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PTA Treasurer FAQ
Do we have to change the format of my unit’s budget or reports this year?

No, but please make sure you are reporting your cash on hand, your expenses and income, and any budget updates every meeting to your membership.

Do we have to file a PTA tax return?

Yes, but only with the IRS, not with the state of California.  Your unit does not owe any taxes unless you file late or are having activity that you shouldn’t.  Tax returns are due to the IRS on November 15th.

Why are you asking for a copy of the tax return 3 weeks before it’s due to the IRS?

Because many units need help with their tax return and if I don’t know who hasn’t begun the process I can’t help get the return filed on time.  Please email me at treasurer@irvinecouncilpta.org if you will not be turning in a copy of your tax return in October.  As long as I know you are in the works, that’s enough.

How do I account for carryover balances to specific line items in our budget?

When you present the budget, include notes which explain if the expenses you anticipate will be covered by carryover and state the amount.  The cash on hand balance does not need to be broken out into line items.

How do I account for bounced checks during membership drive and fundraisers?
Bounced checks should be input as negative income.  Do not add the amount to your expenses.  If you are lucky enough to collect the funds later, you can re-enter it as positive income.

What happens if a line item goes over budget?

Before you write the check, you must present the check request to your membership and request that the budget be increased to cover the cost.  Your budget will change frequently over the year, which is why you keep a dated copy of each edition in your binder along with the meeting minutes so that your auditor understands when amendments occurred.  

Are we allowed to pay for field trips?
You are welcome to donate funds to the school to cover field trips if your unit votes to do so.  You are not able to collect checks from parents for field trips and bank them in the PTA account.  This applies to Outdoor Ed and other major excursions as well.

Do we need to issue donation receipts?
Any donation made in cash (including membership dues) must be acknowledged with a receipt.  All other monetary donations do not require a receipt.  Anyone who asks for a receipt should be given one, though.  See an example at http://irvinecouncilpta.org/page15/page15.html under finance.

What’s taking the auditor so long?
Most of our volunteer auditors are CPA’s, and they are very meticulous about preparing audits.  In many cases, your auditor may not be aware that the audit is needed on a specific date or they might be working with incomplete financials provided by you.  Make sure you get balanced financials to your auditor in a timely manner – at least 3 weeks before you expect to see the audit back.
What’s the correct procedure for approving check requests?
The check request with attached receipt or invoice should be signed by the president and the recording secretary (or whomever is stipulated in your bylaws) before the treasurer writes the check.  Make sure you never sign checks written to yourself.  Check requests are approved without checking the financials, so it is your job to make sure there are enough funds budgeted to cover the check before it is written.
How much money can we give to the school to pay for staff?
.1 FTE or 2hrs/day CE per 100 students.  This means that a school of 700 could hire .7 of a teacher or 14 hours/day of classified or a combination of both.  This is IUSD policy, and your principal should already be aware of the restrictions.
What am I supposed to say at our meetings?
After presenting a treasurer’s report, you say “I move to ratify the payments for the period 1/1/09 to 1/31/09 totaling $1234 as listed in my report”.  After approval, you say “I move that the treasurer be allowed to pay all ordinary and necessary bills as outlined in our adopted budget”.   After approval, you say “Thank you, the treasurer’s report will be filed for audit”.  (You don’t need to make a motion for that).
What does Irvine Council do with the $4.25 dues we pay for each member?

National PTA dues $1.75, CA State $1.25, 4th District $.60, IUCPTA $.65
Can you help us locate an inexpensive tax preparer or auditor for our unit?

Yes, please call me for some references.  949-422-4470 (Laura)

How do we submit council dues for family memberships at our unit?
The PTA needs to account one membership payment for one member.  If you are awarding multiple memberships in a family, submit $4.25 for each person you award membership to in the family.  You are welcome to offer discounted membership fees for spouses, students, or staff, but you are still responsible for paying $4.25 to council for each member.

What payments does our unit make to the Irvine Council?
Membership dues of $4.25 per member, a hospitality fee ($40 per unit) and your insurance payment (usually $190, but we don’t have the official amount yet from the insurance company).  You must attach your payment to a remittance form before you turn it in.  http://irvinecouncilpta.org/page15/page15.html under “finance”.  You will make several membership payments to Council, so please make a few copies of the remittance form for your binder.
Where can we find our EIN or the National PTA number for our unit?
On the front cover of your bylaws.  Get a copy from your recording secretary or parliamentarian ASAP if you don’t have one.

I have more questions.  Where can I get answers?

Check out our website at http://irvinecouncilpta.org/index.html.  Under “Resources” you’ll find many documents and forms that might answer your question.  The IUCPTA board is dedicated to serving you.  If you stump us, we will find the answer and get back to you as soon as possible.
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