
PTO Payment Procedures for Teacher Requests 

 
The following procedures complete a paper trail for each PTO purchase request. If you have 
questions or need to make special arrangements, please call or email us.  

1. Complete a PTO request form (found in the mailroom at JMS) and submit it via email 
to JeffersonMiddleSchoolPTO@gmail.com or place a paper copy in the PTO mailbox. 
Requests will be picked up prior to the next PTO meeting. At the meeting, each request 
will be discussed and voted on. You are welcome to attend the PTO meeting to speak 
briefly (5 minutes maximum) on behalf of your request. You should receive an email 
within 24 hours of the meeting informing you of the PTO’s decision.  
 

2. After receiving approval from the PTO, you will follow one of these next steps:  
 
a. Purchase the item(s) and submit a receipt to the PTO for reimbursement. You 

may email the receipt to JeffersonMiddleSchoolPTO@gmail.com or place a paper 
copy in the PTO mailbox. You should receive your reimbursement within one week. 
If you need a tax-exempt number or form, they are available from Ms. Sample or 
Jessica Steed, the PTO treasurer.  Or, … 
 

b. Request that funds be deposited into your account with Ms. Story. If Ms. Story 
has an account for you, reply to the PTO approval email requesting that funds be 
deposited into your JMS account. The money will be deposited within a week, and 
you will work with Ms. Story on submitting required purchase orders. If you use this 
method, you will follow the established JMS procedures and will not submit a receipt 
to the PTO. The library staff, guidance counselors, and others with accounts 
frequently use this method. Or, … 
 

c. Request a check for the exact amount made payable to the vendor. If you do not 
have an established account with Ms. Story, and the purchase is larger than you are 
comfortable advancing personally, you may request that the PTO provide you with a 
check for the exact amount of the purchase made payable to the vendor. After making 
the purchase, you will leave a copy of the receipt in the PTO mailbox or email it to 
JeffersonMiddleSchoolPTO@gmail.com to close the loop. 

Don’t forget, the PTO is tax-exempt. Tax exemption forms are available from Kelly Sample. 
Please use these to accompany your check when making payment. Thank you for helping to 
maintain our documentation. It makes our audits much easier. If you have any questions or need 
to make special arrangements, please don’t hesitate to contact us.  

• Heather Hartman, PTO President - drhhartman@gmail.com  865-803-1817  
• Jessica Steed, PTO Treasurer - Steed.Home@gmail.com  865-272-3347 

We look forward to supporting a challenging learning environment! 


