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TONAWANDA PTO
OCTOBER GENERAL MEETING
[bookmark: _gjdgxs](10/10/24) In Person at Tonawanda Library/Virtual via Google Meet, Elm Grove, WI 6pm

Call to Order/Welcome – Megan Reuter 
In attendance: Megan Reuter, Emily Anton, Kim Peterson, Danielle Linn, Anna Witt, Kayte Parkin, Anne Zechlinsky, Alex Culver, 

Update from Principal Kristin Olson:
· Thank you’s for the Beer Garden Giveback and the Ice Cream Social donations, including the food truck for the back to school bash.
· The events at the beginning of the year were great and the kids really enjoyed them.
· Recent assessment results went home (MAP and FASTBridge depending on grade).
· Tonawanda had Fire Truck and Firefighter visits for some grades.
· Leadership Club is a new opportunity for 4th and 5th Graders and will bring back the school store, work on community service activities, etc.
· Also, the Tonawanda Times has expanded as a newspaper for 4th and 5th Graders (3-4 digital issues of Tonawanda happenings).
· Overall, it’s been a really great start to the school year.
September Meeting Review and Approval
· Motion to approve by Emily Anton second by Megan Reuter
President Report – Megan Reuter  
· Thank Yous:
· Ali Katula & Maggie Kersey for Donuts on the Playground - the event was great!
· Joey Van Lieshout – for the behind the scenes work with the Directory – he has been doing a lot of work to keep it up to date!
· Sarah Van Lieshout and Carina Tran – for the Ice Cream and Food Truck at Back to School Bash - it was a fantastic event for the kids!
· Julie Malloy & Sumner Welsh – for the Book Fair – the book fair was a huge success!
· Spirit Wear
· Alex Culver is taking over spirit wear and is organizing through Burghardt’s the website will be live October 21 through Nov 4.  Items will arrive around December 3 and may be distribute on the 4th at the Holiday Make and Give.
· Elm Grove Comprehensive Outdoor Rec Stakeholder Meeting
· Logan Kein the village is updating their recreation plan and they have a 3rd party that will lead small groups.  Invited PTO to stakeholder meeting on Thursday, October 24th at the village hall.
· Kendra Scott Gives Back Event
· Give back a percentage of sales looking at Dec 11 on a weeknight for this.
· Mural
· The mural is underway, but because there is a new art teacher, it will be a bit delayed. The artists will visit to look at the space because taking down the previous art fixture would be a significant cost.  Timing for the mural will likely shift to the late winter/early spring.  Updates pending.
· Playground
· Potential upgrades to the playground are being discussed.  Tonawanda is on the docket to have a partial replacement in summer 2025/2026.  If we put PTO money toward the update, we may not get as much funds toward the playground.  There may be more value if we don’t coordinate with the updates.  The playgrounds are always on a maintenance/capital improvement plan.  If there are extras added (eg, new flooring), then the school board will ask for additional funds.  Mrs. Olson can set up a small group meeting to discuss how funding works.  Anyone interested can email Mrs. Olson to be involved in this meeting.
Treasurer Report – Anna Witt
· September Monthly Financials
· Donations, Milkman game, and Spiritwear are the main income items.
· Main expenses includes purchases include the Holiday Make and Give, aquarium, and popsicles on the playground.
· Review Bookkeeping Best Practices for Parent Organizations (see attached from Email from Chris Hansen regarding revisions to Board Policy 1215, dated 09 September 2024)
· Overall, the PTO practices are generally aligned with these best practices.  Anna is working on minor improvements to further align, while also working hard to ensure we are staying compliant.
· Teacher Grants
· Form on PTO website on the grants program $5000 maximize impact on study body (eg, fidget toys for school psychologist) application deadline is November 1.  Funding decisions will be made at the next PTO meeting.

Committee Reports:
Academic Enrichment – Sumner Welsh
Elmbrook Parent Network Meeting 9/18/24 Recap:
· Elmbrook Parent Leadership Council:  All board members of any Elmbrook parent-led organization are welcome to attend meetings.  Next meeting is December 9th, 2024 and the focus will be on bookkeeping, accounting and best practices for treasurers (PTO Treasurers are encouraged to attend).  The last meeting will be on March 3rd, 2024 and will focus on succession planning and documentation retention.
· Elmbrook Education Foundation: Ladies Night will be held on November 20th, 2024 at the Improv.  Proceeds will go towards increasing the capacity of the hydroponic farms at Fairview South so that all Elmbrook cafeterias will use organic lettuce grown by students.
· Open Parent Network board positions: Vice President, Director of Events, Director of Communication
· Next Parent Network Event: Monday, October 21st, Brookfield East HS - Meet Elmbrook's four School Resource Officers and learn more about their typical day, the challenges they see at the different schools, and advice they have regarding internet safety, substance abuse, and personal safety.  
· Battle of the books – budgeting and organization ongoing.  Kayte Parkin is leading this.
Social Programming – Carina Tran
· Back to School Bash Wrap-up
· It was a great sucess and well attended. The gross food truck sales were over $1000.  
· Room Parent Update
· The all school Halloween Dance is back this year.
	
School & Family Relations – Emily Anton
· Aquarium - Tonawanda Tank Species
· Signs are out and the tank is looking good.
· 
· Discussion on whether we can invest in chains to block off cars from the bus parking lot during school hours and gym. Mrs. Olson has talked to Rick about this.  Discussions with village hall will need to happen to see if this is possible.
· Flamingos update – Emily purchased a set of lawn flamingos and is looking for ideas.  Could use them to flock yards and pay to get them off?  Paint them orange and use them for a flamingo hunt? Brainstorming to be continued.
· Anne Zechlinsky – is handling teacher appreciation activities and discussion are ongoing about potentially spreading it out throughout the year.  It could potentially a snack cart weekly or biweekly?  Brainstorming to be continued.

[bookmark: _3wm7lgfp2uir]Fundraising – Danielle Linn
· Tiger Trot update 
· About $37930 raised so far! Currently there is are 71% students registered with 55% of students with 1 donation.
· Surprise Principal Reward will be a music video starring Mrs. Grey with staff members to Eye of the Tiger.
· Over $11,000 in local sponsorships.
· Volunteer Sign Up for the Tiger Trot is Live
· Unrelated to fundraising – but can we double check that the Google form data has all been input in DirectorySpot? Feedback from at least one family that they submitted the form but they are not in the directory. 
· Everyone can sign up for box tops and scan a receipt for 50 points.
END OF MEETING: 7:26 PM


Bookkeeping Best Practices for Parent Organizations



OVERVIEW
The School District of Elmbrook is fortunate to have highly engaged and supportive parent organizations. District Policy 1215 outlines parent organization expectations and commitments including; organization approval procedures, tax ID requirements for organizations seeking to fundraise, communications support, and how to secure access to District facilities.
Additionally, while the District does not have control over Parent Organizations and their accounting practices, the District does expect compliance with District purchasing guidelines. The District also recognizes that parent organization leadership often changes from year to year, and offers the following bookkeeping best practices for organizations to consider as they set up procedures to collect and process donations in support of our schools. Organizations with questions about District expectations or the recommended best practices can reach out to Mitzi Cass, Director of Finance at cassmitz@elmbrookschools.org.
BOOKKEEPING BEST PRACTICES
1. Establish Clear Financial Procedures
· Create a Budget: Develop a budget at the beginning of the school year, detailing expected income and expenses.
· Approve Expenditures: Establish a procedure for approving expenditures, such as requiring dual signatures on checks or pre-approval by the PTO board.
2. Use Accounting Software
· Choose User-Friendly Software: Use accounting software like QuickBooks or similar to track income, expenses, and generate reports.
· Keep Records Updated: Enter transactions regularly to keep records accurate and up-to-date.
3. Maintain Accurate Records
· Document Everything: Keep receipts, invoices, and detailed records of all transactions.
· Record All Income and Expenses: Ensure that every donation, fundraising income, and expense is recorded in the system.
· Bank Statements and Receipts: Store these electronically in a secure folder.
Consider scanning paper receipts to maintain a complete digital archive.
4. Digital Payment Platforms (PayPal, Venmo, etc.):
· Use a PayPal and Venmo Business account: This ensures clear separation between personal and organizational finances.
· Transaction Logs: Ensure all PayPal and Venmo transactions are logged immediately. Include details such as date, payer, amount, and purpose of payment.
· Gross vs. Net Reporting: Keep track of both gross amounts (total payments received) and net amounts (after fees) for accurate financial reporting.
· Tax Reporting: Be aware that PayPal and Venmo may issue a Form 1099-K if your transactions exceed certain thresholds. Ensure you report income accurately based on these forms and your internal records.
· Access Controls: Limit access to PayPal and Venmo accounts to authorized personnel only. Use multi-factor authentication (MFA) to secure accounts.
6. Regular Financial Reporting
· Monthly Reports: Prepare and review financial reports monthly, including income statements, balance sheets, and budget vs. actuals.
· Annual Audit: Conduct an internal audit annually to ensure financial integrity and transparency.
7. Segregation of Duties
· Assign Roles: Divide financial responsibilities among multiple people to reduce the risk of fraud or errors.
· Dual Signatures: Require two signatures on checks or electronic transfers over a certain amount.
8. Obtain Insurance Coverage
· Liability Insurance: Purchase general liability insurance to protect the PTO against potential claims of bodily injury or property damage during events.
· Fidelity Bond: Consider obtaining a fidelity bond (also known as employee dishonesty insurance) to protect against financial losses due to fraud or embezzlement by volunteers or officers.
· Directors and Officers Liability: Purchase D&O insurance to protect the PTO’s officers/board members from exposure based on decisions made.
· Review Annually: Regularly review and update the insurance policies to ensure they cover the PTO’s current activities and risks.
9. Transparency and Communication
· Communicate with Members: Regularly update PTO members on financial status through meetings or newsletters.
· Share Financial Reports: Make financial reports available to the board and, when appropriate, to the wider PTO community.
10. Compliance with IRS and State Regulations
· Maintain Tax-Exempt Status: Ensure that the PTO complies with IRS regulations for tax-exempt organizations, including filing necessary forms like the 990.
· Track Donations: Keep detailed records of all donations and provide donors with necessary tax documentation.
· Local and State Laws: Be aware of and comply with local and state laws regarding document retention, especially for nonprofit organizations.
11. Maintain a Reserve Fund
● Set Aside Reserves: Keep a reserve fund for unexpected expenses or emergencies. This helps the PTO remain financially stable throughout the year.
12. Regular Review and Improvement
· Review Procedures Annually: At the end of each school year, review financial procedures and make improvements as necessary.
· Stay Informed: Keep up with best practices in nonprofit accounting and adjust the PTO’s procedures accordingly.
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