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INTRODUCTION THE TREASURER

Washington State PTA’s Money Matters, is written
for PTA/PTSA elected officers, boards of directors,
and PTA/PTSA Treasurers. Its purpose is to provide
guidelines for responsible financial management.

The entire board of directors
—not just the treasurer—
is responsible for the financial
well-being of the PTA.

Money Matters outlines basic financial procedures
which will help ensure that the funds are properly
administered and safeguarded.

All members of a PTA board of directors should
read and study the contents of this publication. This
handbook will help board members develop a basic
view of the procedures and processes which should
be in place to help assure the proper, prudent and
diligent management of the PTA’s financial
resources.

This publication should be used in conjunction with
Washington State PTA’s publications PTA and the
Law and The Washington State PTA Uniform Bylaws.

BOARD OF DIRECTORS

As a member of the PTA board of directors, each
board member has the individual responsibility to
make sure that the PTA is operating in a sound legal
and fiscal manner.

This is not only a requirement of the Washington
State PTA Uniform Bylaws, but it is state and federal
law.

When an individual becomes a board member,
either through election or by appointment, that person
becomes legally obligated to exercise reasonable care
and diligence to assure that the best interests of the
PTA and its members are protected and preserved.

If an individual, as a member of a board of
directors, fails to exercise this reasonable care and
caution, that person is subject not only to criticism,
but to potential personal liability for losses or damage
to the PTA. This is known as fiduciary duty or a
fiduciary responsibility.

PTA AND THE LAw

To increase the awareness of the legal
responsibilities of PTA elected officers and the board
of directors, WSPTA presents an extremely important
workshop entitled, PTA and the Law. All PTA
board members, whether elected or appointed,
should attend.

SAMPLE JOB DESCRIPTION

The treasurer shall serve as an active partici-
pant on the board of directors and executive com-
mittee and attend all the meetings of each. The
treasurer should serve as chair of the budget
committee and present the budget to the member-
ship.

It is important for the treasurer to attend the
State PTA “PTA and the Law” workshop and a
State PTA “Money Matters” class. The treasurer
should read and understand all references to
membership service fees and finances that can be
found in the Uniform Bylaws, the PTA’s stand-
ing rules, and State PTA materials.

The treasurer should keep an accurate and de-
tailed account, in the books and records of the
PTA, of all funds received and all funds dis-
bursed. The treasurer should submit a written
monthly financial report at each meeting of the
PTA (both general membership and board of di-
rectors). The treasurer must provide all financial
records if requested by the president or members
of the board.

It is important that the treasurer (or designated
person) receives all funds for the PTA and
promptly deposits all funds only into the PTA’s
bank account; handles only PTA funds; and, does
not deposit funds of other organizations or ASB
funds into the PTA account. Bills should be paid
BY CHECK ONLY signed by two authorized
executive committee members. All financial obli-
gations of the PTA must be authorized by the
board of directors or the membership.

One of the first duties you need to per-
form as treasurer before you start the new
year is to determine what the gross receipts
of your PTA were as of the end of June.
You will need this to file your PTA’s
IRS 990/990 EZ and
Charitable Solicitations Forms.

The treasurer should forward, to the Washing-
ton State PTA, through the appropriate channels,
the State PTA portion of the membership service
fees accompanied by the properly completed
forms.

The treasurer must preserve all vouchers,
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receipts, bank statements, cancelled checks, and
other records, and submit these to the Financial
Review committee when requested, or to the
board of directors or membership when requested
and maintain complete financial records as speci-
fied in the records retention timetable.

The books must be closed as of June 30 and the
books and records submitted for financial review
to the financial review committee appointed by
the president. The financial review committee
shall not include any person who was authorized
to sign on the bank account for the period under
review.

The treasurer delivers to his successor, all books
and records, including historical records, promptly
at the conclusion of his/her term of office.

TREASURER FIRST DUTIES

IRS FORMS
Who Must File an IRS Form 990 or 990EZ?
Any PTA whose annual gross receipts are
normally more than $25,000 must file the 990
or 990 EZ by November 15th.

Gross Receipts: ALL income from EVERY
and ANY source, without deduction, except for
that portion of membership service fees col-
lected by the PTA that are sent to council or to
the State PTA.

Annually: The PTA year begins on July 1st
and ends on June 30th. This period is referred
to as the “fiscal year” or the “tax year” or the
“operating year” or the “reporting period.”

If your PTA’s gross receipts are over
$100,000, you must file a Form 990.

If assistance is needed, call the state PTA of-
fice for forms and assistance.

More information may be obtained at the IRS
website: www.irs.gov/charities

Send the Form 990 by November 15
to the:

Internal Revenue Service Center
Ogden, UT 84201-0027

CHARITABLE SOLICITATIONS ACT

The Charitable Solicitations Program registers
individuals, organizations, and commercial fundrais-
ers that solicit charitable donations from the general
public. PTAs are required to register with the State
of Washington under this act. Your PTA’s registra-
tion must be renewed annually if your gross receipts
are $25,000 or more.

If your PTA filled out a form last year, the Chari-
ties Division of the Secretary of State’s office
should send a renewal form in April. As the regis-
tered agent for your PTA the Washington State PTA
office will receive the renewal form and forward it
to your current treasurer.

This form must be completed and filed by May
31st, if your PTA’s gross receipts were $25,000 or
more for the fiscal year July 1 through June 30.

If your gross receipts are under $25,000, you
would complete and update the Optional Statement
Form (if there are changes to your PTA’s legal in-
formation).

For up-to-date information and assistance, you
may contact the Office of the Secretary of State,
Charities Program, at (360) 753-0863 ext. 5 or
1-800-332-GIVE ext. 5, or email
charities@secstate.wa.gov

INSURANCE
Renew your PTA’s insurance and mail with the
appropriate fee(s) to the AIM insurance office by
NOVEMBER 10th. An Insurance Summary and
Forms are included in each PTA’s Leadership
Packet.

INCORPORATION RENEWAL

The Washington State PTA requires all PTAs to
incorporate as nonprofit corporations. As a corpora-
tion, the PTA must file an Annual Corporation re-
port by the anniversary month of its original incor-
poration. More information is available from the
Secretary of State’s website:
www.secstate.wa.gov/corps/
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Deadline Dates

October 25
First payment of
membership service fees
November 10
Insurance payment due

November I5
990/990EZ due to IRS

January
Mid-year review

(recommended)

January 25
Payment of membership
service fees

May 25
Final payment of
membership service fees
May 31
Charitable Solicitations
Renewal due to
Secretary of State
June 30
Turn books in for review

Note: Incorporation renewal deadline varies
according to anniversary month.

QUESTIONS & ANSWERS

When do PTAs need to collect and pay sales tax?

PTA organizations classified as 501(c)(3) or
501(c)4 are exempt from Washington State
sales taxes on fundraising activities. All peri-
odic fund raising activities that are not continu-
ing and are not conducted from the same loca-
tion are exempt from sales tax. Activities that
are not exempt from sales tax include student
stores and book fairs. What this means is:

e PTAs do not have to add sales tax to the
purchase price of an item; collect the tax;
or remit the tax to the Department of
Revenue (except student stores or book
fairs).

e PTAs do not have to pay sales tax to sup-
pliers/vendors of products that are being
purchased for resale by the PTA if the
PTA provides a resale certificate to the
supplier/vendor (except student stores and
book fairs).

Book Fairs are like consignment sales. In con-
signment sales, the items to be sold are given
to the seller by the original “owner” with the
understanding that once the goods are sold, the
income and unsold items will be remitted to
the original “owner.” Sales tax needs to be
collected and remitted to the vendor. The ven-
dor pays the sales tax to the Department of
Revenue. A copy of the WSPTA Sales Tax
Bulletin can be downloaded from the WSPTA
website along with a copy of the resale certifi-
cate, and is included in the Leadership Packet.

How can a PTA handle a member who constantly
writes NSF (non-sufficient funds) checks?

Inform the member that the PTA will no
longer accept checks from them. This conver-
sation needs to be handled discreetly. Busi-
nesses have a list of people in the community
who habitually write NSF checks. The PTA
can do that also, as long as the list is kept con-
fidential. It may also be advisable to put a sec-
tion in your Standing Rules that states that any
person writing NSF checks will have to pay all
bank charges. For occasional NSF checks, you
can call the bank or credit union and ask if
there are sufficient funds to cover the check
before depositing it again. To help keep track

Washington State PTA Money Matters



of check writers, have parents put the stu-
dent’s name and teacher’s name/room number
on each check.
Do volunteers have to he PTA members to be covered
by PTA insurance while working at events?
No, all volunteers, members, and participants
at any PTA function are covered under the
insurance policy through AIM (in agreement
with the Washington State PTA).
When | pay my membership fee to a 501(c)(3) PTA, is
the entire amount tax deductible as a charitable con-
tribution?
Yes. The WSPTA and National PTA are rec-
ognized a 501(c) (3) organization to whom
your memberships fees are deductible.
We do not want to accept the report of the previous
financial review committee because the treasurer was
present at the financial review. Can we request an-
other financial review with another committee?
You can request another financial review with
a different financial review committee. The
president, according to the Uniform Bylaws
of the Washington State PTA, appoints the
financial review committee. The treasurer
should be available by phone to answer ques-
tions but should not sit at the table with the
financial review committee. A financial
review can be requested any time that there is
a question about the financial well-being or
performance of the PTA.
I think that our president misappropriated PTA
money by purchasing flowers for the executive com-
mittee when money was not allocated for that ex-
pense. Now she is asking for reimbursement. Is this
considered missing money? Do | have to pay her?
No, it is not missing money. This request by
the president is an improper one. As treas-
urer, you can refuse to reimburse the presi-
dent unless the board of directors or the mem-
bership approved the purchase in advance.
What kind of carnival games are considered games
of chance or gambling which require the $5,000.00
measurement? Surely not all games held at a carni-
val would be considered gambling — what about cake
walks with a cake prize? Beanbag toss with no
prize?
All games of chance or skill are considered
part of the gambling event. Cake walks, dart
games, bean bag toss, and fish pond are all
games of chance or skill and must be taken
into account when calculating the receipt
amount. The exception for carnival games is
if all the prizes have the same monetary value
and each person receives a prize, then those
games are not considered a gambling event.

DUTIES & RESPONSIBILITIES

The treasurer is the authorized custodian, elected
by the members, to manage the funds of the PTA
on behalf of the membership and the board of di-
rectors. The funds, as well as the books and record
keeping materials, are the property of the PTA.

The general duties and responsibilities of the
treasurer include:

e Keep an accurate and very detailed account of
all funds received and all funds disbursed.

¢ Submit a detailed, written monthly financial
report at each meeting of the PTA (both board
of directors and general membership meetings).
During months when there are no meetings,
each board member should be mailed a financial
report.

e Receive all funds for the PTA and promptly
deposit those funds into the PTA’s bank
account.

¢ Pay, by check only, all financial obligations of
the PTA as authorized by the board of directors
or the membership. Mail membership service
fees (WSPTA and NPTA and council fees if in a
council) and properly completed forms (and
council fees) to either the council treasurer (if
the local unit belongs to a council) or to the
WSPTA office (if the local unit does not belong
to a council) by given deadlines.

e Preserve all receipts, invoices, bank statements,
canceled checks and other records. Submit these
records to the Financial Review committee,
board of directors or membership when re-
quested.

e Reconcile monthly bank statement immediately
after it is received.

¢ Request a duplicate monthly bank statement be
sent to the PTA president and a non-signer on
the account.

e Maintain complete financial records as specified
in the records retention timetable (page 9).

¢ Deliver all books and records to the next treas-
urer promptly at the end of a term, or to the
board of directors at their request.

¢ Assist in the preparation of the budget.

There are some additional duties expected of the
treasurer by virtue of being an elected officer. As
an elected officer, the treasurer is a representative
of the PTA and has the ability to affect the image
and reputation of the PTA. Some of the character-
istics a treasurer should display include:
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BASIC FINANCIAL MANAGEMENT

Devoting adequate time to the position.

Working as a team member with the other
officers and board of directors.

Exercising good judgment.

Setting aside personal views and agendas to act in
the best interest of the PTA.

Modeling good leadership qualities for other
board members and for those who may be elected
or appointed in the future.

Maintaining an honest, high level of integrity.

BASIC PRINCIPLES OF PTA FINANCIAL MANAGEMENT
PTA is a non-profit organization with a federal
Employer Identification Number (EIN) and has
tax-exempt status with the Internal Revenue Ser-
vice (IRS).

The Washington State PTA should be the regis-
tered agent for all PTAs.

A budget is developed that is used as a tool to
reach the goals and objectives of the PTA.

The budget is approved in the spring for the
following fiscal year. (July 1 to June 30).
Adequate insurance is purchased.

Only PTA members may handle PTA funds.
PTA funds are deposited only into authorized
PTA bank accounts.

PTA funds are kept separate from personal,
school district, ASB, or any other funds.

Blank PTA checks are never signed.

PTA checks and contracts are signed by two
elected officers (not of the same household). It is
suggested that one signature be the president of
the local unit.

Membership fees are submitted accurately and
promptly to the council or WSPTA office, which-
ever is appropriate.

Written, detailed, monthly financial reports are
provided to the entire board of directors.
Monthly bank statements are reconciled immedi-
ately after they are received.

A duplicate bank statement is sent by the bank to
the PTA president, as well as a person not a
signer on the account, or may be obtained by
online banking.

Money is always counted by at least two PTA
members.

Receipts are written for all funds received by the
PTA.

Liability insurance is purchased.

PTA expenditures are documented with a receipt
or invoice.

e Cash is never used for expenditures.

¢ Financial reviews are conducted annually. A
mid-year financial review is recommended.

¢ An annual financial report is prepared.

¢ All required forms are filed with both state
and federal governments accurately and on
time.

o Elected officers and the board of directors
attend the PTA and the Law workshop each
year.

FiscAL YEAR (OPERATING YEAR)
All PTAs in Washington operate within the
same fiscal year.

July 1 through June 30

During this period of time, certain activities
must take place. They include:
Budget is prepared and approved
Officers serve for terms in PTA
Financial reports are generated
Charitable Solicitation registration is renewed
Annual Incorporation report is filed
990 or 990 EZ Form is filed, if required

UPON TAKING OFFICE

¢ Be sure the books /records have been, or are
being financially reviewed. If not, ask the
president to appoint a financial review com-
mittee. DO not accept the books unless a
financial review has taken place.

¢ Request to participate in the financial review
if you are not on the signature card during the
period covered in the financial review.

e Review the last financial review report and
ask the financial review committee about any
recommendations the committee may have
had.

e Review the books/records and verify they are
complete. Ask about anything that is missing.
Report any missing records at the next board
meeting.

e Verify that there is a new bank signature card
and a copy is made for the treasurer’s records.

o Carefully review this publication, PTA and
the Law, Washington State PTA Uniform By-
laws, and the PTA’s current budget and
standing rules.
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BANK ACCOUNTS

Each PTA must have a bank account into which it
can deposit funds.

Checking Accounts

A checking account is the most common form of
bank account. Checks should be sequentially num-
bered and have the PTA’s name printed on them.
Interest earning checking accounts are acceptable.

Savings Accounts

Savings accounts are an option for some PTAs.
Investing PTA’s funds is a way to earn interest and
is prudent financial management.

Certificates of Deposit

Certificates of deposit (CDs) are another manner
in which PTAs may manage their funds. These are
the same as savings accounts except that they usu-
ally pay a higher rate of interest. However, the PTA
must pledge to leave its money in the account for a
specified period of time or pay a penalty. Therefore,
care must be exercised to be sure the PTA will not
need that money during that period of time.

DEPOSITING FUNDS
As stated, two of the primary duties a treasurer
has are:
1. Depositing PTA funds in a proper and timely
manner; and
2. Accurately recording deposits in the PTA books.

All funds should be promptly deposited into a
PTA bank account which has been approved by the
board of directors. Night deposits and 24-hour bank
services should be used as needed. PTA funds must:

¢ Never be deposited into the personal account of
the treasurer (or anyone else).

e Never be deposited into a school bank account.

e Never be deposited into the bank account of an-
other organization.

¢ Never be placed into a safe belonging to a school.

e Never be kept in someone’s home.

All checks that are being deposited should be en-
dorsed. If the bank doesn’t provide an endorsement
stamp, one can be purchased.

For Deposit Only
Sample PTA
Account # 123456789

DISBURSING FUNDS
When a PTA incurs a financial obligation that
has been approved by the board of directors or the
membership, it is the responsibility of the treas-
urer to pay that obligation on behalf of the PTA.

All obligations and/or liabilities
should be paid by check.
Never use cash for this purpose.

As part of the record keeping, a proper receipt
or invoice must be retained by the PTA. This re-
ceipt, or invoice, will provide proof that the
disbursement of funds was proper and legitimate.

The WSPTA Uniform
Bylaws require:
“All financial matters and binding agreements
shall require two (2) signatures; only elected
officers shall have the authority to sign.”

Though two (2) signatures are required on fi-
nancial matters and binding agreements (this in-
cludes checks), it is possible to have more than
two officers’ names on the bank signature card.
This allows other elected officers to sign if one is
not available. Lack of qualified signatures should
never be a reason PTA cannot pay its obligations.

NEVER SIGN A BLANK CHECK

Signing a blank check could lead to problems.
As convenient as it might appear, this is not a
sound practice and is never advisable.

A credit card is much like signing a blank
check. If found, it can be used by anyone to
purchase items in the name of the PTA. Addition-
ally, it does not require two signatures. For these
reasons, PTA credit cards are discouraged.

MONTHLY BANK STATEMENTS

Each month the PTA should receive a bank
statement detailing the checks that have cleared
during the previous period, deposits made and
service fees charged to the PTA. It is very impor-
tant that these be reconciled with the checkbook
register immediately upon receipt. By doing so,
any problems or errors can be corrected quickly.

A duplicate copy of the original bank statement
should be obtained and sent to another elected
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officer, often to the president, as well as to a 3rd
person who is not on the bank signature card. This is
done as a routine check and balance, not to suggest
suspicion. This second copy should be kept in a
secure location if needed for financial reviewing
purposes.

An option for securing a second bank statement is
using online banking services.

MONTHLY REPORTS

A detailed, written financial report must be pro-
vided at every meeting of the board of directors and
every meeting of the membership. This monthly
financial report may be given more frequently than
once a month, but it is never to be given less than
once a month. If the board does not meet in any
given month, a report should be mailed to each
board member.

This report should be written in sufficient detail to
clearly show how the PTA received income and
how it spent its funds. It should be prepared in the
same format as the annual budget. The report should
include a line for each budget item that details:
¢ The financial figures for the month.
¢ The year-to-date financial figures.

e The budgeted amounts.

Additionally, the report must show the cash bal-
ance of funds currently in the PTA bank account(s)
separated into restricted and unrestricted amounts.
The format of the report may also reflect encum-
bered funds (funds that must be expensed each
year).

The treasurer should always have the financial
records available at each meeting.

Financial report samples can be found on pages 19-
31 of this publication

Matching Gifts — PTAs or members should confirm
that they receive the employer match from a match-
ing employer donation. Follow donor procedures for
documenting or obtaining the funds.

RESTRICTED AND DESIGNATED FUNDS
Restricted Funds — are funds that have been set
aside because of limitations in their use placed upon
them by individuals or agencies outside of the mem-

bership or board of the PTA. Legally, the funds
must be used in accordance with the wishes of the
donor or the advertised purpose of the special event
that brought in the associated income.

Designated Funds - are established when the PTA
adopts/approves a motion to set aside funds for a spe-
cific purpose. Many PTAs identify projects where it
will be necessary to accumulate funds over a period
of time in order to fund the project (usually extending
beyond two [2] years). When this happens, it is rec-
ommended that the PTA establish a “Designated
Fund”.

As part of the motion, there should be a statement
on how those funds will be raised.

Example 1:  “I move that the Sample PTA designate and
accumulate funds to be used for

Example 2:  “I move that the Sample PTA designate and
accumulate funds to be used for
An annual activity shall be designated for purposes
of raising these funds.”

Example 3:  “I move that the Sample PTA designate and
accumulate funds to be used for .
Fifty percent (50%) of the year-end carry forward
shall be used for this purpose.”

Example 4:  “I move that the Sample PTA designate
funds to be used for . The Board
of Directors shall annually establish an amount to
be transferred from the general fund for this
purpose.

Once the “Designated Fund” is established,
those funds may be used ONLY for the purpose
stated in the motion.

A designated fund can be created by a vote of
the general membership or the board of directors.

Designated Fund for
(project name)

BALANCE ON HAND

331/ 4,678.00
INCOME

Book Sale 150.00

Donations 25.00

Int. Earned 8.36
TOTAL INCOME 183.36
EXPENSES:
TOTAL EXPENSE .00
BALANCE ON HAND

4/30/ 4,861.36
Voted by Sample PTA
membership on 10/27/
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Modifications or eliminations to that designated
fund must be voted on by the same group that cre-
ated it. For example, if the general membership
created the designated fund, they are the only ones
that can vote to change it.

Designated Fund and Restricted Funds and
activity are reported as part of the monthly and
annual financial reports. A restricted funds report
could appear as shown on the prior page.

ANNUAL REPORTS
At the conclusion of the fiscal year (June 30th),
the treasurer should prepare an annual financial
report. The report should show:

o All the actual income for the entire year.

o All the actual expenses for the entire year.

e The year’s budgeted income and expense
amounts.

e The variance between the actual amounts and
the budgeted amounts.

The annual financial report is very important for

several reasons:

1. It provides the PTA’s financial review commit-
tee with important information to help it com-
plete its task.

2. It provides the PTA leaders with an extremely
good tool to evaluate the actual performance of
the PTA against the plan (the budget) that was
developed.

3. It provides a valuable tool for developing future
budgets.

An Annual Financial Report sample can be found

in the appendix of this publication.

WORKING WITH COMMITTEE CHAIRS
The treasurer and various chairs must work
closely together to see that funds of the PTA are
promptly and properly deposited into the PTA’s
bank account.

MEMBERSHIP CHAIR

The membership chair should give membership
fees to the treasurer at frequent intervals.

Membership fees should be carefully reconciled
by the treasurer and membership chair, since no
refunds will be made by the WSPTA after remit-
tance. The treasurer should issue a receipt to the
chair for the amount of fees being turned in. This
receipt safeguards both parties. It also provides an
excellent audit trail which enables the financial
review committee to verify the proper administra-
tion of those fees.

FUNDRAISING CHAIR

Fundraising is one way the PTA can pay for its pro-
grams, projects and activities.

As with any activity where funds are involved, the
treasurer and the fundraising chair must work together
to see that the funds are pro