Tenney Grammar School PTO
75 Pleasant Street
Methuen MA 01844

GENERAL EXPENSE & FIELD TRIP REQUEST FORM 

Requester’s name: ___________________________    Date: _______________ 

*List all teachers involved and their expenses 

Event or Field Trip Expense				$ Amount 
___________________________________		____________________________
___________________________________		____________________________
___________________________________		____________________________

**Please attach all receipts				 Total expenses: ______________

Field trip destination: ____________________________________________________
Field trip date:__________________________________________________________
Class(es) attending:______________________________________________________
Approved by District:  Yes_____________No_____________

Mailing address (If it applies): 
Check payable to:
		_______________________________________
		_______________________________________
		_______________________________________

Special instructions, notes, timeline: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature ____________________________________________________________________

…………………………………………………………………………………………………………….
For PTO use only 

Receipts _______  Date Paid __________ Check # _________ $ Amount __________ 

