___________________
Address of payee (if no estimate/quote is attached):
____________________________________________________________________________________

For JPTO Officer’s Use Only

Included in annual budget  (  
 and 
Approved at meeting (date _____________)

Approved by (JPTO Officer) ________________________________
Date ______________

Approved by (JPTO Officer) ________________________________
Date ______________


For JPTO Treasurer’s Use Only

Category ______________     Check # ____________     Dated ____________     Logged By _____________
Jeffery Parent Teacher Organization (JPTO) Approved Purchase Process 

JPTO purchase requests are made by teachers/administrators by filling out the JPTO purchase/field trip request form.  Form is to be submitted one week before the scheduled JPTO meeting for review and to have any questions answered before the JPTO meeting.  Once a form is received and reviewed, it is voted on at the next JPTO meeting and either approved or denied.

Below are the processes the JPTO will use to make approved purchases and reimbursements.  There are 2 types of approved purchases:

1. PTO approved purchase where PTO places order

2. PTO approved purchase for reimbursement where PTO does not place order

Below are the details specific to each purchase process.

JPTO approved purchase - JPTO places order

Teachers/Administrators get approval for purchasing specific items by making a request to the JPTO via the JPTO purchase/field trip request form (all ordering information details are available at this time).  Once request is approved and the JPTO has all the order information necessary, the JPTO places the order paying by check.  If the order cannot be made using a check, then the JPTO will not be able to place the order directly and the requester will need to do that and then put in for a reimbursement check

JPTO approved purchase for reimbursement - JPTO does not place order

Teachers/Administrators get approval for reimbursement of specific items by making a request to the JPTO via the JPTO purchase/field trip request form.  Teachers/Administrators purchase the items and submit the receipt and a copy of the approved JPTO purchase/field trip request form to the JPTO treasurer for reimbursement.

All Purchases and Purchase Requests

All submissions for reimbursements/POs/CODs must be accompanied by a form which indicates who is making the purchase and what their role in the school is and the area the purchase is being made for.  This form must be sent even for approved purchases so the JPTO can track the money it is spending and ensure we do not spend more than is allocated. 
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