



New Eagle Elementary School PTO 

Financial Controls

The following financial controls (checks and balances) are to be used at all times to safeguard NEES PTO assets.

Checks

1. Signature on PTO checks

· All PTO checks for amounts less than $1,000 will require the signature of the Treasurer only.

· All PTO checks for amounts greater than $1,000 will require two signatures: President and Treasurer.

2. PTO checks should not be made out to cash as standard practice.

3. The Treasurer will not provide a blank PTO check with an authorized signature to any Event Chairperson.  Checks must be complete (date, payee, amount, invoice or a/c # and authorized signature).

4. The PTO will use pre-numbered checks only.  Any checks that are voided must be maintained as part of the permanent records.

Cash/Check Receipts

1. All event proceeds are to be turned over to the Assistant Treasurer on a daily basis using the cash receipts form.  If a multi-day event, only cash box funds should be retained by event chairperson/volunteer and kept in the school safe until the next day.  Cash box funds are to be turned in on the final day of event along with other receipts.

2. All events should have only one receipts in-take location.  The receipts in-take point of control should always have two people in attendance (preferably chairperson and volunteer).

3. Cash boxes are never to be left unattended, taken home by volunteers or uncounted prior to turning over to Asst. Treasurer.

4. All event receipts should be deposited daily.

5. All checks are to be endorsed “for deposit only” using the NEES PTO stamp.

6. Cash receipts are to be posted to the general ledger promptly.

Debit Card

1. To be used exclusively by the PTO President and Treasurer for the express purpose of making on-line purchases on behalf of the PTO where a credit card is required.

2. Treasurer is to maintain the card and password (currently only used for web page).

3. At the end of the school fiscal year, the exiting Treasurer will have the bank reissue a new card to the incoming Treasurer.

Electronic Funds Transfer (EFT)

1. Selected transactions are executed via EFT.  These include but are not limited to:

· Payment of quarterly sales tax to PA. Dept. of Revenue

· Rebate programs including E-Scripts.

General

1.
Record keeping duties are to be separate from cash handling responsibilities.  

2. A reconciliation of the accounts will be prepared monthly (bank account(s) and general ledger).

3. Profit and loss statements are to be prepared monthly. 

4. The financial records are to be organized and complete.  

Treasurer Responsibilities:

· Maintenance of general ledger and all supporting documentation

· Check disbursements 

· Cash box requests

· Review of supporting documentation for expense reimbursement

· Preparation of monthly financial reports including income statements, budget comparison and cash on hand.

· Monthly bank reconciliation

· Preparation and submission of quarterly PA sales tax

· Preparation of 1099’s

· Collaboration with CPA/tax professional for Federal and State tax returns including providing all necessary financial reports

· Oversight of banking relationship including signature authorization on record is current, oversight of principal account, etc.

· Participation on Finance Committee

· Provide assistance to Assistant Treasurer as needed

Assistant Treasurer Responsibilities:

· Handling of cash receipts including deposits

· Maintenance of deposit documentation

· Coordination with Treasurer to ensure timely updates to general ledger for all deposits

· Participation on Finance Committee and Audit Review Committee

· Provide assistance to Treasurer as needed

In 2nd Quarter of fiscal school year, Assistant Treasurer will begin to slowly assume responsibilities of Treasurer to ensure a smooth and timely transition.  Additionally, a new Assistant Treasurer should be identified.

Finance Committee

A subgroup comprised of selected officers (Treasurer, Assistant Treasurer, President and VP-Fundraising), will review all financial reports on a monthly basis.  This review is to include supporting documentation as necessary, including but not limited to deposits, disbursements and bank statements.

Audits

An annual audit will be conducted by an audit review committee consisting of the V.P. – Programs, V.P.- Fundraising and Assistant Treasurer.  The purpose is to review all transactions for appropriate supporting documentation including but not limited to:

· All checks including voided checks are accounted for and filed

· All bank statements/books are reconciled on a monthly basis

· All disbursements have complete and accurate supporting documentation

· All deposits are fully documented and reflected appropriately in the general ledger

Every other fiscal year an independent, paid CPA or accounting professional will review the books and records and review work performed by the Audit committee.
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