


You are your PTA’s financial watchdog.  



Myth #1 



 

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 treasurer. It should take 
into account what you have in the bank, 
what you expect to earn this year, and 
what you expect to 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. 





 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. 



Myth #2 



Each committee chairman needs 

to ask to release the funds for 

their 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 the expense. 

 Check request forms need to be signed 

by the president and another officer as 

specified in your bylaws. 

 Checks require two signatures 





 Any person counting money must be 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. 

 





 Can be Budget vs. Actual or a Profit and 

Loss statement which ever works best 

with your accounting style. 

 Must include 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 ratify checks written 

between meetings. 

 You move to pay bills presented to you 

at meetings. 







 Your bank needs to send you copies of 

your cancelled checks. 

 Voided checks must be kept, not 

destroyed, and accounted for in the 

audit. 

 PTAs are not allowed to have credit 

cards ,debit cards, or petty cash boxes. 

 Check signers are outlined in your 

bylaws. 



 You are not allowed to 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 teachers 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. 





Myth #3 



 

You must file a report every 

year even if you never pay for 

any employees. It is part of 

your annual insurance 

payment information. 





 Every PTA is required to 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 12th District 

 The end of the year audit is not the same 

as the Annual Financial Report 

 





Myth #4 



 The IRS can and will revoke your non-

profit status if 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.  

 It costs hundreds of dollars at a minimum 

to get your status back. 



 

 If you normally make less than $50,000 a 

year 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. 

 



 

 

 If you normally make less than $25,000 

you can file an ePostcard. 

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

file form 199. 



 You are reporting your gross income. 
Gross income does not include the 
membership not belonging to your unit 
and Founder’s Day freewill offerings. 

 Gross income includes all other money 
brought in before expenses are 
deducted. 

 Hiring a CPA is a legitimate 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 12th District website. 

 



 Must be filed every year by November 

15th. 

 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 are a 
requirement from the 
IRS not PTA 

 The first question on 
the RRF-1 form asks 
about officers and 
conflict of interest 
disclosures 

 Information is not 
shared with anyone 
outside of PTA 



Myth #5 



 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 a 

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. 



 

 

 Filled out annually in 

August. 

 There is a $20.00 

annual fee. 

 One permit covers 

you for the whole 

school year. 





 Always follow the deadlines set by your 

council or, if you are out of council, by 

12th District. 

 Contact your council first if you have 

questions. Don’t go straight to the state. 

 Keep copies of everything. 

 If you get a letter from the IRS or the 

Attorney General, do not ignore it. Let 

12th District know immediately so we can 

get you help. 



 12th District Treasurer’s page: 
http://www.12thdistrictpta.org/pg/Treasurer 

California State PTA: http://capta.org/ 

 IRS Charity/Non-Profits Page: 
http://www.irs.gov/charities/index.html?nav

menu=menu1 

 State Attorney General’s Office: 
http://oag.ca.gov/ 

 PTAez Accounting Software: 
https://www.ptaez.org/index.aspx 
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