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Teacher Expense Reporting Procedure
$300 annual classroom discretionary allocation  |  FutureFund BeeKeeper
THE SHORT VERSION  Each eligible teacher may request up to $300 per PTA fiscal year for classroom and educational items. This is not a cash allowance or personal benefit. Itemized receipts are required.
What the $300 may cover
Use the allocation for reasonable, necessary items that directly support students, instruction or the classroom learning environment. Tax and shipping count toward the limit.
	ACCEPTABLE
	NOT ACCEPTABLE

	Classroom and instructional supplies
Books, workbooks and reading materials
Art, STEM and hands-on project materials
Educational games and manipulatives
Student-use storage and organization
Learning displays and classroom decor
Printing, copying and laminating
Tax and shipping on eligible items
	Personal-use items of any kind
Personal electronics/accessories
Jewelry, clothing, bags or cosmetics
Personal meals or snacks
Gift cards, cash equivalents or personal gifts
Personal fees
Items without an itemized receipt
Amounts above the remaining allocation


KEEP PURCHASES SEPARATE  If you are also buying personal items, complete two transactions at checkout: one PTA/classroom receipt and one personal receipt. Example: classroom markers go on the PTA receipt; personal snacks goes on a separate personal receipt. Mixed receipts may delay reimbursement.
ASK BEFORE BUYING  If you’re not sure if an item meets the requirements ask! Routine eligible supplies within the released $300 do not require a separate proposal.


[image: ]How to submit in FutureFund BeeKeeper
Use the DBE PTA expense-report link, the ReimburseBee mobile app or, if logged in, Expense Reports > Create Report. https://beekeeper.futurefund.com/org/6VTpzyo6eskm/expenses



 Start the report. Open the PTA link or ReimburseBee, locate Discovery Bay Elementary School PTA and create a report.
 Enter your information. Provide your contact details. In Description enter: “Teacher $300 - [name] - [grade/room] - [educational purpose].”
 Choose payment. Select an available method. For direct vendor payment, contact the treasurer before ordering; BeeKeeper limits direct-pay reports to one receipt.
 Add each purchase. For each receipt, enter merchant, date and eligible amount; select the teacher/classroom discretionary category shown.
 Attach documentation. Upload a readable itemized receipt or paid invoice showing items, date, merchant and total. For online orders, include proof of payment.
 Review and submit. Confirm only eligible items are included and the total is within your balance. Select Finalize and Submit; save the report number.
SUBMIT PROMPTLY  Submit within 30 days whenever possible and by the PTA's year-end deadline. Late requests may not be payable after the books close.
PTA review and payment
The treasurer checks the itemized receipt, educational purpose, amount and available budget.
Required authorization is documented under the bylaws, recorded release of funds and California State PTA procedures.
BeeKeeper shows In Review, Approved or Rejected. Missing or ineligible requests may be returned with an explanation; payment follows authorization through an approved PTA method.
Important conditions
The $300 annual limit includes tax and shipping. Unused funds stay with the PTA and do not carry forward unless approved otherwise.
Only eligible educational purchases are reimbursable; personal items are not.
Notify the treasurer promptly about any return, refund or cancellation after reimbursement.
The PTA may deny or reduce unsupported, out-of-scope or over-budget requests.
AUTHORIZATION NOTE  This procedure assumes the association has approved and released the teacher classroom-support allocation. A budget line alone does not authorize spending unless the bylaws or recorded association action provide authority.
Reference basis
FutureFund BeeKeeper - Expense Reports: https://support.futurefund.com/beekeeper/expense-management/expense-reports
California State PTA - Check Request System: https://capta.org/toolkit/home/finance/income-and-expenses/check-request-system/
California State PTA - Recommended Budget Line Items: https://capta.org/toolkit/home/finance/budgeting/recommended-budget-line-items/

DBE-PTA-FIN-001  |  Draft 1.0  |  Page 1
image1.png
— PARENT TEACHER ASSOCIATION —

SUPPORT © INSPIRE » CONNECT




image2.png




