
Allen Elementary PTA

Guidelines for Chairmen on Money Matters
August 26, 2010
Spending Your Committee’s Money
· You can only spend money which is included in the current budget, as approved by the Board and the Membership. Be sure to keep a page in your binder which tracks your approved budget, less any expenditures, so you have a running tally of your available funds.
· If you anticipate needing more money, you must have a budget amendment approved by the Board and the Membership before you spend it.  Approval takes place at the monthly Board and General PTA meetings, so you will need to plan accordingly.

Reimbursements (Checks Written to Chairmen or Committee Members)
· To request reimbursement for items which you or a committee member paid for on the PTA’s behalf, first complete all sections of a Check Request Form (included in this packet).  Attach all receipts and obtain the appropriate signatures from the Requester and any Chairman whose budget is affected.  

· If the receipts are on thermographic paper, please attach photocopies of them instead of originals, since the originals will fade and not meet record-keeping requirements in an audit.

· Do not pay sales tax. State PTA rules dictate that we cannot reimburse for sales tax. Please be sure to give vendors a copy of the State of Texas Sales Tax Exemption Certificate so that they do not include sales tax on the invoice. If you are buying items for which you will request reimbursement, present the certificate at the store before you buy the items so that you are not charged sales tax.

·  At least 3 – 5 days before you need the check, deliver the Check Request Form and receipts to the President. She will review, sign, and forward to the Treasurer.  The Treasurer will then review, write the check, obtain the required second signature on the check, and provide it to you. 
· Any incomplete or incorrect documentation will be returned to you for correction, which will slow down the reimbursement process. So please double-check everything before you submit it, to make things easier on all of us!
· You should never reimburse a committee member with cash-on-hand for items purchased for your committee.  State PTA rules require that all reimbursements must be made by check, after the voucher and corresponding receipts have been submitted. This ensures a sufficient audit trail which protects the parties involved in case of error or fraud.
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Disbursements (Checks Written to Vendors)
· To obtain a check for a vendor, the Chairman should complete all sections of the Check Request Form and attach the appropriate invoices, contracts (signed by the President), and any other documentation to support the expenditure. Sign the form on the Chairman line and deliver to the President. She will review, sign, and forward to the Treasurer, who will then review, write the check, obtain the second signature on the check and provide it to you.

Start-Up Cash (for providing change at events)
· To obtain start-up cash (e.g., for providing change when selling items for Spirit Wear), fill out a Check Request Form for the amount you need.  Obtain a signature from the President, who will forward the voucher to the Treasurer. The Treasurer will write a check made out to you, which you can then take to any bank and cash for the specific bills and coins you need.  These funds will be re-deposited at the same time as the funds taken in from the event’s sales (but in a separate deposit transaction, on a separate Deposit Form).
Collecting Funds and Submitting to Treasurer

When collecting cash or checks that will be deposited into the PTA bank account:

· Please review all checks to ensure them are made out to Allen Elementary PTA, filled out completely, signed, and not post-dated.
· Only accept checks for the amount due. Do NOT accept the check or give change if a check is written for a higher amount.

· Whenever checks are being accepted, we must post a notice about the fee we charge for returned checks (included in this packet).
· Complete a Deposit Form (included in this packet).  List all checks on the form and add up the total dollar amount; include an adding machine tape of the total if possible. Cash should be counted and listed as instructed on the form. 

· Remember that any start-up cash you obtained before the event must be reflected on a separate Deposit Form from the cash or checks you received from the event itself.

· PLEASE DO NOT staple checks or cash to each other or to the Deposit Form. (Paper clips are fine, but please, no staples!)
· Once you have completed the form, you must have a second PTA member (unrelated to you) count the funds and verify the total being submitted.  After the two counters have signed the form, it should be provided to the Treasurer, who will count it a third time (in their presence) and deposit it into the bank account. 
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