Baileywick Elementary PTA


MONEY MANAGEMENT POLICY

HANDLING FUNDRAISING RECEIPTS 
· All PTA monies and other assets, including checking accounts, savings accounts, and certificates of deposits, are the property of Baileywick PTA.

· When the PTA is planning a fundraising activity that will involve large amounts of money, the Treasurer shall arrange to deposit the money in the bank as soon after the conclusion of the project as possible.

· When the project is a continuing one (collection of money is over several days or weeks), the money shall be deposited daily into the PTA’s bank account.

· For fundraising activities where large sums of money are collected over a period of time, collection times and banks deposits will be conducted more frequently as determined by the Executive Committee. 

· The chairperson of the fundraising activity is responsible for seeing that the Treasurer receives all revenue immediately after completion of the activity or at other specified intervals.

· All PTA revenue generated by each fundraising activity shall be counted by the chairperson, or her/his designee(s) and checked by a second person for accuracy.

· All monies for each fundraising activity should be reconciled to units of activity (i.e., tickets sold, cups used, etc.) at the discretion of the PTA President.

· All revenue submitted to the Treasurer for deposit must be accompanied by a completed “Funds Received Form.” 

· Prior to the bank deposit of submitted revenue, the Treasurer and another person should count the monies received and sign the Funds Received Form verifying the amount.

· A receipt or copy of the completed and verified Funds Received Form should be given to the Chairperson for her/his record.

· Night deposits and 24-hour banking should be used as needed. When necessary, the Treasurer should contact local police authorities beforehand and request an escort to the bank for safety purposes.

· PTA funds may NEVER be deposited into anyone’s personal account, in the school account, or leave money in the school building or in someone’s home.
· Duplicate deposit slips should be made so that the Treasurer has a copy to retain for the record.

· All money collected should be counted by more than one person for safety purposes.  Always count the money twice.  Complete a “Funds Received” form and submit to Treasurer along with the money.  Separate money collected according to denomination.  Place any checks in order of value.  Roll coins, rubber-band like bills together.  Place counted money (coins and bills) and checks into separate zip-lok bags, marked with the amount of contents on the outside.  Deliver money receipts to PTA Treasurer daily or arrange for Treasurer to pick it up.  It is recommended that you keep a copy of the Funds Received form in your folder and total these up at the end of the school year onto your End of Year Committee Report.

HANDLING FUNDRAISING EXPENDITURES
· To keep accurate records, the Treasurer shall be given itemized bills, sales receipts, etc. from the fundraising to pay by check. These expenses must never be paid with the cash from the activity.

· If cash box change is needed for an activity, a written request accompanied by a Check Request form must be submitted to the Treasurer at least five (5) business days prior to the activity.

· The Treasurer must never give a check for cash or cash itself to any officer or committee chairperson to be used for supplies or other purchases for any activity.

· A completed Check Request form, with receipts/invoices attached, shall be submitted for each check written.

· All completed Check Request forms must be authorized by the PTA President or Vice President and Treasurer prior to writing checks.

· Only Check Requests for budgeted items will be approved for remittance.

FUNDRAISING REPORTING PROCEDURE
· The Treasurer or fundraising chair shall complete a detailed report of the receipts and expenditures and the profit from the fundraising project within one week after conclusion of the activity.

· This report shall be presented to the Board/Executive Committee and the membership at the Business Meeting following the activity.

· All money deposited in the PTA account will be considered PTA funds by the IRS and must be reported as such. A PTA must never deposit school or school-related money in its account.

PTA FUNDS vs. PUBLIC MONIES
· If a PTA sponsors a project or program in cooperation with the school, all funds shall be accounted for and separated prior to the immediate deposit of the PTA portion into the PTA bank account.

FEDERAL REQUIREMENTS

· Baileywick Elementary PTA is classified as tax exempt 501(c)(3) Public Charities under the Internal Revenue Code (IRC).

· It is very important that the PTA does not jeopardize its favorable tax exempt status. It must not violate certain restrictions that apply to its 501(c)(3) classification.

· A PTA as a 501(c)(3) must be organized and operated exclusively for charitable, educational, or scientific purposes (mission as defined in Bylaws).

· PTA resources and funds cannot be used for the private benefit of any officer (private inurement).

· It cannot engage in any political activity. Organizations that are classified 501(c) (3) are forbidden to support candidates for public office.

· Every PTA must acquire an IRS Employer Identification Number (EIN). This number is part of the permanent record of the PTA unit and must be on file in the NC PTA office. This number should also be used for bank accounts and is required for filing the IRS Form 990.

· PTA fundraising activities are exempt from federal income taxes when:

1. They are conducted only once per year, OR

2. 85% of the work of the activity is conducted by volunteers, OR

3. They consist of selling donated merchandise (e.g., a silent auction or live auction of donated merchandise).

· A PTA must not provide perks, payment, or extra benefits to officers or special members of its organization. If this happens, the IRS may consider it an excess benefit transaction, and the individual receiving the benefit, as well as the person who approved the benefit, may be liable for tax penalties.

· The IRS may consider it an excess benefit transaction if a PTA provides a benefit that exceeds what would be considered reasonable compensation as consideration for service to an officer or person associated with the PTA.

MEMBERSHIP DUES
· The Treasurer and the Membership Chair shall work together to forward the state and national portion of the dues to the NC PTA office on a monthly basis.

· Dues should not be held at the local unit level for long periods of time.

· The state and national portions of dues do not belong to the local PTA and are never recorded as part of the PTA unit income, but they should be recorded as accounts payable within the financial records.

BONDING/INSURANCE
· The PTA will secure a fidelity bond each year. It is in the best interest of the PTA for the Treasurer, other officers, and all other individuals authorized to handle funds and securities of the organization to be covered by a fidelity bond in the amount determined by the Executive Committee.

· The expense of such insurance is borne by the PTA.

