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North Windy Ridge PTO 

Financial Policies and Procedures 

 
PTO funds are intended to benefit the students through the enhancement of school programs and activities.   

The PTO Executive Board is the guardian of these funds and has an obligation to see that they are protected 

and used wisely.  It is very important that these guidelines are followed. 

 

Budget: 

 

1. Money raised shall be spent as specified in the approved budget.  Any additional expenditure must be 

approved by the Executive Board prior to any money being spent. 

2. If you have budgetary problems, let the Treasurer know as soon as possible. 

3. Amendments or adjustments may be made to the budget by the Treasurer upon approval by the 

Executive Board. 

4. PTO Board members have the obligation to be conservative in the use of PTO funds. 

 

Banking/Financial Statements/Tax Filing: 

 

1. Bank Signature Cards will be updated annually at the beginning of the new Board term (July 1). 

2. The President, Treasurer, Secretary and Hospitality (debit card holder) will have signing authority. 

3. Bank statements will be mailed to NWR, not an individual’s home address.  The bank statements will be 

reviewed monthly and signed by the Vice President or other member without signing authority.  The 

bank accounts will be reconciled monthly by the Treasurer.  Bank statements will be kept in a binder for 

reference.  

4. Bank statement for Hospitality is not PTO’s responsibility and should be placed in the box of the staff 

member in charge. 

5. Financial Statements will be prepared on a monthly basis through QuickBooks.  These will include a 

Balance Sheet and a Profit & Loss Budget vs. Actual.  A Profit & Loss by Class report will be generated 

as needed to track fundraising activity.  A copy of the statements will be kept in a binder for reference. 

6. QuickBooks will be backed up at least monthly onto the PTO’s USB drive. 

7. Tax filings are due November 15
th
 each year.  These are to be prepared and filed annually by the current 

Treasurer. 

8. The bank accounts (in total) shall maintain a balance of no less than $3,000 at the end of the fiscal year.  

This reserve is necessary to ensure adequate cash is available at the start of each fiscal year. 

 

Disbursements: 

 

1. Voided checks should be stamped “Void” and kept with the checkbook. 

2. Reimbursement checks should not be signed by the same officer requesting reimbursement. 

3. All check requests/reimbursements require completion of the “Reimbursement/Payment Form” along 

with original receipts or invoices. 

4. The “Reimbursement/Payment Form” will be reviewed and signed by the Treasurer.  If the Treasurer is 

requesting reimbursement, another officer will review and sign the form.  

5. Receipts submitted for reimbursement should not contain personal items.  If this occurs, the request will 

be returned for corrections. 

6. Blank signed checks will not be issued for any reason. 

7. No cash reimbursements or cash payments of any kind are allowed. 

8. Requests (excluding Teacher Allotments – see next section) should be made within 14 days of the 

activity/event.  Please allow 1 week for processing.  If the request is time sensitive, contact the 

Treasurer. 
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9. The “Reimbursement/Payment Form” will be compared to the available budget line item prior to 

reimbursement to ensure budget adherence. 

10. All requests (excluding Teacher Allotments – see next section) must be submitted by May 31
st
 to allow 

adequate time for processing.  Exceptions will be permitted for end-of-year events or on a case-by-case 

basis. 

11. No reimbursements for the current fiscal year will be made after the last day of the corresponding school 

year.  Exceptions will be permitted on a case-by-case basis. 

12. Checks outstanding for 90 days will be null and void. 

 

Teacher Allotments: 

 

1. Teachers will be notified at the beginning of the school year of their budgeted allotment by the NWR 

Head Secretary. 

2. Teachers will also receive a current copy of the “Reimbursement/Payment Form” in the notification 

from the NWR Head Secretary.  Completion of this form is required.  If needed, additional copies will 

be available in the NWR Head Secretary’s office and in the PTO box.   

3. Deadline for completion of the “Reimbursement/Payment Form” will be set by the current Treasurer and 

communicated to the NWR Head Secretary to be included in teacher notifications. 

4. The “Reimbursement/Payment Form” will be compared to the available budget line item prior to 

reimbursement to ensure budget adherence. 

 

Deposits: 

 

1. All PTO funds must be counted with at least 2 people present.  Each person should sign and date the 

“Deposit Notice Form.”  The only exception being planner money which will be counted, noted, and 

signed by the teacher and turned in for separate counting by the Treasurer.  Any discrepancies will be 

addressed with the teacher. 

2. A deposit slip should be filled out according to the signed “Deposit Notice Form.”  

3. Checks should be stamped “For Deposit Only.” 

4. After the deposit, the bank receipt should be stapled to the “Deposit Notice Form.” 

5. No money should leave the school unless it is being deposited. 

 

Cash Box Requests: 

 

1. If a cash box is needed for an event or fundraiser, Treasurer should be notified via phone or email. 

2. Completion of the “Cash Box Request Form” is required.  This form should be completed and returned 

to the Treasurer at least two (2) business days prior to the event start. 

3. Cash box pick up or drop off should be arranged with the Treasurer. 

4. Upon completion of the event or fundraiser, complete a “Deposit Notice Form” as outlined in 

“Deposits” section above.  Additionally, please note that initial cash box funds are included in totals 

when completing “Deposit Notice Form.” 

5. Cash box and “Deposit Notice Form” are to be returned to Treasurer for deposit.  If the Treasurer is not 

available, cash box and form should be locked in an agreed upon location at NWR until a deposit can be 

made. 

 

Returned Checks: 

 

1. If a check is returned unpaid, the writer will be notified via phone call or letter. 

2. The writer must pay the service and/or bank charges and the original amount owed.  This payment must 

be made with cash or money order. 

3. Merchandise will be withheld until payment is made. 
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4. Check writing privileges will be revoked from persons who have previously written bad checks and not 

made restitution in a timely manner.  The Treasurer will send a letter to the individual stating this policy.   

5. If an individual has two checks returned for insufficient funds within the same school year (including 

those for which repayment has been received), check writing privileges will be revoked.  The Treasurer 

will send a letter to the individual stating this policy. 

6. Names of individuals with revoked privileges will be added to a Returned Check List maintained by the 

Treasurer.  This list will be provided to all that receive, or may receive, PTO check payments.  

 

Debit Cards: 
 

1. PTO officers may be provided with a debit card.  This card is to be used exclusively for PTO purchases. 

2. Reimbursement is preferred over debit card usage.  Therefore, debit cards should only be used for 

purchases over $50 or as approved on a case-by-case basis.   

3. All debit card purchases require the completion of the “Debit Card Record Form” along with original 

receipts. 

4. The “Debit Card Record Form” will be reviewed and signed by the Treasurer.  If the debit purchase is 

made by the Treasurer, the form should be reviewed and signed by another officer. 

5. The “Debit Card Record Form” should be completed within 14 days of the event/activity. 

6. Failure to comply with these policies or submit receipts in a timely manner can result in the revocation 

of debit card privileges. 

 

Credit Cards: 

 

1. Credit cards can be accepted as payment at PTO events via PayPal Here card reader or other card reader 

if new service provider is obtained. 

2. Use of the card readers must be granted by the President prior to use. 

3. Funds will be transferred by the Treasurer to the PTO checking account up to any limits set by PayPal or 

other service provider.   

4. The Treasurer will print a sales report and/or transaction detail for documentation of transfers and record 

of individual sales.   

 

Contributions: 

 

1. Donors who contribute $250 or more in a single transaction (cash or non-cash) will be provided a 

written acknowledgment of the donation. 

2. Donors who contribute less than $250 in a single transaction will be provided a written acknowledgment 

upon request. 

3. Written acknowledgments will be issued by the President or Treasurer.  The letters will comply with 

IRS substantiation requirements (see IRS Publication 1771). 

4. Letters should be issued within the same month as the receipt of the donation, if possible. 

5. An electronic copy of each acknowledgment will be kept on the PTO’s USB drive. 

6. Donors should provide pertinent information needed for written acknowledgments such as donor name 

and contact information. 
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NOTE: 

 

All forms referenced in this document will be color coded as outlined below.  Copies will be available in the 

PTO box in the office or an agreed upon future location.  If have questions regarding forms, please contact the 

Treasurer. 

 

Reimbursement/Payment Form = white 

Deposit Notice Form = green 

Cash Box Request Form = yellow 

Debit Card Record Form = blue 

 

 

 

Approved: 
 

Date: October 2, 2014 

 

  


