ATTACHMENT A TO NORTH KIRKWOOD

MIDDLE SCHOOL PARENT/TEACHER ORGANIZATION BY-LAWS

PTO FINANCIAL MODEL

Cash Receipts
1.
Responsibility and accountability for control of cash deposits must involve two or more PTO members.  Each person should count the money and sign the deposit slip.
2.
Segregation of duties must exist.


A.
This means that the treasurer who records revenue should not handle or count deposits.


B.
If segregation of duties is not possible, then the PTO must have mitigating controls to ensure funds are collected and deposited properly.



For example:  The PTO is selling tickets to their carnival.  Fifty $1 tickets are printed.  When the deposit is made from the revenue of the ticket sale, a Reconciliation Confirmation slip should be completed.  The person depositing the funds should account for all 50 tickets – by noting on the slip that 50 tickets were printed, 10 tickets were returned, and $40 was deposited into the account.  If there are any discrepancies, it should be noted on the Reconciliation Confirmation slip and the president should be notified.
3.
The PTO president or designee should review all deposits and Reconciliation Confirmation slips on a monthly basis to ensure that the deposits were made correctly and on a timely basis.

Cash Disbursements
1.
A “Check Request” (Exhibit A) form should be completed and approved by the president and treasurer before purchases are made.

2.
An itemized receipt or invoice for all purchases is required.

A.
If gift cards are purchased and given to teachers as a grant to purchase classroom items, the IRS requires the following documentation:



1.)
Receipt for the purchase of the gift cards.



2.)
Proof that the gift card was given to the teacher, “in furtherance of the exempt purpose of the organization” (IRS Statement).  (PTO by-laws state the exempt purpose of the PTO.) The PTO can prove this by having approved grant documents and by proving that the recipient was a teacher for the district.



3.)
Requesting receipts from the teachers for the items purchased with the gift card is not required by the IRS; however, the IRS thinks it’s a good idea to do this.

3.
Checks should be made out to vendors whenever possible and not individuals.

4.
All checks should be signed by the treasurer and one other person.  This will ensure that at least two people are involved in each cash disbursement.
5.
Under no circumstances should blank checks be signed.

6.
Check signers cannot sign a check made out to their self; two other people should sign.

7.
Check disbursements should be approved by the board each month.

8. PTOs are exempt from paying Missouri sales tax.  The vendor’s name should be written across the tax exempt form to help prevent it from being used at multiple locations.

9. The treasurer and all other individuals authorized to handle cash should be covered by a fidelity bond. Fidelity bonds cover losses sustained by fraudulent or dishonest acts.

Reporting
1.
Bank statements should be mailed to the PTO president, not the treasurer.


A.
The PTO president or designee should check to see that deposits are made timely and they should agree to the bank statement.


B.
The PTO president or designee should review the following items on each cleared check:



1.
Vendor and check amount should agree to the receipt.



2.
Check should contain two approved signatures.



3.
Endorsement agrees to the payee.

2.
PTO president or designee must agree the prior month’s deposits in transit and outstanding checks to the current bank statement to see that they cleared in a reasonable time.

3.
Bank accounts must be reconciled on a monthly basis before the financial statement is prepared (Exhibit B-2).

4.
Financial statements (Exhibit B) must be prepared and presented to the board monthly.

5.
Financial statements should list gross revenue by type or category and by event (do not net expenditures and revenue).
6.
Revenue should be reported in the same manner that is reported on the Form 990 tax return:


A.
Contributions, gifts, grants, and similar amounts received


B.
Membership dues and assessments


C.
Investment income


D.
Special events and activities


E.
Sale of inventory

7.
Expenditures should be reported in the same manner that is reported on the Form 990 tax return:


A.
Special event direct expenses


B.
Cost of goods sold (inventory)


C.
Grants and similar amounts paid


D.
Professional fees and other payments to independent contractors


E.
Occupancy, rent, utilities, and maintenance


F.
Printing, publications, postage, and shipping


G.
Other expenses.

8.
The financial statement should show the beginning cash balance and the ending cash balance.
9.
The beginning cash balance for the current period on the financial statement should agree to the ending cash balance on the prior month’s financial statement.

10. The ending cash balance on the financial statement should agree to the cash balance in the check register and to the ending cash balance on the bank reconciliation.
11.
PTO president or designee must review the monthly financial statements for reasonableness.  For example: If there was a book sale during the month, the financial statement should show the revenue from the book sale and the related expenses from the book sale.

12
PTO president or designee must agree the bank statement and bank reconciliation balance to the cash balance on the financial statement. The PTO president or designee must also agree the beginning cash balance for the current period on the financial statement to the ending cash balance on the prior month’s financial statement (Exhibits B, B-1, and B-2).  
13.
Bank statements and bank reconciliations should be presented to the board monthly with the financial statements.

14.
Copies of the bank statement, bank reconciliation, and financial statements should be sent monthly to the school principal.
15.
It is recommended that the books be reviewed annually by an independent certified public accountant or auditing firm.

School Principals

1.
Principals should be aware of all PTO activities.

2.
Principals must review the monthly financial statements for reasonableness.  For example: If there was a book sale during the month, the financial statement should show the revenue from the book sale and the related expenses from the book sale.

3.
Principals must:

a.)  Agree the bank statement and bank reconciliation balance to the cash balance on the financial statement
b.)  Agree the beginning cash balance for the current period on the financial statement to the ending cash balance on the prior month’s financial statement (Exhibits B, B-1, and B-2)
c.)  After reviewing these documents, sign them and send a copy to the finance department.

4.
Since the procedures above are recommendations, the principal should be aware of which procedures have been implemented by the PTO and which procedures were not.

Year-End

1. The PTO president or treasurer must file the Form 990 or Form 990-EZ tax return by December 15th.  (Form 990 is due if the PTO’s gross revenue exceeds $25,000 for the fiscal year; Form 990-EZ is due if the PTO’s gross revenue is under $25,000 for the year.)

2.
The PTO must send a copy of the Form 990 or 990-EZ tax return to the Kirkwood School District’s Finance Office.
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