
Financial OfficersFinancial Officers



` Keep permanent records of all income, 
receipts and disbursements of the association

` Chair Budget Committee
` Pay all bills with proper authorization
` Prepare and present monthly Treasurer ` Prepare and present monthly Treasurer 

Reports
` Prepare Semi Annual information for Audit
` Prepare Annual Financial Report
` Ensure preparation of annual tax returns



` Budget Committee duties
◦ Meet ASAP
◦ 3 to 1 Rule – Programs/Events vs. Fundraising
◦ Carry-over funds
◦ .1 FTE or 2hrs/day CE per 100 students◦ .1 FTE or 2hrs/day CE per 100 students

x School of 700 could hire .7 of a teacher or 14 hours/day of classified or a 
combination of both

x PTA would pay this money to the school for use for a specific position (Health 
Clerk, Library, Tech Support, etc.)

◦ Get Preliminary Budget approved at final PTA Meeting and then 
the final budget will be presented and approved at first PTA 
meeting of the year.

◦ Copy of Approved final budget is forwarded to IUCPTA Treasurer



` Don’t forget to budget for:
◦ Convention- Estimate 2 people attending
◦ Advocacy- A key (and required) part of our work 

including Sacramento Safari
◦ 4th District Insurance & IUCPTA Hospitality

` Try to avoid paying people directly
◦ Pay the school to pay custodians, assemblies, etc◦ Pay the school to pay custodians, assemblies, etc

` Don’t budget for:
◦ Personal Gifts- Not for teachers, staff or volunteers
◦ Tables at galas or events

` Budget is a living document – it can be 
changed as needed with approval of the 
association



- You are NOT required
to have income match 
expenses to have a 
great budget.

- Carryover cash is - Carryover cash is 
intended to be enough 
for expenses before 
fundraisers are collected 
at the first part of the 
year



` PTA is not an ATM

` You are NOT there to fund every request from 
your principal - you are not there for the 
principal, you are there for the students!

` PTA votes and decides how funds should be 
used.  If you don’t agree, speak up and vote 
appropriately.  Consider each proposal if you 
think it properly benefits ALL the students in 
the school.



` Consider purchasing a laptop and software 
that can be passed on to next treasurer. 
◦ Resource: www.techsoup.org

` Sample Forms available online at ` Sample Forms available online at 
http://toolkit.capta.org/ or IUCPTA Website

◦ Council Remit form
◦ Payment Request form
◦ Generic Donation receipt
◦ Fiduciary Agreement



` Use a payment authorization/request form.
◦ Attach proper backup of receipts.  Only accept 

actual receipt, not a copy
` Write check.  Indicate budget account and 

purpose on memo line of check.
Form requires at least two signatures. ` Form requires at least two signatures. 
◦ – Signers from your bylaws

` Check requires two signatures 
◦ – Signers from your Bylaws

` Ratify checks at association/board meetings
◦ List check numbers and total amount from prior meeting to 

current meeting date.  



Sample
Payment Request Form



` If a donation is made for a specific campaign 
or fundraiser, i.e. for technology, it MUST be 
used for that purpose.

` If you don't reach your goal, that donation 
must be returned.must be returned.

` Avoid this by getting a letter from the donor 
stating that it may be used for another 
purpose or keeping fundraising more general 
for supporting school needs.



School PTA 
Your School Address 

National PTA number________, California PTA number________ 
______________________________________________________________________ 

 
 
 

DONATION RECEIPT 
 
 
 
 
Date _______________ 
 
Dear ______________________________________ 
 
Thank you for your tax deductible donation of $______________to the Your School PTA 
during our fall campaign.  Without your support and generosity, we would not be able to 
provide our students with the excellent programs and opportunities that serve to enrich 
their educations.   
 
The Your School PTA is a tax-exempt nonprofit organization as described in Section 
501(c)(3) of the Internal Revenue Code. This exemption applies to all the California 
State PTA’s constituent organizations.  Our IRS EIN is ______________. 
  
With sincere gratitude, 
 
 
 
 
 
Your Name 
PTA President 
 
 
 
 
 
 
 
 
 
 

 
 

PLEASE RETAIN FOR YOUR TAX RECORDS. 
THANK YOU FOR YOUR SUPPORT. 

 

 



` Ensures the school 
spends the money as the 
PTA designates and has 
approved.

` Get it signed by the 
Principal

` It is up to you to get the ` It is up to you to get the 
funds back from the 
school district if they 
DON’T use it!  

` Form available on IUCPTA 
website



` Remit membership dues each month – Give to your 
President to bring to the IUCPTA meeting

` Remit insurance and hospitality payments due to 
council at first meeting in September

` Approved Annual Budget 
Annual Report of Actuals in Sept for Prior Year` Annual Report of Actuals in Sept for Prior Year

` Audit Reports when adopted (Twice a Year)

` Council Remit Form is available on our website:

www.irvineucpta.my-pta.org



Sample 
Remit to Council Form

2017/2018 Form can be found 
on the Irvine Council PTA 
website

http://www.irvineucpta.my-pta.org/



` Present at each PTA Meeting.  Time period is from 
one meeting to the next.  (Not month end)

` There are 3 parts to a presenting great report
◦ Should include beginning Cash balance as of last meeting 

date, deposits, checks written and ending Cash balance
x 1. Budget to Actual spreadsheet

Treasurers Reports Treasurers Reports 

x 1. Budget to Actual spreadsheet
x 2. Check Listing Detail
x 3.  Deposit Detail (work with Financial Secretary)

◦ Always include the Cash Balance from ALL accounts 
on the report (including Paypal balances)

◦ Review reports before meeting to insure you 
entered everything correctly and you don’t have any 
line items over budget.



` “I am presenting the Treasurers Report for July 1, 
2016 thru Feb 17, 2017” 
◦ Present reports on a high level basis pointing out specific 

information for the month and any areas that are of 
concern of going over budget.  
x If an area may go over budget, then discuss for possible increase or 

movement of budget.  
x Any budget changes need a motion and a vote to approve the budget 

Treasurers Reports Treasurers Reports -- ContinuedContinued

x Any budget changes need a motion and a vote to approve the budget 
changes.

` Motions to be made by the Treasurer at each 
meeting
◦ “I move to ratify paid bills, check number XXX to check 

number XXX in the total amount of $X,XXX.XX”
x President will ask for a 2nd and then ask for Discussion before vote.

◦ “I move that the Treasurer be allowed to pay all ordinary 
and necessary bills as outlined in our adopted budget.”
` President with Ask for a 2nd and then ask for Discussion  before vote.



- If you set up your 
budget with 3 columns, 
the same document can 
be used as your monthly 
meeting report.

- This report can be 
created in Quickbooks, as created in Quickbooks, as 
well as Excel.

- Be sure to include 
starting and ending cash 
balance of all cash 
accounts



Sample of Check Detail



` What is a raffle?
◦ A raffle is a type of lottery in which prizes are 

awarded to people who pay for a chance to win. 

` At least 90% of the Gross Receipts from raffle ticket ` At least 90% of the Gross Receipts from raffle ticket 
sales must be used by the PTA to benefit or support 
the PTA.  

x (IE: Expenses can only be 10% of the total Gross Receipts, 
including the cost of prizes, etc.)



` Is a 50/50 raffle Ok?
` No – because of the 90/10 rule it does not qualify and 

is not allowable for a PTA.  These types of raffles fall 
under Gambling laws and requires special permits.

` Silent Auctions and Live Auctions are Ok and do 
not need to be filed.  

` Free Raffles are Ok and do not need to be filed.



` Raffle Registration should be done by           
Sept1 for the following school year. 

http://oag.ca.gov/charities/raffles
x Or at least 60 days before the raffle is held 

` After the Raffle, file report showing the Gross ` After the Raffle, file report showing the Gross 
Receipts and the Direct Cost totals.

` There is no limit on the number of raffles 
held, they just all need to be registered and 
the reports filed after.







` Seek an Accountant’s Advice (Put in your budget)
◦ For federal, file 990N if gross receipts are less than 

$50,000 (State is $25,000)
◦ File a 990EZ if gross receipts are less than $250,000

¾ State Filing
◦ 199N if gross receipts are less than $25,000

Less than the federalLess than the federal
◦ Or full form 199 if receipts are greater than $25,000

¾Attorney General
◦ File form RRF-1 Annually

` These must be filed on or before November 15 if 
you have a fiscal year ending of June 30th.

` 4Th District PTA offers assistance in October if 
receipts are less than 50K.  



` Sometimes you need to provide this in to an organization that needs 
proof of your non-profit status. 
◦ If you don’t have a copy, you can email:

LoD@capta.org

Provide them with the following information:
x Fourth District PTA

Irvine Unified Council of PTAsx Irvine Unified Council of PTAs
◦

x Unit Name   (Make sure your provide your name as it appears 
for your taxes and in your ByLaws)

x State PTA ID  
x EIN Number
x Franchise Tax Board ID
x Charitable Trust Number
x President Name

`



Never co-mingle funds 
- funds collected on behalf of PTA are for 
the benefit of all children (i.e. science camp 
for 6th graders does not belong in the PTA 
account)

Other Treasurer InformationOther Treasurer Information

Monthly Bank Rec -
- After the first of the month, print out the - After the first of the month, print out the 
bank statements (or collect from the school) 
and reconcile each bank account.
-Print out reconciliation reports – Summary 
and Detail – and attach to the bank statement.  
- Sign and date the report & File for Audit

Back Up Database
- Monthly, backup the database to an external 
source, such as a flash drive.  Also back up any 
important files, such as the budget, etc.



` Give receipt for all monies received by the 
Association

` Deposit funds in bank account in a timely 
manner

` Report all funds deposited to the Treasurer.  ` Report all funds deposited to the Treasurer.  
◦ Try to coordinate deposits with timing of Treasurer reports 

for PTA Meetings so they are included in the balances.

` Prepare monthly Financial Secretary’s list of 
deposits report (or agree with the Treasurer 
Detail Report of deposits.)



“Two person” rule 
◦ – Include 1 from Exec Board and other PTA Member 

not related or living together

` Handling PTA mail that contains money ` Handling PTA mail that contains money 
` Handling donations and membership dues
` Handling cash at a PTA fundraiser



` Two people to count money together - financial 
officer or chair and any other PTA member not 
related to above.
◦ Count money in a SAFE Location.  
◦ Open the mail together with removal of form and cash
◦ One persons counts and verifies against the documents, 

and then the other person counts and verifies the same and then the other person counts and verifies the same 
cash and documents to make sure they both get the same 
results.

` If possible, use some outside form to determine if 
monies received is what is expected
◦ Ticket Sale numbers, Balances to Cash Registers at Book 

Fair, Balances to Order Forms received, etc.



` Record - using Cash Verification Form
` Stamp each Check for Deposit Only
` Sign form and copy (snap a picture with your 

smartphone!)  Copy to Chair person, Financial 
Secretary & Treasurer

` Financial Secretary (or Officer) Deposit Funds right ` Financial Secretary (or Officer) Deposit Funds right 
away or store in safe at school until deposit can 
occur.

` Don't EVER take cash home!
` Attach deposit receipt to Cash Verification Form –

Give original with receipt to Treasurer
` Form can be found at California PTA toolkit Or you 

can create your own.





` Keep Copies of each Deposit and Signed Cash 
Verification Form

` Keep Log of each deposit with Date received, 
Date Deposited, Amount, and What the 
deposit was fordeposit was for

` Use log for reporting deposits at PTA 
meetings each month. Good to keep in Excel 
so you can print the deposits from last 
meeting to current meeting.

` Verify that the treasurer has recorded all the 
deposits given from your log to their deposit 
detail.





` Cash & Checks  - Use Cash Verification Form and 
procedures to deposit into bank account.

` PayPal – Deposit into a 2nd bank account and then 
reconcile and transfer to main checking account at 
least monthly. least monthly. 
◦ Print out Transfer for Audit Book and have 2 signatures.
◦ Give report of activity at monthly meeting.

` Credit Cards – Square, etc. – Deposit into 2nd bank 
account and transfer to main checking.
◦ Budget for PayPal & Credit Card fees separate from the 

event that created the money.



` Audit books as of December 31 and June 30 each 
year

` Audits the books upon resignation of the treasurer 
or financial secretary or at any time deemed 
necessary by the executive board.

` Prepare written audit reports for executive board 
and association Meetings to be adopted twice a 
year

` The outgoing auditor is responsible for conducting 
the audit at close of term.



` An audit determines the accuracy of the 
books, detects inconsistencies or errors, 
provides recommendations for corrective 
action, protects the financial officers, verifies 
that funds were sent through channels as that funds were sent through channels as 
appropriate, and assures the membership 
that the association’s resources were 
managed in a businesslike manner within the 
regulations established for their use. 



` 1.  Print Register that will show all the detail for 
each bank account activity.
◦ You will need to print separately for each bank account.

` 2. Final P&L by account for Audit period
` 3. Print the Final Budget with all the adjustments 

entered with the explanations of the changes and entered with the explanations of the changes and 
which meeting the budget change was approved.  

` 4.  Print the check detail report for the audit time 
period.  Put all your checks in order and make sure 
you have all the proper signatures and no checks 
are missing.



` 5.  Print the deposit detail for the audit time 
period.  Put all the deposits in date order and verify 
you have all of them based on the report.

` 6.  Put a package for each PTA meeting for the 
audit period to include the agenda, minutes, and 
report package for each meeting. report package for each meeting. 

` 7.  Bank Recs for audit period for each bank 
account

` 8. Reconcile to Membership document from dollars 
collected to the number of memberships received 
from VP of Membership



` 1. Collect the financial records (see audit 
checklist) 

` 2. Audit the financial records 
` 3. Make appropriate inquiry of treasurer as 

needed for clarification needed for clarification 
` 4. Meet with president and financial officers 

to discuss recommendations and corrections 
` 5. Complete and sign the Audit Report 
` 6. Present to the board and to the association 





` Fill in the Audit Report form.
` Verify that taxes have been filed. 
` Present the report to the association. Any 

association concerns should be addressed 
confidentially by the board. confidentially by the board. 

` Present the report to the board and answer 
questions as needed. 



•Prepare an Audit Report 
for each Bank Account

•Each Audit Report must be 
presented and adopted at a 
PTA Meeting.

•Copies after adopted are 
given to the President, 
Secretary, & Treasurer. 

•Copy submitted to IUCPTA 
Council when adopted (for 
each bank account)



Use the CA PTA Tool Kit as a reference.  
www. toolkit.capta.org

Fourth District PTA Website:
http://www.fourthdistrictpta.org/

Irvine Council PTA Website
http://www.irvineucpta.my-pta.org

` Laurie Henigan  HeniganML@gmail.com
` Mary Kelly MJKellyNP@gmail.com



` 1. Prepare a check request for the amount made payable to 
the person going to the bank to get the cash. 

` 2. Determine the denominations of coins and bills you will 
need when you get the cash

` 3. Take the check to the bank (the PTA's Bank) and cash the 
check giving the teller the breakdown of how you want to 
receive the money.receive the money.

` 4. Split up the petty cash between the cash registers or 
money boxes. Put a note in each register or money box of 
how much petty cash is in each. (If you get the petty cash the 
day before the event, just have it locked up at the school until 
you need it.)

`



` 5. During the event, you need someone may need to go the 
bank to get money changed into coins or smaller bills if you 
are short on any denominations. If that is necessary, then 
have 2 people note how much is being taken out of a register 
to go to the bank. 
6. When you count the money after the event for deposit, you ` 6. When you count the money after the event for deposit, you 
will code the same amount of petty cash to the revenue 
account as a separate line item, noting Petty Cash Return.

` 7. In the follow-up notes for the event, it's good to say how 
much petty cash you got, with the breakdown, and if it was 
not enough or too much so the person the following year 
knows for their reference.

`


