
Hampton Middle School PTO 
Grant Request & Expense Reimbursement Policy 

 

The HMS PTO is committed to supporting student enrichment and development through thoughtful 
allocation of funds. To ensure consistency and transparency, all funding requests must follow the 
guidelines outlined below. 

 

1. Grant Requests (Pre-Purchase Only) 

Grant requests are intended to support initiatives, programs, or materials that enhance the 
educational experience at HMS. These requests must be submitted before any purchase is made. 

Guidelines: 

• Requests must be submitted prior to purchase. 

• All requests must include supporting documentation such as: 

o Price quotes 

o Vendor links or screenshots 

o Descriptions of items/services requested 

o Any other relevant planning or proposal documents 
(Please do not submit receipts at this stage.) 

• The HMS PTO reserves the right to request additional information or clarification before 
approving any grant request. This may extend the processing timeline. 

• Approved funds must be used only for the purpose outlined in the request. 

• If approved funds remain unused after the event or project, the excess will be returned to 
the PTO General Fund, where it may be reallocated to support other grants throughout the 
year. 

 

2. Expense Reimbursements 

Reimbursements may be submitted for pre-approved, budgeted PTO expenses only. These 
typically cover events or activities already included in the annual HMS PTO budget. 

Guidelines: 

• Reimbursements must relate directly to budgeted events or activities. 

• Funds may only be used for the purpose designated in the approved budget. 



• Any unused or excess funds will be returned to the PTO General Fund. 

• A copy of the receipt(s) must be submitted along with the reimbursement request form. 

 

3. Processing Time 

• All grant and reimbursement requests will be reviewed and processed within one week of 
submission. 

• Delays may occur if additional information is needed. 

 

Please direct any questions or completed forms to the HamptonmiddleschoolPTO@gmail.com.  

We appreciate your cooperation and commitment to our school community! 

 


