
EK PTO 
Reimbursement Request Instructions: 

 
To submit a reimbursement request, please send an email to 
ekpto.ofallon@gmail.com with the following information: 
 

-​ Your full name 
-​ The total amount 
-​ Description or purpose of expense 
-​ How to pick up your check (from the front office, PTO meeting, send 

home with a student (include the name), or meet with the treasurer) 
 
Please also include pictures of your receipts to verify purchases.  
 
Thank you! 
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