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Agenda 
 

8:45 - 9:00 Sign-in/Snacks/Workbooks 

9:10 - 9:20 Introduction and Agenda Jordan Henson 

9:20 - 9:50 MCSPO Annual Meeting Jordan Henson 

9:50 - 9:55 Community Involvement Coordinator Aleta Stender 
● Parent Group Resource at Central Office 

9:55 - 10:15 Session 1: Are You Really a Non-profit? Aleta Stender 
● Differences in PTA/PTO Financial Operations and Organization 
● AL/Fed Requirements for becoming a Non-profit Organization 
● Parent Group Policy 

10:15 - 11:00 Presidents Breakout Session Aleta Stender 
● Introductions 
● Conducting Meetings 
● Mediating Conflict, etc... 
● Q&A/Discussion 

Treasurers Breakout Session Allison Centamore 
● Introduction 
● Budgets, Financial Statements, & Monthly Reports 
● Taxes 
● Q&A/Discussion 

New Officers Breakout Session Jordan Henson 
● Introduction 
● Q&A/Discussion 

11:00 - 11:30 Session 2: Financial Operations Aleta Stender 

● Public/Non-Public Funds 
● Insurance 
● Miscellaneous Financial Info 

11:30 - 1:00 Session 3: Fundraising Jordan Henson 

1:00 - 1:15 Session 4: Servant Leadership Aleta Stender 

1:15 - 1:30 Session 5: Effective Operations Aleta Stender 
● Bylaws 
● Job Descriptions 

1:30 - 2:00 Session 6: Communication Aleta Stender 
● MCSS Communications Plan 

2:00 - 2:15 Session 7: Parent Involvement Jordan Henson 

2:15 - 2:45 Open Discussion Jordan Henson 
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Why do we need rules, regulations,  
policies, and procedures ? 

 
● Your group’s credibility and reputation not only impact 

your group and its officers, but also reflect on the 
integrity and reputation of the school you support and 
the Madison County School System​. 

 
● The most obvious indicator of a group’s credibility is 

how it handles its finances and how transparent it is in 
providing updates and reports to its members and the 
community. 

 
● You MUST operate your group legally and maintain 

control of your finances!  Consequences if you don’t… 
➔Loss of credibility 

 
➔Embarrassment for your organization, the 

school, & Madison Co. School System 
 

➔Dissolution 
 

➔Prosecution 
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SESSION 1:  
Are You Really a Non-Profit Organization? 

 
BIG QUESTION?  Has your group applied for and received authorization to 
operate as a non-profit organization? 
 
There are differences between PTAs and PTOs that determine how you receive your 
non-profit status. 
 
PTAs are members of both state and national organizations and as such receive 
non-profit status through these organizations. They must still do the following in order to 
maintain that status: 

● Adopt bylaws with required provisions of state and national organization.  
● Receive Federal EIN (Employer Identification Number) from state PTA. 
● Provide bylaws and a list of officers to school bookkeeper annually. 
● Remain in good standing with national and state organizations. 
● Pay membership dues to national and state organizations annually. 
● Complete IRS Form 990-N or other appropriate tax form on time annually. 
● Complete a GASB form for your school bookkeeper annually. 
● Maintain accurate financial records using accepted accounting practices. 
● Have documents available for inspection as required by law. 
● Complete an audit of financial records annually. 
● Open a checking account in your organization’s name using its EIN number.  

 
PTOs are independent organizations with no state or national affiliations. PTOs may 
operate in the Madison County School System in two ways: The organization may 
operate as a support organization and deposit its funds into a NON-PUBLIC PTO account 
-OR- it may operate independently use a local bank for depositing funds.  PTOs that 
operate outside of the school may also have an account at the school.  This is a good 
way to meet the state guidelines on fundraising during school hours and also contribute 
to your school. 
 
PTOs that operate financially in the school 

● Adopt bylaws and update every 3 years. 
● Provide a copy of the bylaws and list of officers to school bookkeeper annually. 
● Deposit funds into PTO account at your school (these funds are NOT PUBLIC 

FUNDS and do not have the same limitations as public funds). 
● Follow policies and procedures set by the state and Madison County BOE for 

expenditure of Non-Public funds. 
● Maintain accurate financial records using accepted accounting practices. 
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PTOs that operate financially outside the school 

● Adopt bylaws and update every 3 years. 
● Apply and receive 501(c)(3) approval according to state and federal laws. 
● Apply for and receive EIN (Employer Identification Number).  
● Provide a copy of the bylaws and list of officers to school bookkeeper annually. 
● Maintain accurate financial records using accepted accounting practices. 
● Complete an annual audit of financial records. 
● Have documents available for inspection as required by law. 
● Complete a GASB form for school bookkeeper annually(school’s fiscal yr). 
● Complete IRS Form 990-N or other appropriate tax form annually. 
● Open a checking account in your organization’s name using its EIN number. 

 
STATE OF ALABAMA Requirements for a 501(c)(3): 
To create a 501(c)(3) tax-exempt organization, ​you must form a nonprofit corporation, 
then apply for tax-exempt status from the IRS. An attorney can help with the required 
paperwork and filings. 

1. Under Alabama law you must first form a nonprofit corporation (Alabama Code, 
Title 10A, Chapter 3).  

2. Choose your initial officers(called directors) for the organization. 
3. Choose a name and file a name reservation form with the Alabama Secretary of 

State(form is online-fee required). You will receive a “name reservation certificate” 
from the Secretary of State which you must include when filing to create a 
nonprofit. 

4. Once you have reserved the name for your corporation and received your name 
reservation certificate, then you must complete a Certificate of Formation(form is 
online) for the nonprofit.  Specific Information needed for this application 
includes: 

a. Statement regarding membership 
b. Type of entity  
c. Purpose of entity 
d. Duration- usually perpetually 
e. Street and mailing address of the initial registered office of entity and the 

name of the registered agent for the entity 
f. Name and address of each organizer for entity(Board) 
g. Any provisions, in addition to provisions required by law, that you want to 

include 
h. Number of directors of initial Board of Directors, names and addresses 

5. Adopt bylaws for your corporation- must comply with Alabama law, contain rules 
and procedures for meetings, electing officers and directors, and taking care of 
other corporate formalities required in Alabama. These bylaws do not have to be 
filed with the state, but must be part of internal operations. 

6. Hold a meeting of the board of directors(officers) to organize corporation: 
a. Approve bylaws 
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b. Appoint officers 
c. Set fiscal year 
d. Approve initial transactions of the corporation 
e. Create official minutes of this meeting  
f. Create official binder with Corporate Records  

7. Once you have been approved by the IRS for tax-exempt status, your group is 
automatically eligible for exemption from Alabama’s income tax. The organization 
does NOT have automatic exemption from sales tax, which must be applied for. 

 
FEDERAL Exemption Requirements for a 501(c)(3): 
According to the IRS, to be tax-exempt under section 501(c)(3) of the Internal Revenue 
Code, an organization: 

● Must be organized as a nonprofit (according to your state law/requirements)  
● Operate exclusively for exempt purposes as set forth in the Internal Revenue Code 
● Must not pay earnings to any private shareholder or individual 
● May not be a politically active organization or attempt to influence legislation as a 

substantial​ part of its activities 
● May not participate in any campaign activity for or against political candidates 

 
BEFORE applying to IRS for Tax-Exempt Status: 

1. Complete the STATE OF ALABAMA requirements for incorporation and creating a 
non-profit.  Information at this link: 
http://www.nolo.com/legal-encyclopedia/forming-nonprofit-corporation-alabama-3
6041.html 

2. Apply for an Employer Identification Number(EIN) by completing Form SS-4 online 
or by phone. You will receive via mail an official letter with instructions with your 
EIN.  Your organization MUST be legally formed BEFORE applying for an EIN. 
(NOTE: Nearly ALL organizations are subject to automatic revocation of their 
tax-exempt status if they fail to file a required return or notice for 3 consecutive 
years.  Your clock starts running the day you apply for an EIN). 

3. Complete and file IRS Form 1023(1023 EZ if applicable): Application for 
Recognition of Exemption Under Section 501(c)(3) of the Internal Revenue Code.  

a. NOTE: There is a substantial fee for this application, ranging from 
$400-850.  

b. NOTE: Each application for tax exemption must be accompanied by an 
exact copy of the organizing documents:  

● Articles of Incorporation  
● Bylaws  
● Minutes of Organizational Meeting 

4. Receive from IRS a date stamped letter of Tax-Exempt Authorization.  
 
PTAs and PTOs must maintain official organization documents in a safe and secure 
location.  If you do not know where your documents are, start looking!  
In a binder that will be easy to keep up with, you should have the following documents​:  
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● Stamped Articles of Incorporation with official Probate Judge filing stamp 
● Adopted Bylaws  
● Minutes of Organizational Meeting 
● EIN Application and Approval Letter,  
● 1023 Application and all attachments 
● Tax-Exempt Authorization Letter from the IRS 
● Documentation of authorization from the State of Alabama 
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SESSION 2:  
Financial Operations 

 
BIG QUESTION?  How do we operate a professional and credible 
organization? 
 
Operating Options: 
 
**​PTA: 

● Because a PTA is a private association, PTA funds should only be deposited into 
a PTA account. Funds should not be deposited into a personal account, a school 
account, or any other organization or group account. **SEE NOTE BELOW** 

● PTA EIN should be used to open the organization’s checking accounts. 
● All money deposited into a PTA account will be considered PTA funds by the IRS 

and must be reported as such. 
● Financial records must be available to school’s auditors, authorized school 

employees, and to the public upon request. 
● You must provide proof of fidelity bond to your organization’s  treasurer. 
● Ensure that no payment or benefit to a school employee or a family member of a 

school employee is made by the organization in violation of the federal 
regulations. 

● Must file taxes annually. 
 
**NOTE- Sometimes fundraising during school hours presents a problem for PTAs 
because of the state requirement that funds raised during school hours must be 
deposited into a school account.  PTA groups that have fundraisers during school hours 
(book fairs, concessions, school store) will have to consider those funds a ‘donation’ to 
their school since those funds are required by the state to be deposited into an account 
at school.  Those funds may NOT be deposited into external accounts. 
 
**NOTE THIS EXCEPTION:  You can have ‘drop boxes’ for fundraisers like cookie dough, 
t-shirt orders, membership, candy sales, and similar fundraisers where the teachers don’t 
actually handle the money and therefore don’t have to receipt it.  Fundraisers like book 
fairs, fun runs, and concessions sold during school hours would be receipted by the 
bookkeeper into an account at the school.  
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PTO: 
Operate within the School: 

● Operate as a “booster club” within the school, having a PTO account at the school 
and operating under the school’s non-profit umbrella. 

● Purchases are made via purchase orders, deposits via receipts. The school 
maintains all transactions in its record-keeping.  HOWEVER, the PTO should 
maintain its own copy of financial records, including a budget and balance sheet. 
This is a good ‘checks and balances’ procedure because mistakes sometimes 
happen. 

● No need to file annual taxes, as financial information is reported by the school. 
● Schools which utilize “MySchoolFees” can set up PTO accounts so that payment 

for membership, purchases, etc. can be made online (for a fee) and deposited 
directly into the group’s account.  

 
Operate outside the school: 

● Must obtain an EIN to set up a bank account.  NEVER use a social security number 
to open a PTO account. 

● In order to operate as a non-profit organization, you will need to incorporate your 
organization and apply to the IRS for 501(c)(3) status. 

● Make financial records available to school’s auditors, authorized schools 
employees, and to the public upon request. 

● Provide proof of fidelity bond to treasurer. 
● Ensure that no payment or benefit to a school employee or a family member of a 

school employee is made by the organization in violation of the federal 
regulations. 

● Must file taxes annually. 
 
IRS Restrictions on 501(c)(3) Organizations 

● It is important not to jeopardize tax exempt status!  
○ Purpose of organization must be charitable, no officer may benefit from the 

organization’s funds or resources, you may not support candidates for 
elected office, you can only participate in an insubstantial amount of 
lobbying activity, AND YOU MUST FILE TAX FORM ANNUALLY AND ON 
TIME! 

 
TAXES 
 
Tax Forms 
 

● Form​ 990​: “The Long Form” for organizations with Gross Receipts $200,000 or 
more. In 2010 this amount changed from $500,000 or more.  
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● Form ​990-EZ​: A two-page return for organizations with Gross Receipts of less 
than $200,000. (In 2010 this amount changed from less than $500,000.)  
 

● Form ​990-N:​ An eight question, electronic return for organizations with Gross 
Receipts less than $50,000. 

 
General Tax Information 
 

● GROSS vs NET:  Gross receipts are the total amount collected. Net receipts are 
the total after deducting expenses.  SO, you use the total amount collected for the 
year when reporting to the IRS. 

 
● Deadline for filing is determined by your organization’s fiscal year. 

 
● Returns must be filed annually and on time.  

 
● Organizations that file 990-EZ, 990, or 990-N are required to file by the “15th day of 

the 5th month after fiscal year end” (For example:  If your fiscal year ends on May 
31, then you must file by Oct 15th). 

 
● You may receive up to two 90 day extensions but you must complete the form 

requesting an extension. 
 

● There are NO extensions for organizations that file 990-N. 
 

● If an organization whose gross receipts are less than $1,000,000 for its tax year 
files its Form 990 after the​ ​due date​ (including any extensions), and the 
organization doesn't provide​ ​r​easonable cause​ ​for filing late, the Internal Revenue 
Service will impose a penalty of $20 per day for each day the return is late. The 
maximum penalty is $10,000 or 5 percent of the organization's gross receipts, 
whichever is less. The penalty increases to $100 per day, up to a maximum of 
$50,000, for an organization whose gross receipts exceed $1,000,000. 

 
● Failure to timely file an information return, absent reasonable cause, can give rise 

to a penalty under section 6652 of the Code. Whether an organization qualifies for 
the reasonable cause exception to the penalty will be determined on a 
case-by-case basis taking into account all relevant facts and circumstances.  

 
● The regulations provide that a request for abatement of penalties based on 

reasonable cause must be made in the form of a written statement, containing a 
declaration by the appropriate person that the statement is made under penalty of 
perjury, setting forth all the facts alleged as reasonable cause. This statement 
should be made as an attachment to the Form 990.  
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● When requesting abatement of penalties for reasonable cause, your statement 
should include supporting documentation and address the following items: The 
reason the penalty was charged. The daily delinquency penalty may be charged 
for either a late filed return, an incomplete return, or both. Explain what prevented 
the organization from complying with the law, including: what prevented the 
organization from requesting an extension of time to file its return, if the 
organization did not request such an extension; how the organization was not 
neglectful or careless, but exercised ordinary business care and prudence; and 
what steps have been taken to prevent the same situation from occurring in the 
future. 

 
● An organization that fails to file the required information return (Form 990, Form 

990-EZ, or Form 990-PF) or ​e-Postcard​ (Form 990-N) for three consecutive tax 
years will ​automatically lose​ its tax-exempt status. 

 
● The revocation of an organization’s tax-exempt status does not take place until 

the filing due date of the third year. For example: If your tax year ends May 31, 
2017 and you did not file taxes on Oct 15th 2017, or previous years on Oct 15th 
2016 or Oct 15th 2015, your status will be revoked on Oct 15th, 2017. 

 
● Revoked status may be reinstated, but your organization must apply (or reapply) 

and pay the appropriate user fee (to have your tax-exempt status reinstated if it 
was revoked because you failed to file for three consecutive years. An exemption 
application is required even if your organization was not originally required to file 
an application.  

 
● Reinstatement of exempt status, if the application is approved, will generally be 

effective the date the application was filed, although reinstatement may be 
retroactive to the date of revocation if the organization shows that it had 
reasonable cause for not filing for three consecutive years.  

 
● To reapply for tax-exempt status, use ​Form 1023​, ​Application for Recognition of 

Exemption​ (if you are a section 501(c)(3) organization).  More information about 
reinstating tax exempt status at this link: 
https://www.irs.gov/irb/2014-3_IRB/ar08.html 

 
● When applying or reapplying for tax exempt status using form 1023, the user fee is 

$400 for organizations whose gross receipts are $10,000 or less annually over a 
4-year period or $850 for organizations whose gross receipts exceed $10,000 
annually over a 4-year period. ​An applicant must certify its gross receipts in Part 
XI of form 1023. 
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Form 1099/Form W9 
 

● A tax-exempt organization must file required information returns, such as a Form 
1099-MISC​. An organization does not withhold income tax or social security and 
Medicare taxes from, or pay social security and Medicare taxes or federal 
unemployment tax on amounts it pays to an ​independent contractor 
(non-employee) 

 

● Generally, if the organization pays at least $600 during the year to a non-employee 
for services (including parts and materials) performed in the course of the 
organization’s business, it must furnish a Form 1099-MISC, ​Miscellaneous Income 
to that person by January 31 of the following year. 

 
● The tax-exempt organization will need the social security number or EIN of an 

independent contractor to complete Form 1099-MISC. If the independent 
contractor is a sole proprietor, the SSN is preferred. The organization should 
always ask the independent contractor to complete ​Request for Taxpayer 
Identification Number and Certification Form W-9​, before beginning work. 

 
● NOTE- If you are purchasing from a large corporation such as Olive Garden or 

Academy Sporting goods, this does not apply!  If you are purchasing from a small 
business like Suzie’s T-shirts, then this would apply. 

 
● If your PTO operates with a school account, then this is already required and 

taken care of via the school bookkeeper. 
 
ALABAMA SALES TAX EXEMPTION 
 

● Your Federal Tax Exemption has no bearing on whether the State of Alabama will 
grant a sales tax exemption certificate.  

 
● PTA/PTO organizations can apply for Sales Tax exemption in Alabama, but this 

exemption only applies to items you purchase to RESELL.  Sales tax exemption does 
not apply to office supplies, food you are serving at an event, or school supplies. It 
would apply to food that you purchase to sell from a concession stand. 

 
● You must reapply annually for this exemption. 

 
● You must receive a letter and tax exemption certificate from the State of Alabama 

Department of Revenue in order to be considered tax exempt. 
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● You must provide a copy of the tax exemption letter from the State of Alabama to each 
vendor. 

 
● Application can be found at this link:  ​https://revenue.alabama.gov/salestax/stexa1.pdf 

 
● Parent Organizations in Alabama are exempt from registering with the Attorney 

General as fundraising groups. There is no need to register annually. 
 

● Charitable organizations exempt from federal income taxes are automatically 
exempt from corporate income taxes in Alabama. 

 
● **PTO organizations who operate within the school will automatically be able to 

purchase items exempt from sales tax by virtue of operating through the school, 
which is exempt from sales tax.  This includes any food items, whether for resale 
or consumption. 

 
BUDGET 
 
Creating a ​Budget 

● Meet with your board to determine what activities, programs, fundraisers, and 
events you plan to have during the year. 

● Determine your starting balance, which should be the ending balance of the 
previous year.  Starting balance should be confirmed by your annual audit. 

● Review income and expenditures from previous year to determine what 
adjustments need to be made. 

● Set up your budget worksheet in Excel or Numbers, using a template from the 
Appendix, creating your own, or finding a template online. 

● Budget worksheets should have the following information: 
○ Beginning balance 
○ Projected fundraisers and other income 
○ Projected expenditures 
○ Projected ending balance 

● Budgets may be amended at anytime at a general membership meeting.  
 
FINANCIAL REPORTING and RECORD KEEPING 
 
Monthly Finance Report 
 

● Set up a spreadsheet for each month of the year, starting with the first month of 
your fiscal year.  

○ List your beginning balance 
○ List any income 
○ List any expenditures 
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○ List ending balance for the month 
 

● You can have each monthly report roll over into a final year-end report if you 
create a spreadsheet in Numbers, Excel, or Google Sheets. 

 
● Create an ​Annual Financial Report​ at the end of your fiscal year. 

 
● Your organization should publish your financial records on your website.  This will 

satisfy the open records requirement. 
 
Report to… 
 

● Your organization 
○ At each meeting- whether a board meeting or general membership meeting. 

 
● Your school 

○ Organizations operating accounts outside of the school should provide end 
of year financial reports to your bookkeeper or principal. 

○ Organizations operating accounts outside of school must complete a 
GASB form at the school’s fiscal year end.  This means that the numbers 
you report will be based on the school’s fiscal year, not your 
organization’s.  This will require the treasurer to consult the previous 
year’s finance book to give an accurate accounting of funds received. The 
bookkeeper will provide the form for you and you should keep a copy of the 
completed form in your yearly finance book. 

 
● Public Reporting 

○ Post budgets, monthly reports and year end reports on your PTA/PTO 
website. 

○ Keep the financial books and the secretary’s book of minutes up-to-date 
and ready for inspection at any time. 

 
Record Keeping 
 

● What Records should be kept? 
○ All notes, minutes, financial records, forms, event notices, newsletters, and 

correspondence should be maintained annually in binders. 
 

● Where do we keep these Records? 
○ The optimum location for maintaining records would be in a secured 

storage area at your school. The next best place would be a file cabinet in a 
secured location at school.  

○ Least desirable, but probably the most likely  place is in the home of an 
officer. 
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○ Make sure all records kept together by year and passed on to the next 
officers for safekeeping. 

 
● How long do we keep the Records? 

○ Some records must be kept permanently and others may be disposed of in 
3-7 years.  

○ If you have a safe and secure place to keep your records, then it’s always 
nice to for new officers to be able to go through old records to glean 
information. 

○ Follow the ​Record Keeping Schedule ​in the Appendix of this workbook. 
 
AUDIT 
 

● An annual ​audit​ is a review of your organization’s financial records to determine if 
generally accepted accounting practices of recordkeeping and reporting are being 
utilized. 

● An annual audit is part of the requirement for information disclosure as set out by 
the IRS for nonprofit organizations. 

● Audits should not be conducted by employees of the Madison County School 
System. 

● Auditors should have basic accounting knowledge and be unaffiliated with the 
leadership of your organization. 

● Auditors should physically inspect your finance book for the following: 
○ Funds received forms where money has been counted and verified by at 

least two people. The forms should be signed by both persons who 
counted the money. Some designation for where the money came from and 
to which budget line it will be applied should be on the funds received 
form. 

○ Funds disbursed forms with receipts attached. Forms should be signed by 
president and treasurer and budget line from which the funds are to be 
disbursed should be noted. 

○ Bank Statements which balance with your checking ledger 
○ Check ledger with each check or expenditure and each deposit listed, along 

with a running balance. 
● An audit form should be completed noting any discrepancies in reporting, any 

outstanding expenditures, suggestions for better accounting practices, beginning 
and ending balances and whether these totals match what is reported by the 
organization. 

● Audit forms should be signed, dated, and a copy kept in the financial book. 
● Audits should also be conducted if the treasurer resigns or is removed from 

office. 
 
INSURANCE/BONDING 
 
Leadership Workshop 2019​                                                                                                      14 

https://drive.google.com/open?id=0B3OCYTvSWhslT2NFM3ZRdnhpeXM
https://drive.google.com/open?id=0B3OCYTvSWhslekF2Y0s5MWxVMm8


 

Fidelity Bonding 
 
If your organization maintains external banking accounts, the organization should 
purchase a fidelity bond for your treasurer and any other officers who have access to 
organization funds.  

● The amount of the bond would be determined by your board and based on your 
normal operating budget. 

● A fidelity bond covers losses sustained by a PTA/PTO through any fraudulent or 
dishonest act or acts committed by any of the elected officers or any other 
persona authorized to handle organization funds, acting alone or in conspiracy 
with others. 

 
Liability Insurance 
 
PTA/PTOs should consider the need for liability insurance when there are projects or 
activities that may result in potential hazard for members, children, or other third parties 
such as vendors/visitors.  

● Commercial general liability insurance provides coverage for your organization’s 
legal liability arising from: 

○ Bodily injury 
○ Personal injury(false arrest, libel, slander, and other injuries) 
○ Advertising injury 
○ Property damage that results from the organization’s activities and 

operations. 
● Generally speaking, school district liability does not extend to PTA/PTO 

organizations and their activities. 
 
Directors and Officers Insurance 
 
Provides protection for claims arising out of the wrongful acts of directors and officers(in 
making policy and managing the affairs of the organization) that do not fall under the 
definition of physical injury. Examples include 

● Discrimination based on age, sex, race, national origin, disability, etc… 
● Breach of contract(contract disputes with customers, vendors, suppliers, or 

service providers) 
● Mismanagement of the organization’s funds 
● Wrongful Act, Error or Omission 
● Negligent Act, Misleading Statements 

 
Where to Purchase Insurance for both PTA and PTO 

● AIM (​PTA​) (​PTO​) 
● PTO Today (​ptotoday.com​) 
● Google search for PTA/PTO insurance will give you a list of potential companies 
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MISCELLANEOUS 
Procedures Manual 
 
Creating a ​procedures manual ​for your organization would be valuable and incredibly 
helpful to new officers. Include the following information: 

● Banking accounts- restrictions, use, account numbers 
● EIN Number 
● Reimbursement procedures 
● Return Check procedures and list of those repeat offenders  
● Petty Cash procedures 
● Prohibition of Debit/Credit cards in your organization’s name 
● Transition procedures for outgoing and incoming officers 
● Any other procedures and information that would be helpful to know such as do 

you host or pay for wedding and baby showers, funeral flowers or cards, etc.. 
 
Petty Cash 
 
Some groups keep small amounts of cash on hand for emergency purchases like 
postage or quick trips to purchase cookies for sudden meeting or event.  These funds 
MUST BE ACCOUNTED FOR in your budget, your monthly report, and your finance book. 
There MUST BE RECEIPTS for all purchases and applied to the appropriate budget line. 

● Keep Petty Cash and ​Petty Cash Log​ of Expenditures with receipts attached 
secured at all times. Only those who are authorized to sign on financial 
documents should have access. 

● Keep a record in the minutes of the amount of cash you will keep on hand($200 is 
more than plenty) and how you will record those expenditures. 

● Petty Cash expenditures must have the approval of at least 2 officers and their 
signatures should be on the Petty Cash Log. 

● Attach receipts to the log and then attach log to the original Funds Disbursed form 
in your finance book. 

● Balance Petty Cash log monthly and replace or deposit money as needed. 
● DO NOT USE PETTY CASH for personal expenses with the intent to repay the 

fund.  This is a dangerous practice and is could lead to credibility issues. 
 
Debit/Credit Cards 
 
DO NOT HAVE A DEBIT OR A CREDIT CARD for your organization.  

● Use of these cards would completely circumvent the accountability requirements 
and process of your organization.  

● It is too easy to lose control of or lose these cards and then problems will arise.  
● Did we mention DO NOT HAVE DEBIT OR CREDIT CARDS?  Just a reminder! 
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Reimbursements 
 
Organizations which operate accounts outside of school are able to reimburse people 
who make approved expenditures on behalf of the organization. 

● Every ​request for reimbursement form​ must have a receipt attached. 
● Every request must have been approved prior to the expenditure and must be in 

line with the approved budget. 
● Reimbursement should not be a standard practice because of the tendency to lose 

receipts or forget to get approval. 
● Organizations that operate inside of school are not able to reimburse without prior 

permission from the principal and a lot of details to work out. 
 
MCBOE Parent Group Policy 
 
In September 2018, the Madison County Board of Education passed a policy requiring all 
PTAs and PTOs operating in and on behalf of MCSS schools to provide proof that they 
are legally organized and operating with required fiscal responsibility and transparency.  
 
In the policy is a list of documents and training that are required by August 1st of each 
year. Failure to meet the deadline will prevent the organization for operating in or on 
behalf of any MCSS school. Once the requirements are met, then approval will be granted 
for the organization to resume operation. 
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SESSION 3:  
Fundraising 

 
BIG QUESTION?  How do we fund projects and activities? 
 
Which Fundraiser is the right one? 

● Consider these issues when choosing a fundraiser: 
○ How much money you need to raise? 
○ How soon do you need the money?  
○ How much volunteer support do you have? 
○ How much time do you have to invest? 

 
● Choosing a fundraising company: 

○ Is the company reputable? 
○ Is the representative responsive to your questions? 
○ Do you feel comfortable with the contract offered? 
○ Have you contacted other schools who have used the company? 
○ Are there hidden costs?  Shipping? Commission? Prizes?  Penalties for not 

reaching goal? 
 
How to Create a Funding Campaign for Large Capital Project: Check out how 
Endeavor raised funds for a major playground overhaul: ​Endeavor ES Playground 
Proposal 
 
NOTES and Questions- 
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Session 4:  
 

A Good Leader Will: 
 
➔Recognize Areas of Need and Create A Plan 
➔Welcome Ideas and Suggestions; Listen to Others 
➔Think Critically; Present Solutions 
➔See the Big Picture, Then Define Missions & Goals 
➔Make Decisions 
➔Communicate Well 
➔Participate and Delegate 
➔Challenge and Encourage 
➔Share the Load; Lead by Example 
➔Be Organized 
➔Be Responsible 
➔Be Ethical 
➔Be Trustworthy 
➔Seek to Learn More; Encourage Others to Learn 
➔Cultivate New Leaders 
➔Inspire and Motivate 
➔Welcome Everyone 
➔Manage Conflict, Mediate Well 
➔Express Gratitude  
➔Deliver Recognition  

   

Leadership Workshop 2019​                                                                                                      20 



 

SESSION 4:  
Servant Leadership 

 
BIG QUESTION? Why are you a parent leader? What is your 
motivation? 
 
Servant Leadership 
Volunteers are Servant Leaders- What does this mean? 

● Lead with Others in Mind 
● Why did you become a parent leader? 

● Support your child’s school 
● Show your child that you are supportive 
● Make decisions based on what is best for the students  

● Values Diverse Opinions 
● Do you seek out input from people who are not officers or staff? 
● Do you care what other people may want/need from your group? 

● Cultivates a Culture of Trust 
● How do you do this? 
● Consistent communication 
● Transparency 
● Public discourse about budgets, plans, issues, etc… 
● Encouraging others to get involved 
● Giving up control  

● Develops More Leaders 
● Did you invite your officers to the workshop? 
● Did you encourage new parents to chair a committee or to seek office in the 

organization? 
● Encourages and Inspires Others to Service 

● Do you ask people who aren’t normally in charge of an event or project to 
take on a new challenge? 

● Do you offer assistance when someone is struggling to complete a task? 
● Thinks: You, not Me 

● Is this decision is the best interest of the school and its students? 
● How can I help that teacher or staff member? Student or family? 

● Acts with Humility 
● Do you express your gratitude or ask for help when you need it? 
● Do you apologize when you should? 

 
What is the Role of PTA/PTO? 

● Partner with school administrators to meet goals 
● Build Good Relationships with All Stakeholders 
● Help Solve Problems 
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● Promote the school 
● Communicate Important Information and Accomplishments 
● Keep a Good Attitude and Be a Good Example of a Leader 
● Encourage and Foster Parent Involvement 
● Operate a Professional Parent Organization 
● Advocate for Our Schools to the Community, Board of Education, Superintendent, 

and Legislators 
 
Conflict Mediation and Avoidance 

● What causes conflict? 
○ Someone disagrees with a decision you or your board makes 
○ Someone is critical of how you operated a fundraiser or event 
○ Someone questions your leadership ability 
○ Someone else simply doesn’t like you or those on your board 
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Conflict Mediation 
Don’t...    Do... 

Overreact.    Speak calmly and politely to everyone, no 
matter how angry you may be. 

Become defensive or belligerent.    Be respectful and open minded when 
confronting anyone involved in conflict. 

Be dismissive of other people’s thoughts, 
feelings, or beliefs. 

  Recognize and acknowledge that you may 
have handled or responded to a situation 
badly.  

Respond with words or actions you will 
later regret that will reflect badly on 
you, your organization, the school or the 
school system 

  Accept responsibility when you are wrong 
and apologize. 

Ignore issues that arise because they can 
become detrimental to the success of your 
missions and goals. 

  Determine issues or areas of concern, ask 
for input and suggestions on how to resolve 
the issue. 

Talk about the conflict with anyone other 
than those involved and your principal. 

  Meet with those who have concerns and 
issues. Suggest that those involved in the 
conflict work together on a project or 
activity 

Start rumors or make accusations.    Actively seek to solve the problem, not make 
it worse. Your job is to prevent conflict. Look 
for positives that can be a source of 
agreement.  

Blame others for the conflict, especially 
if you have played any part in creating 
the issue. 

  Avoid the blame game. Try to work out the 
issues. 
 

Refuse intervention from the principal or 
other administrators. 

  Ask the principal to meet with those people 
involved in the conflict and help reach a 
resolution. 

Quit because of anger or hurt feelings.    Realize that there are some people who can 
never be satisfied no matter what you do or 
say. 
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How do I Avoid Conflict? 
● Listen to those who need to vent frustrations or anger, BUT do not get involved 

with parent/teacher issues. If a parent comes to you with a problem in the 
classroom, suggest they make an appointment to speak to the teacher or with the 
principal. 

● Do not get involved in teacher/administrator issues. 
● Make sure your financial decision making is conducted at a public meeting. 
● Follow bylaws to avoid any implication of unfairness or deception. 
● Always ask yourself this question: WHAT IS THE BEST SOLUTION FOR OUR 

STUDENTS AND OUR SCHOOL? 
 
OPERATING A PARENT ORGANIZATION 
 
Bylaws 

● What’s the big deal with bylaws 
○ Guideline for how your organization will operate by listing a mission, 

setting out an operating structure, and outlining policies to which your 
group will adhere.  

○ Provides consistency in rules and policies, eliminates emotion and 
personality from process.  

○ Ensures efficiency in conducting meetings and getting business 
accomplished. 

○ Lends legitimacy to the organization. Strong bylaws that are the foundation 
of how a group is run indicates a professionally and legally run 
organization.  

○ Protects the group from conflict, financial risk, and chaos when the 
mission, structure, policies, and procedures are clearly delineated. 

○ States how the group would be dissolved it necessary. This is a 
requirement by the IRS. 

○ States who is to run the organization and how they should operate. 
○ IRS requires all 5​01(c)(3) organizations to have bylaws. 

 
Officer Responsibilities 
 

● President 
○ Preside at PTO Board and General Membership meetings  
○ Serve as primary contact to principal and parents 
○ Represent your school at meetings of other groups  
○ Serve as ex-officio member of all committees. 
○ Retain official records of the organization 
○ Ensure that financial obligations are met in a timely manner 
○ Prepare yearly budget with organization officers 
○ Train new officers, especially new president 
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● Vice President 

○ Perform the duties of the president in the event the president is unable to 
do so and generally assist president 

○ Can have multiple VP’s over different areas (i.e., membership, volunteers, 
etc.) 

○ Bylaws should address the rank of the VPs so there is no question who will 
take over in the event the president is unable to continue 

 
● Secretary 

○ Keep a record of all business conducted by the Board and General 
Membership of the organization 

○ Publish the minutes of all meetings of the organization 
○ Be responsible for the creation and distribution of updates, newsletters, 

etc… 
○ Maintain a current copy of bylaws 
○ Maintain an accurate membership list 
○ Perform other duties as necessary 

 
● Treasurer 

○ Maintain custody of the funds of the organization 
○ Maintain full and accurate account of all funds disbursed and received by 

the organization 
○ Make disbursements as authorized by the Board in accordance with the 

approved budget adopted by the organization 
○ Ensure that all checks are signed by authorized signatories 
○ Provide Financial Statement at all meetings 
○ Present an Annual Financial Report at the Annual Meeting 
○ Complete necessary tax forms and retain copies  
○ Submit Financial Books for Audit annually 
○ Present Annual Audit report 
○ Perform other duties as necessary 

 
● Other possible offices, not required and usually non-voting positions 

○ Parliamentarian- Knows and understands ​Robert’s Rules of Order​, ensures 
that those rules are followed during motions, discussions, votes, etc…; 
gives opinions on procedure to follow to meet the spirit of the policies set 
out in the bylaws. 

○ Historian- Ensures that records, photos, news articles, etc…are maintained 
annually. 

○ Chairperson(s) of committees (Volunteers, Fundraising, etc... 
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Meetings 
 

Remember: 
➔ Don’t waste people’s time with unnecessary meetings.  Have a 

purpose and a plan! 
➔ Follow Robert’s Rules of Order to maintain order. 
➔ Dress and behave professionally. 
➔ Make and follow an agenda. 
➔ Don’t lose control of your meeting. 
➔ Communicate clearly and concisely.  
➔ Use correct grammar and don’t ramble. 
➔ Ask for questions and inform people about your activities and 

plans.  
➔ Present current financial information. 
➔ Gather contact information at every meeting. 
➔ Use name tags for officers so that you are easily identifiable. 
➔ Involve teachers and students in programs after your meeting. 
➔ Invite guest speakers to share useful information. 

 
 
General Meeting Order 

● Call Meeting to Order 
● Pledge of Allegiance and Prayer (if your group does this) 
● Approve Agenda and Minutes from previous meeting- post in advance 
● Present Financial Statement  
● Discuss any Old Business 
● Introduce New Business 
● Vote on Items as appropriate 

○ Items should have a motion and a second, followed by discussion and then 
a vote 

○ Consult your bylaws for the number of members needed for a quorum. 
● Principal’s Report, Program, Speaker 
● Announcements 
● Call for a motion to Adjourn- Second, Vote 

 
Types of Meetings 

● Meet with board members 
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● Meet with administrators 
● Meeting with general membership- set schedule  
● Annual meetings 
● Board of Education meetings 
● Community meetings 
● MCSPO meetings 

 
Getting Organized 
 
President’s Planning List 

❏ Meet with outgoing president and treasurer to make formal transition of records, 
review budget, discuss planned events and activities, and ask advice! 

❏ Change signature cards on accounts. 
❏ Set-up president’s binder and start planning meetings, committees, a calendar of 

events. 
❏ Set up files on organization’s laptop and prepare for the new year. 
❏ Meet with the principal to discuss how group will be involved and help meet goals 

for the school.  
❏ Set an officer’s retreat: Plan for a long meeting! This will be when you set out your 

planning for the year. 
❏ Select chairpersons for committees and meet with them to discuss events, 

budget, dates, etc… 
❏ Plan BACK TO SCHOOL activities: Expo, festival, open house, orientation? What 

will you do? Sell spirit wear, sign up members, etc… 
Set date for first general membership meeting. 
 
Spring To Do List: 

❏ Recruit new officers and committee chairpersons 
❏ Review bylaws and determine if they need to be renewed (every 3 years) or 

amended. 
❏ Set up a nomination committee if your bylaws require one 
❏ Set time/date for Annual Meeting (usually May or June) for election of new 

officers, bylaws approval, budget approval, and presentation of financial reports. 
❏ Create a budget with school’s bookkeeper if your account is through your school. 
❏ Make plans for incoming officers to attend Leadership Workshop! 

 
End of Year Checklist: 

❏ Organize files and storage; purge unnecessary paperwork 
❏ Collect officer binders to pass on to new officers 
❏ Inventory supplies and create a needs list for new officers 
❏ Collect summaries/assessments from committee chairpersons, including what 

worked, what didn’t work, what should be changed, etc… 
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❏ Change authorized signatories on accounts. Do this quickly so that new officers 
have access to funds. 

❏ Have financial books audited. 
❏ File Taxes. 
❏ Create a new financial binder for new year 
❏ Meet with incoming officers to discuss budget, finances, and other helpful 

information. 
❏ Turn over keys to storage rooms and file cabinets. 
❏ Turn over laptops and/or other electronic storage devices. 
❏ Introduce new officers to school administrators. 
❏ Send in new officer information to the MCSPO. 
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SESSION 5:  
Parent Involvement 

 
BIG QUESTION?  How can we get more parents involved? 
 
Offering volunteers a range of tasks increases your chances of getting them 
involved: 

● Have several ways that parents can volunteer- 
○ Classroom volunteers- help with projects, copying, listening to students 

read, playing games, etc... 
○ At home help- cutting out shapes, creating binders or packets of info, 

baking cookies or food for teacher appreciation lunch, send emails, solicit 
volunteers, create a flyer, etc… 

○ Special Occasion volunteer- help with a class party, field trip, duty-free 
lunch 

○ Running Errands- picking up items for fall carnival, dropping off items, 
etc… 

○ Special Talent or Skills- teach a foreign language, lead a science project, 
help with an art project, teach technical skills on computer, etc… 

○ Fundraising volunteer- help with book fair, sell items, work in school store 
or concession stand, help distribute fundraising items. 

○ Other- Start a grandparents volunteer club or a dads or moms club 
 

● Outreach Strategies- 
○ Hold parent meetings at varied times/days to allow parents to choose the 

best option for their schedule.  
○ Hold a meeting away from school at a local restaurant or offer dinner prior 

to your regular meetings. When parents don’t have to worry about dinner 
for their families they are more likely to attend. 

○ Hold your meeting at the community center, offer babysitting, a movie, or 
playtime. 

○ Invite grandparents to attend meetings and pass along information to 
parents who can’t attend. 

○ Join with a club or event for a meeting- cub scouts, girl scouts, music club, 
theatre club, art night, special speaker, grade level program, etc… 

○ Start ‘coffee with the principal’ or ‘lunch and learn’ events. These allow for 
smaller sized meetings and good interaction with parents. 
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When recruiting volunteers always remember... 
 

● Parents don’t have time to waste. Be specific about the task and time involved 
when asking for help.  

 
● Don’t let parents get stuck for a longer time period than they committed to. If 

they feel they have been misled or taken advantage of they won’t volunteer 
again. For example: Can you help first graders at the dunking booth from 10-12? 
All you need to do is hand students a ball to throw at the target and have fun! 

 
● Make sure parents have clear instructions about the task they are volunteering 

for.  Don’t drop a huge stack of copying on a parent without explaining how the 
copier works, where they should put completed projects, where the restroom is 
located, and what to do if they have trouble or can’t finish the project.  

 
● Be inclusive! Reach out to ALL the parents in your school inviting them to join in. 

Don’t just stick to the few people that you know will help. ASK new people to get 
involved! 

 
● Be welcoming! Make friends with new parents, invite them to events, help them 

figure out how things work at your school. 
 

● Pair a new volunteer with a veteran who can introduce them to people at school 
and teach them the ropes. 

 
● Make sure that there is some FUN involved in volunteering!  Standing at a copier 

for hours is boring, so offer a snack or coffee and a chat to break up the 
monotony.  Have a group work night to get decorations made for an event.  

 
● Show your gratitude! Send a thank you via email or text. Mention volunteers on 

social media or in your newsletter.  Tell teachers and administrators how much 
a parent helped and let them express their gratitude also. 

 
● Be vocal about what your PTA/PTO group does!  Promote it on social media, talk 

about donations to the school, ask for parents to share their photos on your 
social media.  This will peak interest and more people will want to be involved. 
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SESSION 6:  
Communication 

 
BIG Question: How do I keep people from saying, “I didn’t know about 
that meeting?” or “I never know what’s going on at school!” 
 
Areas of Communication 
 

● PTA/PTO with Administration 
○ Meet with principal so that you can reach an agreement on your mission and 

plans for the year. 
○ Obtain permission from the principal for all fundraisers and activities your want 

to hold on school property.  You MUST have permission to send out flyers, hold 
events and meetings.   

○ Cultivate a good working relationship with administrators. You cannot operate 
effectively if you are at odds with the principal.   

○ Determine that you will be a positive force for your school and that you will not 
let disagreements or conflict cause damage to the reputation of your 
organization, the school, or the system. 

 
● Communicate with Teachers 

○ Don’t make promises you can’t keep. 
○ Don’t get involved individual parent/teacher conflicts.  Go to the principal with 

concerns and make them aware of the problem, then step back and let the 
principal and teacher handle it.  If it can’t be resolved by those people, then 
contact the superintendent. 

○ Equity is always the best policy when funding teacher requests. If you can’t do 
something equitable for all of them, then look for an alternative solution.  

○ Always express gratitude to teachers for any assistance they provide for 
fundraising or parent involvement.  Work at a team and appreciate your 
teammates. 

 
● PTA/PTO with Parents 

○ Communicate what your organization’s purpose is and how you will operate.   
○ Make sure parents know who the leaders are and how to contact you. 
○ Communicate your organization’s mission: what you want to accomplish, why it 

is important, and how you plan to reach your goal(funding, permits, etc). 
○ Communicate consistently and effectively 
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Ways of Communicating: 

● Email- daily or weekly  
● Newsletter- email or post daily or weekly 
● Newsletter/Flyer- hardcopy home with students 
● Social Media- daily updates 
● Website 

 
Online Communication Help: 

● Newsletter/Flyers-  ​SMORE.com 
● Flyers and more- ​CANVA.com 
● Websites: ​Weebly​ or ​WIX 
● Facebook 
● Twitter 
● Instagram 
● TextMe 

 
Acknowledgement: 
Information included in this workbook came from a variety of sources including, but not 
limited to: 

● National PTA 
● PTO Today 
● PTO.org 
● NOLO.com 
● Alabama PTA 
● IRS 
● Office of the Alabama Attorney General 
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Sample Forms and Information 
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Sample Check Ledger 

 

Leadership Workshop 2019​                                                                                                      43 



 

 
 

 

Leadership Workshop 2019​                                                                                                      44 



 

 
 

 

Leadership Workshop 2019​                                                                                                      45 



 

 

 
 

Leadership Workshop 2019​                                                                                                      46 



 

 

 
 

Leadership Workshop 2019​                                                                                                      47 



 

 
 
Resources for the State of Alabama, IRS, and forming a nonprofit 
organization: 
 
Forming a Non-Profit in the State of Alabama: 
http://www.nolo.com/legal-encyclopedia/forming-nonprofit-corporation-alabama-3
6041.html 
 
http://sos.alabama.gov/sites/default/files/form-files/sosdf-5.pdf 
 
2013 Code of Alabama Title 10A Alabama Business and Nonprofit Entities Code- 
http://law.justia.com/codes/alabama/2013/title-10a/chapter-3/ 
 
Alabama Department of Revenue: Tax-Exempt Entities: 
http://revenue.alabama.gov/publications/business-taxes/nonprofit/Nonprofits--Sal
es_to_Tax-Exempt_Entities.pdf 
 
Alabama Department of Revenue: Tax Facts for Tax-Exempt Entities: 
http://revenue.alabama.gov/publications/business-taxes/nonprofit/Nonprofits--Ta
x_Facts_for_Exempt_Entities.pdf 
 
Stay Exempt: An IRS site created especially for 501(c)(3) organizations: 
https://www.stayexempt.irs.gov/ 
 
Exempt Organization Public Disclosure and Availability Requirements: 
https://www.irs.gov/charities-non-profits/exempt-organization-public-disclosure-a
nd-availability-requirements 
 
IRS Publication 557: Tax-Exempt Status for Your Organization: 
https://www.irs.gov/pub/irs-pdf/p557.pdf 
 
IRS Publication 4421: Compliance Guide for 501(c)(3) Public Charities: 
https://www.irs.gov/pub/irs-pdf/p4221pc.pdf 
 
Alabama Ethics Law Modification- 2016 
Alabama Ethics Law(2011)- Gifts to Teachers- Modified in 2016:  
http://www.al.com/news/index.ssf/2016/12/changes_to_limit_on_teacher_gi.html 
New Opinion at this link: 
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http://216.226.177.42/docs/pdf/AO2016-34.pdf.pdf 

 
Bylaws, Robert’s Rules of Order 
 
Robert’s Rules of Order Online: ​http://www.rulesonline.com/index.html 
 
How to Write Bylaws: 
https://www.ptotoday.com/pto-today-articles/article/968-how-to-write-pto-bylaws 
 
Sample Bylaws: 
https://drive.google.com/open?id=0B3OCYTvSWhslYmFSa2dNUFFNaEE 
 
http://www.wego33.org/Downloads/pto-bylaws-complete-sample.pdf 
 
http://bas.k12.mi.us/webpages/hawkinspto/files/pto%20bylaws%20201
1.pdf 
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http://216.226.177.42/docs/pdf/AO2016-34.pdf.pdf
http://www.rulesonline.com/index.html
https://www.ptotoday.com/pto-today-articles/article/968-how-to-write-pto-bylaws
https://drive.google.com/open?id=0B3OCYTvSWhslYmFSa2dNUFFNaEE
http://www.wego33.org/Downloads/pto-bylaws-complete-sample.pdf
http://bas.k12.mi.us/webpages/hawkinspto/files/pto%20bylaws%202011.pdf
http://bas.k12.mi.us/webpages/hawkinspto/files/pto%20bylaws%202011.pdf

