PTA Financial
Management

We have an App for that




Congratulations

You are a....
BOD

CFO

NPM

PE

CADV

PTA HERO




Mission and Values

» A powerful voice for all children

» A relevant resource for families and
communities

» A strong advocate for the education and well
being of every child

PTA Vision
Making every child’s potential a reality




Finance Mission

It is all about the children and youth

Ensure that all the money is spent on the PTA activities that
support the mission and vision

Remember the money is not yours!

It belongs to the PTA and you must act in good stewardship
when deciding how to use the funds




Raise your right hand and
repeat after me

* | promise to uphold the PTA mission

| promise to the best of my abilities to be a good PTA member

| promise to uphold my legal duties to the PTA

| promise to know the bylaws and work to keep my PTA
compliant

| promise to be ethical in my work

| promise to balance my PTA and family life

| promise to enjoy my work

| promise to value my work as a volunteer

| promise to never forget it is about the children!

Clap, clap, clap....




PTAisa 501]c|3

> Benefits

» Responsibilities
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1.The duty of care

2. The duty of loyalty

3.The duty to manage
accounts

4.The duty of

RS compliance
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Before Taking Office
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Be sure that the books have been audited before
accepting them. Submit your PTA’s Financial
Review online by August 315t of each year to
remain a PTA in “Good Standing” .

Become familiar with duties outlined in the
bylaws.

Secure the signatures of new officers authorized
to sign checks and file with your bank.

Secure Bonding and Liability Insurance.




Treasurer Toolbox

Ledger

A copy of the Budget

Bank statements and cancelled checks
Receipts & Vouchers

Checkbook

Meeting Minutes

» Other important papers:
A copy of bylaws

Copies of Form 990 (IRS)
Employer Identification Number
State Tax information

10 years of Audits

7 years of unit financial activity

3 years of budgets




Section 6.10 Treasurer. The Treasurer shall:

» Collect, deposit and maintain all funds of this
local PTA in approved depositories (including,
but not limited to, all monies collected as local
dues, raised in PTA activities, received as
contributions, or otherwise acquired);

» Disburse funds in accordance with the annual
budget adopted by this local PTA, and maintain
records identifying the purpose and payee of all
disbursements;

» Maintain a current record of income,
expenditures, assets and liabilities of this local
PTA, and make all financial records available for
inspection and review by the audit committee;

Present a financial report of income and
4cHl 5JKL  BMNO .
. Tremryves expenses at each meeting of the general
* 04 # membership and the board of directors, which
report shall compare current income and
expenditures to the approved budget;
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» Remit dues to NCPTA in accordance with
Article 5 of these bylaws and the current
NCPTA good standing requirements;

> Prepare a year-end financial report by June
30 showing the total income and
expenditures for the fiscal year, comparing
those figures with the budget approved at
the beginning of the fiscal year, and the
assets and liabilities of the local PTA, and
submit that report to the incoming president,
treasurer and audit committee;

> File all required tax forms and reports in a
timely manner, including but not limited to
tax returns for the previous fiscal year, and
submit copies of all such filings to the
secretary of this local PTA;

1% 280 3 DEF > At the end of his/her term, transfer all
dcHl 5K 6 MNO financial records to the audit committee by
TPORS BTUV 9 WXYZ July 1; and _ _

* 04 i > Provide assistance to the audit committee

upon request.




Bylaws - Section 11.4
Annual budget. The officers
shall prepare a proposec
annual budget which, following
approval by the board, shall be
considered and adopted at the
first general membership
meeting of the fiscal year.
Amendments to the budget
may be considered and

1%*  2a8C 3 OEF adopted at regular or special
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Money and Checks

Bylaws - Section 11.5 Checks. All bills of this local
PTA shall be paid by check. Checks must be signed by
two of no more than four officers authorized by the
board of directors to sign checks, except that none of
these officers so authorized shall be related, and at least
one of these authorized officers shall be the Treasurer.
The signing of blank checks is prohibited.

No school employee should have signature authority on
PTA checks unless they are a duly elected PTA officer.

The PTA can’t ‘give ‘money to the school or any person or
organization without a specific use for the money. The
IRS and your members hold the PTA accountable for the
use of that money.




NSF/Bad Checks

Must have check return policy on all PTA materials
May charge the maximum allowed by law in fees

If your PTA receives a bad check (NSF)

Contact the person who wrote the check asking
that funds be made available

Contact the bank the check is drawn against and
they can tell you if and when money is available.

Consider going to the bank the check is drawn
against and getting a tellers check.




Banking
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» Caution when using
electronic banking
» Establish a policy and
consequences
» Do not use Credit cards,
Debit Cards or Other
Banking Cards
1. Too difficult to track
two sighatures
2. Too easy to empty an
entire account




Membership Income

The state and national portions of the dues do not belong
to the unit and are never recorded as part of local PTA
income. In accordance with the bylaws, this money
must be sent into the State PTA Office by the 15t of
each month and, therefore, is not a budgetary item.
These funds should be shown as receipts and
disbursements not belonging to the PTA on each
Financial Report.

To solicit memberships and then fail to forward
State and National is a serious mistake.

NCPTA's membership year begins July 1 and ends June 30.

Membership payments received after June 30t are
credited to the next membership year.




Fundraising

»The primary emphasis in PTA should be focused upon
the promotion of the Mission. The real working
capital of a PTA lies in its members, not in its
I1;|_‘|%asury. Fundraising is not a primary function of the

» Children should never be exploited or used as fund-
raisers. K-6 students are not allowed to solicit or
sell door-to door in any fund-raising activity.

»>The "3tol” rule

The PTA only hold the number of fundraisers needed to
meet their budget (and not vise/versa).

»Fundraising income category should be kept separate
from fundraising expenses.

»Contracts
»Umstead Act NC General Statute Section 66-58[a]




Receipts

- Receipt all transactions.
Membership money
Fundraisers
Donations
Petty cash

» Two people should always count the money.

- Never deposit PTA funds in a personal account or a
school account.

School funds are public monies and PTA funds are private
monies.

- Never “pass” school money through a PTA account.

This adds to your gross receipts and could have filing
consequences with the IRS.




To be or not to be?

Protects individual officers of the
PTA financially from any personal
liability in the event the PTA is sued
or cannot pay its bills.

Incorporation forms for nonprofit
associations are available from the
NCPTA state office or:

NC Secretary of State
PO Box 29622
Raleigh NC 27626-0622
158 2n8C 3 OEF 919-807-2225

4GHI 5JKL B MNO _
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0+ K




1%2  2ABC 3 DEF

4GHI 5 UKL
T PORS B TUV
* 0 +

6 MNO
9 wxyz

1

Fidelity bonding insurance
Protects the PTAs money from theft.
The Treasurer and other officers are
covered if:
1) An annual audit has been
conducted and
2) Checks are signed by two
persons

General liability insurance
Covers all routine activities of your
PTA e.g. general meetings, spring
festivals, skating parties, etc.
Covers bodily injury, property
damage, hazards, libel/slander.
Many School Systems require
proof of insurance to use facilities.




You need a Sales and Use Tax Account

How can | obtain a sales and use tax number?

To obtain a sales and use tax account number you must submit a completed
Business Registration Application, Form NC-BR. The form can be submitted by
mailed to: N. C. Department of Revenue, Post Office Box 25000, Raleigh, N. C.
27640. You may obtain the Form NC-BR online, by mail, or by contacting the
Taxpayer Assistance and Collection Center at 1-877-252-3052 (toll free). After your
application is processed, you will be mailed information concerning your Sales and
Use Tax Account ID and pre-printed forms on which to report your sales and use
tax and submit with your payment. The Department will also mail a Certificate

of Registration that is required to be displayed at your place of business.

How long does it take to get a sales tax number?
It may take up to four weeks. Sales tax numbers cannot be obtained over the
telephone.




Sales Tax Refund

Purchases not exempt, but sales tax paid on direct purchases
by nonprofit hospitals, educational institutions, churches,
orphanages, and other charitable or religious institutions and
qualified retirement facilities are subject to semiannual refund.

Claims for refund of taxes paid during the first six months of the
calendar year are due to be filed by October 15 of that year.
Claims for refund of taxes paid during the last six months of the
calendar year are due to be filed by April 15 of the following
year.

NC Department of Revenue
http://www.dor.state.nc.us/downloads/e585 example.pdf




Tax Filings

Your PTAisa “consumer” when it purchases supplies or equipment that it will

use or %lve to the school. This includes items and equipment for which PTA
writes the check directly to the supplier: office supplies, award certificates and
trophies, computer hardware and software, and playground equipment. The
sales tax paid on these purchases may be refunded twice a year from
the NC Department of Revenue. File form E-585

Your PTAis a “merchant when it purchases merchandise to sell in order to raise
funds. PTAs must have a Merchants License on file with the NC Department of
Revenue and present their vendor with a completed Certificate of Exemption in
order not to be charged sales tax on resalable merchandise. PTAs cannot
claim a refund for sales tax paid on resalable merchandise.

If your unit grosses more than $50,000 (new for 2010 tax year)
Must file IRS-990EZ or 990

Mu% (?ISS 0ﬁle form if the IRS sends the form even if you grossed less than

If your unit grosses less than $50,000 (new for 2010 tax year)
Must file Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt
Organizations not Required To File Form 990 or 990-EZ. Before this law was

enacted, these small organizations were not required to file annually with the
IRS.
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Define in the bylaws as follows:

Section 8.2 Audit Committee.

» The audit committee shall be
composed of no fewer than three
members. Individuals with check
signing authority and their family
members may not serve on the
audit committee, nor may the
outgoing or incoming treasurer.

» The audit committee shall be
responsible for the audits and
financial reviews described in
Article 11 of these bylaws.




Visit www.ncpta.org
frequently for financial
updates

Contact the State Office at

office@ncpta.org if you need
any assistance.

Visit www.pta.org for quick
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