Treasurer's Calendar

July

-Receive the Treasurer!s books.
-5ign hew signature cards at bank.

-Review bylaws, standipg rules, insurance.

poliev -and all other res:ources_given by
.. Kansas PTA andiNational PTA.

-lfnot already-approved, prepare a

proposed budget

October

-Prepare Treasurer's Report,

-Remit membership dues to Kansas PTA,
-Iif not done by p'r'e_\?itiuf:s' Treasurer, begin
filling'out IRS Form 990, 930EZ dr 990-N,

i
i

B

January

-Prepark Treasurer’s -'Rniaport

-Remit membership.dues to Kansas PTA

-Send prodf of 990-iling to Kansas PTA
April

-Prepare Treasurer's Reeport’-

-Order-Past President nin from KS PTA

i
3
;
:
i
i

August

-Prepare Treasurer's Report

-If not already approved, present proposed
budget to Exec for approval to present to
general membership;:

November
-Prgpare Treasurer’s Report
-Remit membership dues to Kensas PTA.
-Submit ¢opy of 990-t4-IRS bv:Nqum_i:Jer
15™; Send copy to:Kansas PTA.

February
-Prepare Treasurer's Report’
-Submit'membership dues fo Kanhsas PTA
-Submit Registration for Kansas PTA Conv.

iviay

-Prepare Treasurer’s Repart
-Request Qutstanding Bills and ensure all
receipts are available-for Auditors.

-Pay Nationat PTA convention Registration..

“Frepare Proposed:Budget for riext school
year {optional)

September
-Prepare Treasurer's Report
“Submit Membership Dués to Kansas PTA.

'Eaﬂv Bird deadline October 1.

-If.not already-approved, present proposed
budget to-general membership for
approval.

Décember
-Prepare Treasurer’s Report
~Submit membership dues to Kansas PTA,

~-Serid acknowledgement for donations

>$250 (IRS pub.526).
-Prepare 1099s if remittance to individual fs
>%600
-Submit Re'tai'lers-S_aIes Tax to Kansas Dept.
of Revenue.

March
-Prepare Treasurer's'Report
-Submit membership dues to Kansas PTA.
-Qrder HLM Awards if given..

June

-Prepare End of Year Reporting
-Pay insurance
-Prepare books for audit and ensure audit

‘committee is appointed by the Presidant.

-Serye on Butdget Committee to come tip
with proposed budget for next year (if not

donepreviously).

-Prepare 930,




| Sample Proposed Budget

Terriflc PTA
Proposed 2016-2017 Budget
Beginning Balance 5 2,000.00
Income
Membership {250 members x 5.50) §  1,375.00
Donation $ 25000
Fundraisers:
Fali Festival 5 4,000.00
Jean Bucks $  1,000.00.
Recycling Incomie $ 30000
School Supplies s 8,000,00
T-shirts S 2,000:00
Income Sub Total 5 16,925.00
Total Available Funds 3. 18,925.00
Expenses
Bank Fees- $ 72.00
Council Dues s 75.00
lothes Closat Donation 3 100.00
Credit Card Fees S 80.00
Fall Festival $  1,000.00
Hospitality {PTA mitgs) $  200.00
Jean Bucks-printing it 50.00-
I Ifsurance S 400.00
Leadership Training §  1,200.00
Legislative Action (Rally Day) 8 400,00
Life Membership S 125.00
Membership-flyers, envelopes 5 15000
: Newsletter §  700.00
Parent Education s 100:00
_; PTA administration {paper; supplies) S 150.00
Reflections Awards $ 300,00
School Supplies {fundraiser) S 600000
: Scholarships $ 500.00
\ Student Programs {arts awareriess) $  2,500,00
T-Sirts {fundraiser) $  1,800.00
Teacher Appreciation $  900.00
Website $ 12500
\ Total Expenses $ '16,927.00
? Balance to-Carry Forward to 2017-18 $ 1,998.00
Total E $ 18,925.00




Committee:

Disbursement Voucher

Please attach receipts

Date: Paid:

Submitted By:

Phone #:

Check Payable To:

Address:

Amount:

Phone #:

Receipts Attached:

YES NO (If receipts not attached, explain)

ITEMS PURCHASED/BILLS PAID

TREASURER'S USE
DO NOT WRITE BELOW THIS LINE

Check #

Date Written:

Received by

Approved by




Unit:

Event:

Event Cash Counting Reconciliation Sheet

Date:

Starting Bank:

Starting Cash Verification: Date:

Bills Qty | Total Coins | Qty | Total | |Checks| Qty | Total
$100 $1 -

$50 ] 50¢

$20 |25¢

$10 10¢

55 5¢

S1

Total all currency: Total credit cards:

Startiné'_c_ash: -

Total d.épo_‘s it:

L
L

End of day vée-ri'ﬁ_-c-at'io'n._:

Date:

Do not include in total deposit, For record keeping purposes only. This.
depasit will be pracessed separately.

;
i




b
Deposit Record
-Schegl Year: 2018-2019 Date:
Event:.
Submitted by:
Totat Deposit; . $0.00
Budget Line item/Committee Taotal {ash Chocks
) $G.00
$0.00
$0.00:.
$0.00
$0.00
$0.00
$0.00 ) $0.00 $0.00
Amount Verified
Date Deposited :
Treasurer's initials
Check#  Amount Name: Cash: _
: ‘hiindred
; fifty
twenty
ten
five
tive
one
dollar coins
quarters
_ dimes
] nickels
i ' pennies
Total: $0.00

‘Total; $ -




Sample Credit Card Acceptance Policy

» Sample PTA will accept credit card payment if the card holdeér is physically present. We
'_V\;ili nat at any time accept ¢redit cards-over the phone,
® Aés’i’ghature is requited for all purchases made with Sample PTA via a credit card.
o AEp'icture ID is required to identify the purchaser for all in persan credit card
'tii*a nsactions.

. S;Eum_ple_..PTA- will charge a convenjence fee for every transaction via credit card to help
dszse_-t- the fees assessed to Sample PTA for accepting credit cards. The convenience fee
\réill be set by the Executive Comniittee.

o T:he canvenience: fee will be revisited every year to ensure that we are not putting:

Ui‘ld ue hardship on our patrons and that Sample PTA is not losing revenue based on
.céedi't card processing fees.

. 'S;fample- PTA will follow all beest practice guidelines as outlined in the “Money Matters in
af Electronic Environment” publication put out by National PTA and will follow all
i*efq'uirem'ents:set by the PCI DSS {Payment Card Ind ustry -Data Security Standards).

Ratioinale: Sample PTA'is happy to be able to offer our- members and supporters the
_op__po}_tunity to conduct husiness with us via credit card. This proposal will outline policies
that \%\;ill be in place in order to streamline the acceptance of credit cards.and protect
Sample PTA.

H
{
i
i

Sampte Credit Card Usage Policy

- S_a:ilmp'le PTA will maintain a credit/dehit card. The card will be issued to the Treasurerfor
u%age for online purchases and ease of doing business.

° Cfed_it/D_ebi’t card transactions wil! still need prior authorization by.at least 2 unrelated
siéner-s on the checking account. This autharization should be in writing (email /text) and
sl%ould be maintained with the receiptfor the credit/debit card transaction.

o Réceipts will need to be kept and attached to a disbursement form. If the receipt in not
'Ioicated, the transaction will be the responsibility of the Treasurer and the unit shali be
repaid within'30 days.

. Tﬁe'oniy transactions permitted on the credit/debit card are for unit.business. Personal

transactions are not permitted.




Reconciliatgion_ Report

Index:to Reports w,i_qgi:w;&- Banking > Checks & Deposits

This report prowdes a reconciliation summary and a list’ of the uncleared checks and deposits for all
accounts as of a specified date. Note: This report can be used for other accounts

specified checking

like credit cards, e

xpense.-accounts, etc.

Note: The report displays only transactions that were entered in windows to which your password

allows access.

More Details aboot the Re

ill

Reconciliation Report

ID # Date Payeé Deposit Withdrawal
Checkirig Account: 1-11100 Checking Account
Date of Bank Statement: _ _
2/3/2001
Reconciled Checks |
23 1/10/2001 Chiick Berry $2,575.29
24 1/11/2001 Fats Domino $1,251,59
Total: $0.00 $3,826.88
Recoriciled Deposits. I
CRO00013 1-;‘29;200.1 Payment; John Smith $50.00
Total; $50.00 $0.00
Qutstanding Checks: ;
25 1412/2001 Fats Domino- _ $800.00
-, Total: $0.00 $800.00
Qutstanding Deposits
CR000021 1/9/2001 Payment; Mary Jones $620.00
5 Total: $620.00 $0.00
Reccnciliation
MYOB Balance on 2/3/2001: $13,719.83
Add: Outstanding Checks: $800.00
Subtotal:. $14,519.83
Deduct: Outstanding Deposits: '$620.00
Expected Balance-on Statement: $13,899.83

i
i
H
i
i
;
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RECORDS RETENTION SCHEDULE

Teis very unpmrtam that ceftain vecords. be. rctamcd It hclps to developa records retention policy. Listed on'this page are
ftams th_'n‘qhou[d he reviewed on a p(.rmdw basis-and kept in a.safe p!au.‘

RECORDS TO BE RETAINED RETENTION PERIOD
Accounts paysble records .. 7 yedrs
Annual aidit reports Permanently”
Arlicles of Incorporatioh .. ..,‘Pcmmncntly

Bank recanciliztions... ' ; PEN
Bv!aws mcludma all amcndmenta,.A.;..A.-,...' ...... e . ...Permanently
Cash receipt TECORS. ovvvernoevereersivons o TYEDIS
Checks {canceled, but sce exccpuun]_,__.. e 7 YEALS:
Checks [canceled, for importane payments, t.e., taxe,s, special contracts, gtc,
(checks should be filed with the. papcr: pcl tammg to the trausactlon)] O TSRO POUOTSUOTTRT OO o~ 5051111114
Contractsi& !cascs (expired) .......: eeaesereteRrae s ey Ae b gt £ eahere A ab e ndebe et et e RS Bb b nhdee e ena s bt 7 years
Contractsi& leases stilf in etfeul . ..Permanently
Corporatipn repoits filed With the Secretary of'Stale .. oo......iiivise oo Permiasiently
Corfesporidence with customers orvendors PR . SOV FOUIUURV VO P PRTTRSERST SISO I year
Corresputidence (genaratl... o weries 3 yEUTS
-Cormespondence {legal).... b R . T .Permanently
Duplicate AEPOSIE SHPS rer e vereeres oot reraees e beerrebrranrr e b e ientieeranerse | YERT
Employee records fpost—tumlnat:en) :t appl;mblc . 3ryears
Employmient applications, if applicable «..i.c......... : . 3 years
Equipmenit owried by the PTA . ; ; ,..I"_ermdnem_iy
Finuncial statements (year end) & budbetk .10 years
Grangaward létter§ of agreement ... et eeen et e SR R e s e e e . 10-years.
X_ﬁ_s.ilrance records, accident reports, claims, policies, cemﬁcates e, rvsivens e Permanently
Inventorids (produdis & materials).... ; . TiyEars
tnvoice...;., derniereren T YEATS
Journals .i.. et ...Permanently
Minite buoks of directors & a:ommmees Permanently
PTA charer .. - . Penmanently
Petty.cash wuchel v 3oyears
Purchuse brders... _ feeoeerenei 1 YEUTS
Record retention pnhc_y ....... Permunently
“Sales records... OO U T SO RO VP RS ST TS oeS 7 years
Tax- cxcmpt status ducumcnts DT RR - . . e P, Permanenily

Apphéahon for tax exemption {]

Letterjof determination (recogmition)- of tax- exempt status (federat and state)

Group tax excmpuon dicuments, if applicable

Leiterjassigning IRS. Employee Identification Numbér (ETN)

Form 290/890EZ and Schedule A, as Fled with IRS

Statctax information returns, as fited

Form 990T;, if applicyble, for unretated business income.

Corvegpondence with IRS

Other |ntom1anun veturms filed with the gdvemrmerit

Charilable Sclicitation ch1 stration, it applmabie
Trademark Tegistrations. . .. Pcrm.mentiy
Vouchersifor payments to \:cndurs ufhu.rs Ltt. (mciudes allowanu.s &.
r'eim'bummt,ma 1o 6fficars, Taembers; etc., for iruvel & other e}.penses) SO UE P UP T TUPPP TP RPUOTROUOTOROOPOOOY . - 51

i
i

ergrychild. anevoice.




PTA Audit Cover Letter Kaﬂsas&-

To: Auditor/Audit Committee e .
everychild. enevoice,”

Thank you for agreeing 10 perform an audit/financial review of the books of the

PTA/PTSA. The purpose of this audit/financial review is to certify
the accuracy of the books and records of the financial officers-and to.assure the membership thiat the
Association’s resourcesf’funds are bemg managed in a businesslike manner within the:regulations.
astablished far theiruse, Ta: fauhtate this pracess; | have supplied ALL of the following items and will
supply any other informatian as requested:.

|

Copy of last year's audit réport

Checkbook and tancelled checks

Bank statements and deposit receipts

Treasurer’s book {sometimes called cash book or ledger)
ﬁhe-an‘nuai-finantiai report '

All Treasurer’s Reports

Ifemrzed statemients and receipts of bills paid

Check requests {Vouchers)

Adopted budget and any amendments that were approved by the membership during the year
QUrrent Bylaws

durrent- Standing Rules

dopi'es of board, executive committee and association minutes

:
i

=

L. i-d

=3

=
Lot ot

IO O A W

01O o2

The audltor/aud|t committee report must be in writing, If the audit committee finds there are not
adequate records or inappropriate accounting procedures used, this information should be noted on an
_atta;hedErecomme_ndatlons.page_.
i
i .
Current Treasurer's Signature . Date:
'

Email:___ | _ Phone:

Please cantact the new Treasurer when the audit is complete, Thank you-again for rendering your
! .
services, |

Incoming Treasurer:

Email: _ Phone:

i
';
3
,
;_
|
;




Start
am

Kansas

everychild. onevoice®

AUDIT WORKSHEET

the audit by noting the balance on hand at the date of the last audit. Verify that the
ount listed on-the audit report is the amount listed in.the register and on the bank

‘statements. You will need all information as outfined.in the “PTA Audit Coverletter”.

1.

10.

Do a sample-test of transactions.

a. Istherea voucher and bill/receipt for each check writtén?
b. Are there 2 signatures on‘each check?

Look at Bank statements.{12 months)

a. Havetheyhéen reconciled?

b. Have they been.checked by another-PTA Member?

Trace all cash verification forms to bank deposits

i

© a. lsthere a-deposit slip for each deposit?
. b. Are the monies put in'the correct budget category?
Account for all returned and voided checks
: a. Recoarded praperly?
. b. Were they followed.up on?
\jerify balances inall bank accounts
Determine if {RS form 990 was filed
Compare total deposits according to the bank to deposits recorded
a. Do they match?
Compare total dehits according to the bank to debits recorded
a. Do they match?

: Compare the tota! expenditures to the budget and minutes

. a. Were all expenditures recorded?

, b. Were éxpenditures used-as allocated in the: budget?

Check that monthly deposits for dues were collected and forwarded
‘0 Kansas PTA. The Kansas PTA/National PTA portion of dues
Collected should be recorded separately from the associations:

—

[/We do hereby verify that the above procedures have béen performed. Remarksand
exceptions are'noted below (attach a separate sheet of paper if

n’ee.'ded)%

Initials

;

Auditors!-Signatures:

i
i




Kansas

PTA AUDIT/FINANCIAL REVIEW FORM

everychild.onevoice®

Name of Unit: _ Date:

Coucit/Region: . Unit Treasurer:,

Dates covered. by this audit/financial review: through
1, Balance on hand (from date of last audit} S

Deposits.{from last auditto this audit-date) s

3. Total Cash {Add lines 1 and 2) 5
4, Disbursements {from last audit to this audit date) $
5. T:;:_:_ta| Balance on Hand {Subtract Line-5 from-Line 4) 4

85k K S R ok R Sk R S kK R ORI R S o O SR ok ok o R R kK S

6. Bank Statemerit Balance as of (date of audit) 3
7. Checks Outstanding {list check # and amount):.

:
i

8. Total Outstanding Checks S

9. Balanice in Checking account (Subtract line 8 from line 6) s

Note: Amjounts in Line 5 and Line 9. should be'the same.

Piease check one:.

1AWe have a.udited:t'he"books_a'nd:_!"ou_nd'them to be correct.

/We have audited the baoks and found the following problems and/or make the following

Recommendations (attach.additional pages if necessary):

Auditors'iSignatures:




National

everychild. grevoice®

Background

“Sunshine Funds” refer ta'a local PTA unit’s effart to provide assistance to an individual or

family inithe case of:a catastrophic event, such, fire, or other disaster. While these efforts are
extremely well intentioned and admirahle, using the funds of a local PTA far such @ cause could

result in that local PTA losing their tax-exempt status with the IRS. This is due to the.
i'nurémnnt of benefit rule;” which states th'e-'following:

A sectlon 501(c)(3) .organization must not be arganized or operated for the benefit of
private interests, such as the creator or the creator's family, shareholders of the
organization, other designated individuals, or persons controlled directly or indirectly by
such prwate interests. No part of the net earnings of a sectioh 501(¢}(3 ) organization
may inure to the benefit of any’ private shareholder or individual..A private shareholder
or individual is & person having a personal and private interest in the activities of the
organization..

Howeveé,.the’re are pragrams that a lacal PTA can operate that address a need that do not put.
their taxiéxempt status in jeapardy. These programs have to.benefit a “class” or group of
individuals, rather than a-specific person or family.

Exarmples

Montgomery County District School Coat Drive

“The media has been making it well known that there are a number of-children in the
Montgomery County school district without winter coats. The state PTA is keenly aware of this
issue and has decided to launch a “Winter Coat Drive” that will benefit any child attending one
of the _d_|§t_r|ct $ public schools.

_In'_fh_.'_‘s_exfampa‘é,' any child can bénefit from the effort and the program would NOT endanger the:
state PTA’s tax-exempt status.

Lincoln I-!eig_hts Elementary School Shoe Fund

Lincoln Heights Elementary School is in an economically depressed area. The Lincoln Heights
Elementéry school PTA (“LHES PTA") has been informed that there are many children atiending
school tl1at need new shoes. The LHES PTA has started a special fund that will benefit the
children. Df Lincolh Heights E.S., whether or not théir parents are. members of the PTA. Local
bu_slnes_s_gs__donate to the fund and the LHES PTA is successful in helping children. that attend the
school new shoes.

in this exiamp!é, any child that attends Lincoln Heights E.S. can be'neﬁf:from the effort and the
program %wou!_d NOT endanger the local PTA’s tax-exempt status..

[




National

everychild. one voice?

John F. Kennedy High School Fundraiser

The Bower Family recently had their home destrayed by fire. Dave Bower attends John E.
Kennedy H.S. and he and his family are now living in'a motel. The John F, Keninedy H.S. PTA
used their reserve funds to help the Bower family in this time of need. These funds were given
to the family and were a welcomed gift in this difficult time.

In this example, the progrdm exclusively benefits a family and the program would endanger the
local PTA’s tax-exempt status. An aiternative could include the-PTA contacting a disaster relief
organization, such as the Americdn Red Cross, to provide assistance to.the family.




