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OMG, I'm the Treasurer!

A survival guide for all things financial...




DON'T MESS WITH MY BOOKS!

You are your PTA's financial watchdog.




th #1

The nom'no’rmg committee
saiid alll | have fo.do is write
some checks and deposi
INE MmeneE




Yes, writing checks and
depositing money is the main job
of the treasurer. However, you are
also responsible for showing how
that money was spent and where
It came from in the first place.




The budget is one of the first duties you
have as the new freasurer. It should take

\\

INfo account what you have in the bank,

Nat you expect to earn this year, and

\\

Nat you expect 1o spend.

It Is not the treasurer’s job alone to come
up with a budget. There should be a
committee and input from the chairmen
of your committees should be
welcomed.



BUDGET (SAMPLE)
FISCAL YEAR
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Once you and the committee have your
budget put together you need to have it
approved by your executive board.

Once the executive board approves it,
you need to present it at general
association meeting and have it
adopted by your membership.



th #2

We have a bud\ge’r N place
N start
spending money:




Each committee chairman needs
to ask to release the funds for
thelr event.

You can't release all of the funds
for the year at once.



All requests for payment should be
accompanied by a warrant or check
request form.

Receipts or invoices should be attached
to the request form to justify tThe expense.

Check request forms need to be signed
by the president and another officer as
specified in your bylaws.

Checks require two signatures



12th District PTA
PAYMENT REQUEST / AUTHORIZATION FORM
All payment requests nmst be recerved by the treasurer at least two days prior to
BOM meetngs. When possible please keep personal copies of recerpts that

) PAYMENT AUTHORIZATION/REQUEST FOR REIMBURSEMENT
accompany your reguest. Thank you

ATTACH ALL RECEIPTS TO THIS EXPENSE STATEMENT
Drate:
Name of Perzon Reque heck: Piune
. PTA Pasition
PTA Position: A
Budzet Category: CityiZip
5 . - Telaphons E-mail
Fecempt or Invoice Attached: Ves =
Date of Event: Amount Requested $

Alake Check Payable To:

Exponditure was for:

List Expendituros:

TOTAL EXPENSE

Total Amount Claimed From Above
Please send thus request to: Lawra Ann Hawk-Lova, 12s Dhstniet Treasurer Minus Advance Recsived
1838 Candle Pine Lane Reimbursemant Claimed
Not daimed ~ donate o PTA
Rofund to PTA {Enclose Check)

Simi Valley, CA 93065
306-9761(805)50

Signature

To be complated by 12 District Treazurer:
Fon PTA TReasune: osc:
Date Approved in Minutes: 1 Marrtarstp-spgroved vty 7 Furdls wisasmd by martenbip
T Exacuten Sowrd agpemd expantiiow

PEESIDENTS SIGNATURE:
RETARY"S SIGNATURE:

Fevized 0




Any person counting money must e a
PTA member.

All money must be double counted.

At least one of the two people should be
a board member or chairperson

Money not being deposited immediately
must go in a safe at the school.




CASH VERIFICATION FORM
Membamship, Fundraisers, Donagions)

DATE

CHECKS Aiach adding machine tape of iemizaed cheaoks
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Can be Budget vs. Actual or a Profit and
Loss statement which ever works best
with your accounting style.

Must iInclude a statement of checks
written during the month.

A copy of the report goes in both your
treasurer’s log/ledger and in the
secretary’s permanent minutes book.



State the opening balance, the total

amount of income for the month, the
total expenses for the month, and the
ending balance.

You move to rafity checks written
between meetings.

You move to pay bills presented to you
at meetings.



K¥Z Elementary FTA
Budget versus Actual
October 31, 2011
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XYZ Elementary PTA
Check Detail
October 31, 2011

hecks to be ratified

000000000
| Date [ Check#| MName | = BudgetCategory |
10/11/2011 | 495  |Books, Inc. Book Fair

49
49

0
498  |ABC Council
10/29/2011 | 502 |jane Doe
I Total




Your bank needs 1o send you copies of
your cancelled checks.

Voided checks must be kept, not
destroyed, and accounted for in the
audift.

PTAs are not allowed to have credif
cards ,debit cards, or petty cash boxes.

Check signers are outlined in your
bylaws.



You are not adllowed 1o share a bank
account with another group.

You can not accept money for other
groups and then cut them a check.

You can not hold money for tfeachers for
classroom activities that you are not
sponsoring. That is the school office’s
responsibility.



Your monthly treasurer’s reports will make
this very simple. It is basically the final
report of the year showing your Year to
Date income and expense.

This report must be submitted to district
every year.

The information in the report will help you
to fill out your tax forms quickly and
easily.



ANNUAL FINANCIAL REPORT (SAMPLE)
ASCALYEAR

Name of Unit
Candl

BALANCE ON HAND %om provous iy ear
RECEFTS
Savings acoount infacost
Chacking account ndorat
MomDars D G005 (unk portion ory)
FUnaraing (e vixl gom ncoom ndJ daly)
o
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Faundors Day foowll cfotng
TOTAL
TOTALRECEWTS

DISBURSEMENT S (Lix fuige Camgorien)
Operating Expanses
MomSosnD Envelopas
Nowsiomer and PUNicly
CouncliDntict LaadersNp Workahops
Corvention (StateNatonal PTA

[

DISBURSEMENTS NOT BELONGING TOUNIT
Councl, dRbct, 5200, and Nafional PTA mambarship por capta
Fawnders Doy foowd ofodng

BALANCE ON HAND

Sgnoum

Calfomia State FTA Balkt - 200




th #3

We don't have any
N ’
employees so we.don'f have

to file forwerkmen'sscomp. . .




You must file a report every
year even If you never pay for
any employees. It Is part of
your annual insurance
payment information.
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Every PTA Is required 1o be audited twice
a year.

Audit number one covers 7/1-12/31
Audit number two covers 1/1-6/30

Both audits need to be forwarded
through channels up to 12 District

The end of the year audit is not the same
as the Annual Financial Report
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Myth #4

We don't have to file taxes,
\
WIS don | make any mMoney.

@X@mpﬂ* CIRNAMEINS:




The IRS can and will revoke your non-
profit staftus it you don't file your taxes.

Starting this past fiscal year (2010) you
are also required to file state taxes.

Having your tax status revoked means

that any money you receive can be
taxed.

t costs hundreds of dollars at a minimum
to get your status back.




If you normally make less than $50,000 o
yedar in gross income, you can file by
ePostcard.

If you normally make more than $50,000,
you will file a 990ez form. You must file
the attached schedules that go with it.



o
N

\F\rgnchise Tax Board Form 199

= If you normally make less than $25,000
you can file an ePostcard.

- If you make more than $25,000, you will




You are reporting your gross income.
Gross iIncome does not include the

membership not be
and Founder’s Day |

onging to your unit
reewilll offerings.

Gross income includes all other money
brought in before expenses are

deducted.
Hirng a CPA is a leg

Itimate PTA expense.

Make sure they are familiar with non-

profit returns.



By December 2012, every PTA must have
a charitable trust number.

A charitable trust number shows people
that make donations to your school that
you are a legitimate charitable
organization.

Cheat sheets for how to fill out the form
are available on the 12" District website.




Must e filed every year by November
&

Renewal fee is dependent on how much
your gross income is each year.

A copy of your 990 for the prior year
needs to be attached to the renewal.



They Ore O m
requirement from the Ry
IRS not PTA v

PTAPOITION

Oxepeticn

The first question on L
the RRF-1 form asks
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about officers and S
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)
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ouftside of PTA e e

- Sigratioe
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2010 Califoermis Seec PTA Senvice Maghag




th #5

Raffles af sch®o\s are Not




Running a raffle at school without a state
Raffle Permit is illegal.

You and the board are personally liable
for all fines if you get caught running @
raffle without a permit.

You must have a permit in place before
you do the raffle and you must make a
report to the Department of Justice after
the raffle is over.



ATH o3 o
— APPLICATION FOR REGISTRATION
NONPROFIT RAFFLE PROGRAM
Panat Code saction 120

The regretetion pecoc & Septeriter |t Augud 31
Aler Augaet 11, 8 “ww repaereton  regamed

A CHECK IN THE AMOUNT OF 520 MADE PAYADILE TO
DEPARTMENTOF JUSTICE MUST ACCOMPANY THIS
REGISTRATION FORN

e o o i i B . i 30 Mg Vo o v
by B s o o o i vy ks b o Aoy T W 4
s o Vo Yo i . ot o g, T 11 s 4301

Fedecal Tax idendfonton NumbenEvployer dectfioetion Number

Corporste Nutrber
Orgarezaten Nurdar

Ol tabiie Trust Nunber

] 257015 Freturmal betweficiery scceties, crders Of sacchations O 23701k Religous tr apostolic corpartions having common o

[0 227014 Relgious, charintle, scmaliic, leviing o pubée: setel [0 237011 Deenents: futomel socities, crdees of sasocietion
e

g Y,
Iy, educaliongl, aomiecs sports o Brewelon of cruslty to
ikl of wrknels crgenetan

([ 237010 Busness lsagues, cramees of commnarce, feel saiiie 0 23701 Sofreawrmts sod exsccution
Soarda, and tuerds of Pede
[0 227011 Civic loagues, sockel wellyre crganiatons snd koal O 2570 1w Velwans argenieatons
trgicpee Of Qaniudoos

=

»
Proposed cate(s) of afMeis)
(Regurted bor espliceton eproved)

erganication and has been gualified to condect busisess i the State of Calformia for ot least cne yeur prios o the rafle frst held snd
that all cther Information peovided on Shis applcstion is true and correct.

Signature of Fiduolary Who Prepared Thic Form

Printed Name of Fiduolary

Filled out annually in
AuUgust.

There is a $20.00
annual fee.

One permit covers
you for the whole
school year.



HOATH D6 SRR TR T D6 Lrece

Bhee NONPROFIT RAFFLE REPORT S
| Prntzorm | [ Resetzom |

PR ami e o all of D furets Liad o the el of another ol igibe cigentalon? Yz

a3 e Array Gwnersd O
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Part A- General Organization Reporting Information

Nerme of Orgasization Provios af leact one of the following- oy, e, 3 I T
Adtreas of Orgareiation Rafte R Yearber Part C:_Cartification by Fiduclary of Reporting Organization

Fadecal T
City of Tows, State and ZIP Code gha For the rafie Reid on | herety certfty that-
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conducting e e, Tickets wene not soid, raded or edesmed ower the Inbsmet.
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Always follow the deadlines set by your

councill or, If you are out of councill, by
12 District.

Contact your councll first if you have
guestions. Don't go straight to the state.

Keep copies of everything.

If you get a lefter from the IRS or the
Attorney General, do not ignore if. Let
12 District know immediately so we can
get you help.



12 District Treasurer’s page:
California State PTA:

IRS Charity/Non-Profits Page:
State Attorney General’'s Office:

PTAez Accounting Software:


http://www.12thdistrictpta.org/pg/Treasurer
http://capta.org/
http://www.irs.gov/charities/index.html?navmenu=menu1
http://www.irs.gov/charities/index.html?navmenu=menu1
http://oag.ca.gov/
https://www.ptaez.org/index.aspx

Have we made your life a
little easier? We hope so!



