[image: image1.wmf]  The treasurer is responsible for ensuring that the PTA’s finances are handled properly.  The treasurer reports to the President and is a member of the Executive Committee and Board of Directors.  The Ways and Means Chair reports to the treasurer.
Treasurer’s Duties
· Provide the President with weekly status of the PTA finances.

· Review bylaws and relating to dues and finance.
· Attend all meetings and serve as an active participant on the Executive Committee/Board of Directors.
· Attend training workshops for treasurers.
· Properly receive, deposit, and disburse funds. 
· Maintain financial records as specified in the Records Retention Timetable.
· Submit written reports at all general and board PTA meetings.
· Chair the budget committee and assist in the formulation of the local unit's budget for the fiscal year.  Fully understand the elements of the budget so as to be able to explain each line item to the General Membership.
· Pay, by check only, all financial obligations of the PTA as authorized by the bylaws, board of directors, or the membership.
· Forward the state and national portions of the membership dues to the MD PTA by the first of each month.
· Work with the Membership chair and Special Projects Chair to coordinate safe handling of all funds.
· Preserve all vouchers, receipts, bank statements, canceled checks, and other records and submit to the auditor or auditing committee, board of directors, or membership when requested.
· Deliver to the successor, all books and records, including historical records, promptly at the conclusion of the term.
· Ensuring the proper filing of state and federal taxes.
Treasurer Standard Operating Procedures (SOP)
The treasurer has resources to use in performing the assigned duties:
· National Resources

· PTA Money Matters Quick Reference Guide
· http://www.pta.org/
· Maryland Resources

· Cash Encounters

· http://www.mdpta.org/
Keeping accurate records
Financial Book

1. Maintain the Financial Book.  It contains the following:

· Current approved budget

· Blank Request for Advance sheets (Gold)

· Blank Request for Reimbursement sheets (Blue)

· Blank Disbursement sheets (Pink)

· Blank PTA Cash Verification sheets

· Copy of audit reports

· Copy of signatories

· Certificate of Insurance (liability & bonding)

· Monthly tabs.  Each month should contain the following:
· Treasurer’s Reports (Board and General Meetings)

· Meeting agendas and minutes

· Bank Statement

· Deposit receipts

· Requests for Advance and Reimbursement 

· Disbursement Sheets 

2. Financial Book should be tabbed by month.
3. Keep all receipts attached to the corresponding disbursement, advance, or reimbursement sheet.  

Check Register & Electronic Ledger
The check register is similar to your personal check register.  The electronic ledger is an electronic spreadsheet that allows you to account for all transactions and generates your financial reports.
1. Record all transactions in the check register and the electronic ledger.

2. Reconcile the check register and the electronic ledger with each transaction.
PTA Financial Management Checklist

You must annually complete the PTA Financial Management Checklist located in the PTA Money Matters Quick-Reference Guide, and file it with the audit as a part of the official files.

Bank Reconciliation
1. Reconcile the bank statement within a week of receipt using the corresponding month’s “Bank Rec”.  This means to compare the bank statement to the check register & electronic ledger.  

2. Record any corporate rebates amount earned in the check register under the “Deposits” section.

3. Record the amount earned in the electronic ledger in the “Receipts” section.

4. Record the same amount from the “Receipts” section in the “Corporate Rebate” column.  

5. Record any bank fees (service charges) in the check register under the “Other Transactions” section.

6. Record the amount in the electronic ledger in the “Disbursements” section.

7. Record the same amount from the “Bank Fees” column.  

8. File bank statement in the Financial Book.
9. The check register & electronic ledger balances and the bank statement should be the same, minus any outstanding checks.
Transactions
Disbursing Funds

You will be asked to disburse funds for the following reasons:
· Make a payment.
· A board member may request funds for activities related to their board position.  These requests will be for duty-related expenses that board members have incurred (Request for Reimbursement) or are expected to incur (Request for Advance) for the purchase of office supplies, postage, etc.  

· A Committee Chair requests funds for a budgeted event, activity, program.  Only Committee Chairs can request funds for committee events, activities, and programs.  .  These requests will be for duty-related expenses that board members have incurred (Request for Reimbursement) or are expected to incur (Request for Advance) for the purchase of committee supplies for the event, activity, or program.
· Teacher requests funds for a budgeted school initiative in the form of an advance or reimbursement.
When you disburse funds for one of the above reasons, follow the procedures below.

Making a Payment

1. Ensure that the payment is in the approved budget.

2. Complete the pink disbursement sheet.

3. Attach the original invoice to the disbursement sheet.

4. Write the check for the amount on the invoice.  You can only be paid by check.
5. Record the disbursement in the check register.

6. Obtain the 2nd signature from one of your other signatories.

7. Record the disbursement in the electronic ledger.

8. File the disbursement sheet and the invoice behind the month in which the transaction occurred.

9. Make the payment.

Disbursing Funds for Requests for Advance

1. Review the Request for Advance sheet that the board member, committee chair, or teacher submits.

2. Ensure that the amount requested is within the budget allowance for the line item.

3. Write the check for the amount requested, unless it exceeds the budget allowance.  In those instances, only write the check for the amount that was approved per the budget.

4. Update the check register.

5.  Complete the PTA portion of the sheet by recording the following:
a. the General Membership “Meeting Date in which the budget line was approved
b. approve or disapprove the amount (cannot exceed the budget line item amount)
c. check number from the check you are issuing
d. list the budget line item

e. President’s signature and date

f. Your signature and date

6. Obtain the signature of the person receiving the advance.

7. Record the amount disbursed in the electronic ledger in the “Disbursements” section.

8. Record the same amount into the corresponding budget line item column.  This section tracks your disbursements by budget line item.

9. File the Request for Advance in the Financial Book.

10. Record the amount in the corresponding budget line item in the Advance Tracker.  
11. At each Board Meeting, request a status of the funds advanced.  The person who requested the advance must provide you with original receipts to account for how the money has been spent.

12. Attach all receipts to the Request for Advance filed in the Financial Book.

13. The requestor must provide you with a check for all monies not spent at the conclusion of the event, activity, or program.  This is called an adjustment.

14. Record the adjustment in the check register.  

15. Record the adjustment in the electronic the “Receipts” section.

16. Record the same amount into the corresponding budget line item column as a negative number.  This shows that money was unused and returned.

17. Record the adjustment in the corresponding budget line item in the Advance Tracker.  

Disbursing Funds for Requests for Reimbursements

1. Review the Request for Reimbursement sheet that the board member, committee chair, or teacher submits.  Receipts must be provided.

2. Recalculate the amount requested using the receipt(s).

3. Ensure that the amount requested is within the budget allowance for the line item.

4. Write the check for the amount requested, unless it exceeds the budget allowance.  In those instances, only write the check for the amount that was approved per the budget.

5. Update the check register.

6. Complete the PTA portion of the sheet by recording the following:

a. the General Membership “Meeting Date in which the budget line was approved

b. the approved amount (cannot exceed the budget line item amount)

c. list the budget line item

d. check number from the check you are issuing

e. President’s signature and date

f. Your signature and date

7. Obtain the signature of the person receiving the reimbursement.

8. Record the amount disbursed in the electronic ledger in the “Disbursements” section.

9. Record the same amount into the corresponding budget line item column.  This section tracks your disbursements by budget line item.

10. File the Request for Reimbursement in the Financial Book.

Receiving Funds
1. Write a receipt to the person giving you money using the Receipt Book.
2. Stamp the check with the “Francis T. Evans PTA For Deposit Only to the, Account#”.

3. Write a deposit slip for the amount.  (There may be times when you will have multiple receipts to deposit.  In those situations, write the deposit slip for the total amount of the deposit.) 

4. Write a duplicate deposit slip or make a copy.  List the budget line that the deposit corresponds to.  This will help you when you update your electronic ledger.

5. Promptly, deposit the money into the bank.

6. Attach the bank receipt to the duplicate deposit slip for your records.

7. Record the amount deposited in the check register under the “Deposits” section.
8. Record the amount deposited in the electronic ledger in the “Receipts” section.

9. Record the same amount from the “Receipts” section in the corresponding budget line item column.  This section tracks your receipts by budget line item.

10. File the deposit slip and bank receipt in the Financial Book.

Financial Reporting
Executive Committee/Board Meetings

1. Prepare written reports for all board meetings.  Written reports must include the following:
· Date of the meeting

· Summary of monthly activities including:

· Business that occurred

· Outstanding Advances

· Transaction details (Receipts & Disbursements)
· Upcoming activities

· Attach the Board Report from the electronic ledger

2. Provide copies for each board member.

General Meetings

1. Prepare written reports for all general membership meetings using the  General Membership Report from the electronic ledger

2. Provide copies for each board member.
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