The Galloway School PTO Treasurer Responsibilities

Thank you for volunteering to be The Galloway School PTO Treasurer!  Hopefully this summary will provide all of the information to get started in your new role.

PTO By-Laws
The first source of information for the position should be the PTO By-Laws.  The 2007-08 By-Laws included the following requirements for the treasurer’s position:

A. Attend all meetings of the organization and the Executive Board.

B. Receive all monies of the organization.

C. Keep an accurate record of all receipts and disbursements.

D. Disburse funds as needed for activities, committees, or functions deemed appropriate and payable by the PTO Executive Board.

1. All checks shall have accompanying documentation, such as a receipt or invoice, and a notation in the memo section of the check as reference.

2. When a donation is made directly to The Galloway School, a letter detailing the expected use of the funds shall be submitted with the check. 

E. Maintain a bank account in the name of the organization at an institution approved by the Executive Board.

F. Open new accounts at financial institutions as needed, with the approval of the Executive Board.

G. Prepare a report in writing for each Executive Board meeting and each general business meeting of the organization.

H. All checks written against the organization’s funds for more than $750.00 shall require the signature of two officers.  Only the President, Vice President, Secretary and Treasurer are eligible to sign.

I. Submit a final written financial report by the June Executive Board meeting.  The final written financial report shall include a projected budget for the next year’s Executive Board direction.

In addition to the above requirements, the entire By-Laws document should be reviewed.  Pay particular attention to the requirements in Article X, Fiscal Year and Accounting Policies.
Summary of Roles and Responsibilities
Below I have provided a summary of the responsibilities for the PTO Treasurer position.  I have listed an approximate time commitment with each category.
Meetings (approx. 3 hours/month)
PTO Board and PTO General meetings will be held throughout the year.  Come prepared to discuss account status and provide a summary (handout) of account activity, gifts to school, etc. (reference By-Laws, Treasurer responsibilities A and G).

Deposits/Withdrawals (approx. 3 hours/month)
The volume of deposits will depend on the number and type of fundraising activities.  For example, the Delicious Delights fundraiser brought in approximately 300 checks last year.  The Winter Carnival also brought in about 300 checks.  Checks from each fundraiser will need to be logged on the specific tab for that activity.  The checks will also need to be endorsed (a stamp is available for this).  If a large quantity of checks need depositing, an Excel printout of the checks attached to the deposit slip has been acceptable.  The printout should include the last name on the check, the check number, and the amount.  For account balancing purposes, make separate deposits for each category of fundraiser or activity (i.e. if you have Winter Carnival, Fun Run, and Yearbook checks to deposit, three separate deposit slips should be prepared).  If this is not done, balancing becomes much more difficult.  
Withdrawals from the bank will occasionally need to be made.  Any activity where petty cash is needed, money can be withdrawn from the account.  For example, the police officers who support the Fun Run are usually paid in cash.
VISA gift cards can be obtained from the bank and the money transferred directly from the checking account.  In the past, gift cards have been purchased for fall and spring teacher appreciation gifts, and also for Fun Run awards.

Deposits and withdrawals can be made from any Moody Bank location.  Also, any account additions, adding or removing people from the account, etc., should be made at our “home” branch, which is located on Bay Area east of El Camino.  Some of the smaller branches also have limited supplies of VISA gift cards on hand, so it is a good idea to call ahead.
Account Tracking & Balancing (approx. 2 hours/month)
Account balance tracking methodology is left up to the discretion of the current treasurer.  For the 2006-2008 school years, this information was kept in Excel spreadsheets.  Prior to this, the check transaction ledger was used.  A software package, such as Quicken, may also be implemented.  A recommended alternative to each of these is a software specifically designed for PTO’s (Finance Manager – www.ptotoday.com/manager).  This is not an endorsement of this software, only a recommendation to examine this as an option to assist with financial tracking. 

The current spreadsheet is entitled “PTO budget_2007-08.xls”.  The tab entitled “Account Summary” is the transaction ledger for the checking account.  All transactions are recorded as a single line item on this sheet.  The “PTO Earnings Summary” tab provides a summary of the fundraisers, activities, expenses, and school contributions.  Other tabs list detailed information for each individual PTO activity.  The tab entitled “Proposed Activities for 2008-09” was what last year’s board proposed for the upcoming school year.

The “Account Summary” sheet should be balanced with the checking account on a periodic basis, at least monthly.  Account information is available online if you have set it up (https://www.netteller.com/moodybank/login.cfm).  Once this has been completed, balance each individual fundraiser, activity, and expense sheet with the “Account Summary” sheet.

For other bank needs, such as adding or removing people from the account or adding an additional account, Judy Smith has been our main contact.  She is located at the Moody Bank branch on Bay Area east of El Camino (reference By-Laws, Treasurer responsibilities E and F).

Writing Checks (approx. 1 hour/month)
A receipt, invoice, or other documentation indicating the purchased item is necessary for all checks from The Galloway School PTO.  Note what the check is for in the memo section (reference By-Laws, Treasurer responsibility D1).  A Reimbursement Form has been used in the past, but it is not required.  An e-mail or a hand-written note along with any receipts is sufficient documentation (reference By-Laws, Treasurer responsibility C).  Record the check number on receipts.

The PTO Treasurer has authority to write checks up to $750.  For amounts over this, another PTO Board member who is also on the bank account must also sign the check (reference By-Laws, Treasurer responsibility H).

Any checks written directly to the school should be accompanied by a letter of intent for the funds, unless the check is written as a reimbursement for a payment already made.  For the 2007-08 school year, all checks for PTO contributions to the school were either paid directly to the vendor, or paid to the school as a reimbursement.  No checks were written directly to the school prior to the school paying for them.  Therefore, the letter of intent was not needed.  A template (Word document) is available for this letter to accompany the check, if this should ever become necessary (reference By-Laws, Treasurer responsibility D2).

Communication (approx. 3 hours/month)

It is quite common to spend several hours a month communicating with other people concerning PTO activities.  The most common communications are with: (1) the other PTO Board members; (2) PTO Committee chairs; and (3) Kristin Anderson, who is the school’s business/finance manager.

501(c)(3) Requirements (varying time commitment)

In 2007, the Galloway School PTO officially became an independent 501(c)(3) organization.  There are certain (new) requirements that we must follow.  First, we will owe some state income tax.  An external CPA will need to provide assistance with this.  Second, we need to file an annual form, which will be due October 15 of every year.  I believe the IRS Form 990 (http://www.irs.gov/pub/irs-pdf/f990.pdf) is the form we need to file (it looks like we are just missing the $100,000 gross receipts cutoff for the 990 EZ form).  However, just as with the state income tax issue, assistance from a CPA familiar with non-profit organizations is recommended.  A good starting point for information can be found on the IRS website at http://www.irs.gov/charities/charitable/article/0,,id=122670,00.html.
