
2017 – 2018  
PTO Chairperson(s) 
Financial Guidelines 

 
Thank you for volunteering to serve as Chairperson(s).  This document was developed to make the process of 
collecting money and reimbursement as efficient and complete as possible.  As you can imagine the number of 
incoming checks and cash for events can be significant so we’re hoping this helps. 
 
As a nonprofit organization, our financial processes may be audited and reviewed so it is very important to 
track all funds in and out.  If you have any questions along the way please contact the PTO Treasurer.   
We appreciate your assistance and cooperation. 
 

Overall 
 

 Prior to the start of your event, designate an Event/Project Budget Chairperson to track expenses and 
communicate the budget as well as reimbursement policies to the team. 
 

 All reimbursements must have a receipt/invoice.   
This is an audit requirement so there are NO exceptions. 
This applies to everyone and must be communicated to any of your team members making purchases 
for reimbursement.   

   

 A copy of a credit card statement will NOT work.   
 

 Copies of receipts should be submitted along with the “Expense Reimbursement Form”. 
Only submit a COPY of the receipt and keep the original.   

 

 All checks should be made out to Coolidge School PTO.  
 

 All cash/checks received should be tracked in a spreadsheet by the Chairperson(s). 
 

 If cash is required on the day of the event (petty cash for cash box) please submit the  
“Cash Request/Receipt Form” at least one week before the event so the Treasurer can get the funds 
from the bank. 
 

 To close out the event, please place all cash/checks in the cash box along with a completed  
“Event Accountability Report” signed by the Event Chair and a PTO Board Member before submitting 
to the Treasurer. 

 

 Any contribution over $250 should receive a written letter of acknowledgement from the  
PTO Event Chairperson to the Donor with a copy sent to PTO Treasurer. 

 
Key Forms 

 Expense Reimbursement Form- submit with COPY of receipt for reimbursement of purchases made. 

 Event Accountability Report- submit at the end of event with all cash/checks collected at event.    

Must be signed by the Event Chair and PTO Board Member before submitting to Treasurer. 

 Cash Request/Receipt Form- submit at least a week prior to event if event requires petty cash for the 

cash box. 



Reimbursements 
 

 In order to receive reimbursement for purchases please provide copies of receipts (keep the originals) 
and fill out the “Expense Reimbursement Form”.   
Receipts are required for all purchases.  If only part of a receipt was attributed to school purchases, just 
circle those items and submit with the new total. Please make a copy of your receipts in case they are 
misplaced. 
 

 Please submit for reimbursement within 2 weeks of your event so we can close out the event. 
 
 

Collection of Funds 
 

 If there is a large lead time between the initial announcement of the event, collection of funds, and the 
actual day of the event, please submit cash/checks to the Treasurer within a reasonable period of time 
(recommended every two weeks). Submitting on an ongoing basis will ensure that all funds are 
deposited and cleared in a timely manner and provides funds for event payments. 
 

 Please remind individuals to write one check per event and note what it’s for on the check, not only on 
the envelope. 
 

 Please call and set up a time to drop off any cash/checks to the Treasurer, or personally submit in a 
clearly marked envelope at “pick up” or “drop off”. 
 

 

Request for Cash 
 

 If you need cash for an event (petty cash for cash box) please inform the Treasurer at least a week in 
advance by filling out the “Cash Request/Receipt Form”.  This form will break down exactly what you 
want in bills and coins and will also be signed when you receive the cash. 
 

 If you intend to give a cash gratuity for an event, please inform the Treasurer in advance in writing 
noting the name of the recipient, what the gratuity encompassed, the amount, the corresponding 
event and your name, and include this information on your Budget spreadsheet, so we can track all 
expenses.  If you are paying a tip based on goods delivered please include it on the original 
invoice/receipt. 

 
 

Closing Out an Event 
 

 If cash/checks are collected at the event please complete the “Event Accountability Report” at the 
end of the event.  This form will detail all the cash/checks collected.  The form must be signed by the 
Event Chair and a PTO Board Member before submitting to the treasurer. 
 

 

Budgets  
 

 The budget is a guideline for the entire event so please review prior year data to assess each part of 
the event. If you predict unforeseen expenses, please contact the Treasurer or President before 
exceeding these limits. 



 

Stale Checks 
 

 All checks written on behalf of the PTO become “stale” 6 months after it is written so please ensure 
that you submit all PTO checks for deposit in a timely manner.  

 

Written Acknowledgement Letter 
 

 A donor who would like to claim a tax deduction for a single contribution of over $250 must have a 
written statement containing the following:  

1. Name of organization 
2. Amount of cash contribution 
3. A description (but not the value) of non-cash contributions 
4. A) A statement that no goods or services were provided by the organization in return for 

the contribution 
B) A description and good faith estimate of the value of goods or services, if any, that an 
organization provided in return for the contribution 

 Make a copy of the letter and submit to Treasurer. 
 

Event Budget Chairperson 
  

 In case of multiple chairpersons, designate one as Budget Chairperson.   
Some events have multiple chairs and volunteers, so the idea is that the Budget Chairperson would: 

1. Keep record (spreadsheet) of expenditures and revenues and make sure the event is on track 
for its budget or fundraising goal.    

2. If the event receives multiple checks, various sources of revenue or other contributions 
(including non-monetary), input all names, check #s, invoice numbers, description of item or 
services, all totals and any other pertinent information into your budget spreadsheet and 
submit to PTO Treasurer. 

3. If the event has a “Game of Chance” (tricky tray baskets, 50/50, raffle, etc), make sure the 
revenues from the game are maintained separately from all other sources of revenue and 
detailed on spreadsheet. 

4. Clear any large purchases in advance through the PTO President.   
5. Report the event as complete, meaning that all people involved have submitted their 

reimbursement forms, all formal letters of acknowledgement have been given/sent and there 
are no more items to report on the event.   

6. Ideally each event would be complete within 2 weeks after the event. 
 

 
 


