MARY ORR INTERMEDIATE PTA FINANCIAL PROCEDURES


The following financial procedures should be followed by all PTA Board members:


General:

· Use proper PTA forms for all financial matters.  These consist of the Money Verification/Itemized Deposit Form and the Reimbursement/Check Request Form.  All forms were modified in August 2006.  Copies are available in the PTA filing cabinet in the workroom and were emailed to the board as well.  You may contact the Treasurer for additional copies.
Purchases and Check Requests:

· When you need to make a PTA purchase or request a 3rd party check, check your budget and expenses to date to assure the availability of funds to cover the expense.  Expenses in excess of the most current budgeted amount will not be paid without an approved budget amendment.
· PTA is a non-profit organization and purchases are not taxable.  You will need to purchase items as tax-exempt from places where we have tax-exempt cards (Wal-Mart, Staples, Sams) or utilize our Tax Exempt Verification form (located in our filing cabinet) for making purchases.  Contact the President or Treasurer to use the tax-exempt cards or if you have questions on purchases.  If you purchase items and pay tax, the tax amount must be excluded from the amount of your reimbursement request.
· Reimbursement forms must be signed by the chairman of the area to which the expense will be charged.  For example, if the Concessions Chairman is shopping for concession items and also purchases items for field day, the Field Day Chairman must also sign the form acknowledging their approval of the expense to field day.  Alternatively, an email approval from the appropriate chairman could be attached to the reimbursement form with “email attached” noted in the chairman approval blank.
· Reimbursement/Check Request Forms should be submitted promptly.  Upon proper completion of the form, attach all receipts (or invoices in the case of 3rd party check requests) and place the request in the Treasurer’s folder.  Alternatively, you may call the Treasurer to arrange request delivery.  Please allow an average of 48 hours for check issuance since the Treasurer and President both must approve all expenses and all checks require two signatures.  Once you have submitted a reimbursement/check request, check your folder consistently to retrieve the check, unless other delivery arrangements have been made.  Please Note:  If you have not received your check or had contact from the President or Treasurer within 3 days of placing the request in the Treasurer’s folder, contact the Treasurer to make sure the request was received for processing.
Receipt of Funds/Deposits:

· Checks for deposit MUST BE made payable to MOIS PTA.

· ALL Deposit Vouchers MUST BE signed by two Board members.  An excel spreadsheet or a tape must be attached to all deposit forms verifying the amount of the deposit (cash and checks).  A sample spreadsheet was emailed to the board in August and is also attached to the sample deposit form in the PTA cabinet.
· Deposit Verification Forms should be promptly completed and delivered to the treasurer.  Contact the treasurer to make arrangements. Please do not place deposits in the PTA folders at school. 
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