ORANGE COUNTY
BOARD OF EDUCATION

AGENDA ITEM ABSTRACT

Meeting Date: __December 5, 2011

AGENDA ITEM No. 11-12-11

ACTION ITEM: (Y/N) N

SUBJECT: Financial Services Report

INFO. CONTACT: Donna Brinkley PHONE;, 919-732-8126

ATTACHMENTS: 1. State Public School Fund

2. Local Current Expense Fund
3. Federal Grant Fund

4. Capital Outlay Fund

5. Other Restricted Fund

6. Prepayment of Teachers

7

General Financial Guidelines for PTA/PTO/Booster Club Organizations

PURPOSE: The purpose of this agenda item is to provide several financial related reports for the
Board of Education, including the latest information on pending teacher pay date changes and Finance
Department training.

BACKGROUND: The Orange County Board of Education adopted a final budget on September 6,
2011. This presentation serves as one of the regular financial updates administration will deliver.

New legislation now prohibits prepayment of teachers for the month of August. The North Carolina
School Boards Association and other organizations have proposed technical corrections which address
these changes (see attached). Finance Director Brinkley will provide information related to how Orange
County Schools may address this issue.

The Finance Director will also provide background on the recent training sessions held for school
booster organizations, bookkeepers and principals.

FINAMCIAL IMPACT: None at this time.

RECOMMENDATION: The Superintendent recommends the Board of Education receive the report for
information.
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Orange County Schools Mail - Prepayment of Teachers

PATRICIA COLEMAN <patricia.ccleman@orange.k12.nc.us>

prepay menfgf Tééc\héé,_

1 message

Leanne Winner <ncoreply@eboardsolutions.com> Tue, Nov 29, 2011 at 4:13 PM
Reply-To: lwinner@ncsba.org

To: patricia.coleman@orange. k12.nc.us

Dear Board Members, Superintendents and Finance Officers (for whom we have e-mail addresses):

Unfortunately, the General Assembly did not address the technical correction on the prepayment of teachers’ issue
which had been requested by the NC School Boards Association (NCSBA), NC Association of School Administrators
(NCASA) and NCAE, It was placad in a conference report with other items, There was some objection to one of the
other items so the report was not considered. We have been told that the issue will hopefully be dealt with at the
February special session.

| have attached two documents to this e-mail. One is the technical correction itself. Great thanks goes to DPI for
helping us draft this and making sure that all the issues that have been raised have been addressed. Additionally, |
have attached a Q and A based upon the technical correction passing. Please note that the last part of the technical
correction atlows local boards of education to delay the implementation of the provision for an additional vear, if the
board so chooses.

I would suggest that you come up with Plan A based upon the technical correction passing. As an LEA you will have the
four options that have been laid out previously. There may be other options out there but these are the ones we have
heard about. They are:

Option 1: Change the pay date to the end of the first month{not calendar month) of employment - If a teacher reports
to work on August 16 their first pay date would be on September 15 and on the 15t of each of the following 9 months;
if the employee elects to be paid over 12 months, which will still be allowed, the last pay date would be August 15.

Option 2: Partial Payment ot end of August and full payment at the end of September — LEAs can Keep the pay date at
the end of the month and make a partial payment in August and make a full payment in the subsequent month.

Option 3: Convert to semi-monthly ar bi-weekly payment — This will allow teachers to receive either 2 checks a month
or payment every 2 weeks. While some districts have expressed interest in this, many do not have the staffing capacity
to do this.

Option 4: Semi-monthiy-end of month — Teachers would receive semi-monthly payments until the end of September
and then receive end of the calendar month payments for the rest of the year.

Note: Under no version of this legislation can the first payment be delayed until the end of September.

it is important that the board chair and/or superintendent request that your legislative delegation support the
technical correction that is being supported by NCSBA, NCASA and NCAE and that the General Assembly pass it the
next time they reconvene and not wait until May.

If this technical correction does not pass and the law remains the way it Was passed last year, then the new language
will control any statutory conflicts thus resulting in the only option being Option 2 and no authority to delay
implementation for another year.

https://mail.google.com/mail/?ui=2&ik=f0cb23d6ec& view=pt&search=inbox&th=133f1... 11/30/2011



Effective when Section 5 of S.L.. 2011-379 becomes effective, G.S. 115C-301.2(b) as rewritten
by Section 5 of S.L.. 201 1-379 reads as rewritten:

(b) Salary Payments. — State-allotted teachers shall be paid for a term of 10 months. State-
allotted months of employment for vocational education to local boards shall be used for the
employment of teachers of vocational and technical education for a term of employment to be
determined by the local boards of education. However, local boards shall not reduce the term of
employment for any vocational agriculture teacher personnel position that was 12 calendar
months for the 1982-83 school year for any school year thereafter. In addition, local boards shall
not reduce the term of employment for any vocational agriculture teacher personnel position that
was 12 calendar months for the 2003-2004 school year for any school year thereafter.
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the-menth-ofserviee: Each local board of education shall set dates on which salary due to State-
allotted teachers shall be paid. These set pay dates may differ from the end of the month of
service. Pay dates shall be spaced no more than one month apart. provided the January pay date
may be as late as January 31. All payments shall include a full payment for salary due for that
pay period. For teachers not emploved on year round calendars, the first payment for teachers
employed at the start of a school year shall be only for the days employed. The daily rate of pay
for teachers shall equal midway between one twenty-first and one twenty-second of the monthly
rate of pay. Exeept-forteacherse ed-1 = i -
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A teacher who fails to attend scheduled workdays or who has not worked the number of

days for which the teacher has been paid and who resigns or is dismissed shall repay to the local
board any salary payvments received for days not vet worked. A teacher who has been prepaid
and who continues to be employed by a local board but fails to attend scheduled workdays may
be subiect to dismissal or other appropriate discipline. [NOTE: REINSERTS LANGUAGE
DELETED IN 2011-379 TO EXPLICITLY PROVIDE FOR RECOVERY OF LIMITED
PREPAYMENTS NOW ALLOWED ABOVE ]

Any individual teacher who is not employed in a year-round school may be paid in 12
monthly installments if the teacher so requests on or before the first day of the school year. The
request shall be filed in the local school administrative unit which employs the teacher. The
payment of the annual salary in 12 installments instead of 10 shall not increase or decrease the
teacher's annual salary nor in any other way alter the contract made between the teacher and the
local school administrative unit. Teachers employed for a period of less than 10 months shall not
receive their salaries in 12 installments.

Notwithstanding this subsection, the term "daily rate of pay" for the purpose of G.S.
115C-12(8) or for any other law or policy governing pay or benefits based on the teacher salary
schedule shall not exceed one twenty-second of a teacher's monthly rate of pay."




Effective when Section 5 of S.L. 2011-379 becomes effective, G.S. 115C-316(a)(1) reads as

rewritten:

“(a)School officials and other employees shall be paid promptly when their salaries are due
provided the legal requirements for their employment and service have been met. All school
officials and other employees employed by any local school administrative unit who are to be
paid from local funds shall be paid promptly as provided by law and as state-allotied school
officials and other employees are paid.

Public school employees paid from State funds shall be paid as follows:

(D

Employees Other than Superintendents, Supervisors and Classified

Principals on an Annual Basis. — Eachleeal-board-ef-edueation—shall

date-for-days-not-yet-werked—LEach local board of education shall set dates
on_which salary due to emplovees other than superintendents, supervisors,
and classified principals emploved on an annual basis shall be paid. These
set pay dates may differ from the end of the month of service. Pay dates shall
be spaced no more than one month apart. nrovided the January pay date may
be as late as January 31, All payvments shall include a full payment for salary
due for that pay period. For emplovees other than superintendents,
supervisors. and classified principals employed on an annual basis not
emploved on vear round calendars, the first payment for such employees
employed at the start of a school year shall be only for the days emploved.
An employee who fails to attend scheduled workdays or who has not worked
the number of days for which the employee has been paid and who resigns or
is dismissed shall repay to the local board any salary payments received for
days not yet worked. An employee who has been prepaid and who continues
to be employed by a local board but fails to attend scheduled workdays may
be subject to dismissal or othier appropriate discipline. The daily rate of pay
shall equal the number of weekdays in the pay period. Included within their
term of employment shall be annual vacation leave at the same rate provided
for State employees, computed at one-twelfth (1/12) of the annual rate for
state employees for each calendar month of employment. On a day that
employees are required to report for a workday but pupils are not required to
attend school due to inclement weather, an employee may elect not to report
due to hazardous travel conditions and to take one of the employee's annual
vacation days or to make up the day at a time agreed upon by the employee
and the employee's immediate supervisor or principal. On a day that school
is closed to employees and pupils due to inclement weather, an employee
shall work on the scheduled makeup day. Included within their term of
employment each local board of education shall designate the same or an

-2-



equivalent number of legal holidays as those designated by the State
Personnel Commission for State employees.

Section 7 of S.L. 2011-379 reads as rewritten:

Section 5 of this act becomes effective July 1, 20422012, except a local board of education may
choose by resolution to defer its effectiveness within its school administrative unit until July 1,
2013. The remainder of this act is effective when it becomes law and applies beginning with the
2011-2012 school year. (Note: This non-underlined part is carried over from S.L. 2011-379 and
applies to the other provisions in the bill.)




Question & Answer on Technical Correction for Prepayment of Teachers

Q) Is prepayment a common practice in any industry?

A) It is very uncommon, if not unheard of, for a business or governmental entity to prepay for
work in a month that is not recouped for 10 months (August, June). It is important for our
governmental entities to be good stewards of our public taxpayer monies and this is not a sound
business practice.

Q) Why is this necessary?

A) Prepayment has raised issues for both administrators and teachers; especially when a teacher
leaves and the district is mandated to track him/her down to collect payment. There has also
been confusion by teachers when he/she is not paid in June due to the fact that they have
already been paid for the weelks they work in June in their August paycheck.

Q@) Will teachers now receive a paycheck in June?
A) Yes, teachers will now receive a paycheck in June.

Q) Will teachers be paid less?
A) Absolutely not. Teachers will receive the same amount of annual compensation. However,
2012 W-2s will be less as the compensation is moved to when it is earned (i.e. June).

Q) What happens to employees in year-round schools?

A) Year-round school employees will still be allowed to be prepaid as their employment situation
is a unique one where they intermittently get three weeks off. Year-round school employees are
not receiving a large pre-payment at the beginning of the school year.

Q) When will a teacher receive their first check?

A) Tt will depend on how the district implements the provision and when employees return. The
first paycheck by law can be no later than the end of the first month of employment. It is still
possible for all teachers to receive a pay check at the end of August, for the days employed in
August, under this provision.

Q) Why has this process been rushed?

A) It hasn’t been rushed. The General Assembly delayed implementation for a year in order to
deal with any issues that arose from this process. Further delay may lead to even more
confusion. It is also important to note that the current language must be amended because the
adopted language includes contradictory instructions.

Q) Who asked for this?

A) Administrators, especially finance officers, have complained about this for years. It was
contained in a bill that eliminated burdensome provisions on school districts and teachers so
that more resources could be dedicated to the classroomm. NCAFE, NC School Boards Association
(NCSBA) and NC Association of School Administrators (NCASA) all worked collaboratively on
the bill. All three organizations have continued to work diligently on this item once the drafting
errors were identified. All three organizations support the technical correction.

Q) Will teachers receive a paycheck for August?

A) It will depend on the district; however they will be eligible for a paycheck either the end of the
calendar month (for the actual number of days employed) or the end of the first month of
employment depending on the districts pay periods.



Q) If snow days or non-paid leave days etc. occur will districts be prohibited from issuing
paychecks?
A) No, this will only limit prepayment in the first pay period of employment.

Q) Will districts be allowed to pay for a full month in December so that teachers can receive
their full months pay before Christmas?
A) Yes, this legislation will only affect the first pay period of employment.

Q) My district receives a weather waiver. How does this apply to it?

A) In all honesty, for those district that start earlier in August, this one time transition will be
much easier. Many teachers in districts with weather waivers return early enough so that they
will receive a full or almost a full month’s pay at the end of August.

Q) How will this affect the State Health Plan?

A) DPI is working with officials at the State Health Plan. The State Health Plan understands the
problem and has dealt with similar situations in the past. They have committed to working out a
plan with DPI so that a teacher will not have to pay for two months of dependent care out of the
first pay check.

Q) What role does the State Employees Credit Union (SECU) play in this?

A) SECU can play several roles. First, they are working with districts and employees who use
their program to spread 10 paychecks over 12 months to make sure that funds are spread further
to cover the two weeks, Additionally, SECU has given assurances that employees will not incur
any penalties on mortgages and other loans due to a school district changing its pay date.

Q) How will this change affect teachers who have requested the school district spread payments
over twelve pay periods instead of 10?

A) This option will still be available going forward. For teachers who have this option they will
still receive their last paycheck for this fiscal year at the end of July. Dependent upon what their
school district chooses they will be in the same situation as other teachers for their August
paycheck.

Q) When will longevity payments be made?
A) Longevity bonuses will be made in the first pay period if an employee’s anniversary is then.

Q) Why is the following language being added: A teacher who fails to attend scheduled
workdays or who has not worked the number of days for which the teacher has been paid and
who resigns or is dismissed shall repay to the local board any salary payments received for days
not yet worked. A teacher who has been prepaid and who continues to be employed by a local
board but fails to attend scheduled workdays may be subject to dismissal or other appropriate
discipline.

A) This language was in the statute until this past summer’s legislation. Because the correction
allows for some liinited prepayment it needed to he reinserted to allow for recovery of those
funds. It makes this statute consistent with other employee statutes.

Q) Has the General Assembly given enough time for this to be implemented?

A) At the request of NCAE, the original provision did not go into effect until July 1, 2012. That
gave districts and teachers more than a year to adjust to upcoming change. Because of the
confusion, school distriets will be able to delay it an additional year if they feel that the district
and its employees would be better served by a delayed implementation.



Q) Will teacher only be paid once a month?
A) Tt depends on the district. For the first time this legislation will authorize districts to pay

more than once a month if they have staffing levels to support more payrolls. The solution may
vary from district to district.
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General Financial Guidelines

PTA/PTO/BOOSTER CLUBS have many responsibilities to the federal government, the state, the
District, and to the students they support. Part of this responsibility is to keep accurate and
updated records so that the organization may complete the necessary filing requirement with
the state and the IRS. In addition, these records will help you prepare your annual Financial
Report and Review Committee Report.

With this in mind, this section has been prepared to assist you in establishing a general record-
keeping system and a general system of internal controls, and to guide you in preparing the
Financial Report and related Review Committee Report. Establishing a good record-keeping
system is an essential step in creating a successful organization.

Most of the reporting requirements of a PTA/PTO/BOOSTER CLUB are dependent on the
financial records kept; therefore, the office of PTA/PTO/BOOSTER CLUB Treasurer is an
extremely important and vital position that should not be taken lightly. Even though the
Treasurer may assign certain duties to another person (i.e., Fund-raising Chairperson, etc.), the

Treasurer is ultimately responsible for assuring that all financial records are maintained
accurately for the PTA/PTO/BOOSTER CLUB.

PTA/PTO/BOOSTER CLUB officers also have day-to-day responsibilities to the club, as well as the
students they support. Some of these responsibilities include:

¢ Setting up a bank account properly,

% Accounting properly for fund-raiser income and expenses,

% Analyzing the outcome of each fund-raiser to determine its financial success/failure,
% Establishing and maintaining money handling procedures,

< Becoming knowledgeable of District policies concerning use of District building and
distributing flyers, and

% Preparing and filing the IRS 990 form.



Orange County Schools
Day-to-Day Responsibilities for
Parent Organizations

1.0 General Information

1.1

1.2

1.3

Orange County Schools encourages the participation and involvement of parents in
the educations of their children. One way parents can be involved is through
participation in voluntary parent organizations such as PTA’s, PTQO’s, other similar
organizations and booster clubs.

The purpose of this section is to provide general, not specific and/or all-inclusive,
tax information to principals and officers as it relates to PTA/PTO/BOOSTER CLUBS.
It is each PTA/PTO/BOOSTER CLUB’S sole responsibility to seek competent
professional tax assistance for its own tax reporting requirements.
PTA/PTO/BOOSTER CLUBS should strive to remain in good standing with ail federal

and state agencies.

The responsibility for accounting, safeguarding and disbursement of funds rests
with the PTA/PTO/BOOSTER CLUB officers. The principal may act in an advisory

capacity only.

1.4 A parent organization may not represent the District nor bind the District or any of

1.5

1.6

its employees to a third party with which the organization may conduct business.
All meetings of parent organizations must be public meetings.

Minutes of all PTA/PTO/BOOSTER CLUB meetings should be kept in writing in the
permanent records of the organization.

1.7 Each parent organization shall operate under bylaws and shall submit a copy to the

1.8

school principal and the District’s Public Information Officer.

Property purchased with PTA/PTO/BOOSTER CLUB funds becomes the property of
the school district and must be used exclusively at that school.

1.9 Payment from PTA/PTO/BOOSTER CLUB funds may not be made directly to any OCS

employees for services rendered to/for that organization.

1.10 PTA/PTO/BOOSTER CLUB funds and/or assets that are donated to a school must be

coordinated with the School’s principal.



2. Bank Accounts

2.1

2.2

2.3

2.4

2.5

2.6

Bank accounts should refiect the official name of the parent organization and carry the
tax ID number of the organization. Each PTA/PTO/BOOSTER CLUB must have a
separate bank account at a facility in proximity to the school.

The school system’s tax ID number CANNOT be used on a parent organization’s bank
accounts or financial documents. Do NOT use the social security number of an officer
or member to open your bank account.

A basic checking account is the best type of account to open. Instruct the bank that no
debit or credit cards should be issued for the bank account and that no funds should
be wired from the account or transferred from this account to any other account,

Also, do NOT have the bank issue ATM cards. This will prevent money from being
removed without the proper Board member’s approval and two authorized signatures
on each check.

The signature of the organization treasurer and the signature of either the
organization president or vice-president shall be required on all checks.

Each monthly bank statement should be delivered to the organization’s president, and
reviewed by him/her before it is given to the Treasurer to be reconciled.

The parent organization bank records should be reconciled by the treasurer no less
than one time during each three month period the organization exists. The bank
records should then be reviewed by the organization president.



3.0 Responsibility Guidelines

3.1

3.2

33

3.4

3.5

3.6

3.7

3.8

3.9

The responsibility for the proper collection, disbursement, and safeguarding of all
money and all other PTA/PTO/BOOSTER CLUB assets and the proper reporting of each
PTA/PTO/BOOSTER CLUB’S activities to the Internal Revenue Service, N.C. Department
of Revenue and to Qrange County Schools rests solely with each PTA/PTO/BOOSTER
CLUB’S officers, jointly and severally, not the school district or any of its employees.

Principals should encourage the use of PTA/PTO/BOQOSTER CLUB funds in manners that
benefit all students.

The commingling of PTA/PTO/BOOSTER CLUB money with school money is not
permitted.

School employees may not accept loans of funds from PTA/PTO/BOOSTER CLUBS.

Incoming officers should never accept financial records from the prior officers without
having them audited.

Each PTA/PTO/BOOQOSTER CLUB should select a qualified individual or a review
committee of members independent of the financial activities to conduct an annual
audit, which must be permanently maintained in the organization’s records with a
copy provided to the school principal and the school district’s Finance Department.

A PTA/PTO/BOOSTER CLUB should be absolutely sure it has or will have the money
necessary to meet its financial commitments. A PTA/PTO/BOOSTER CLUB does not
have the authority to commit or to represent in any way that Orange County Schools is
responsible for any of its obligations in the way of paying bills and/or fulfilling any

other agreement.

PTA/PTO/BOOSTER CLUBS should seek competent tax and legal advice on their own
and at their expense on an as-needed basis to assist and to advise them on legal and

tax matters.

Each PTA/PTO/BQOSTER CLUB that has 501{c){3) status must provide the school
principal and the district’s Public Information Officer with a copy of the appropriate

completed IRS Form 990.

3.9.1 Almost ALL non-profit, tax-exempt organizations must file some form of the 990,
You should check the IRS web site or contact a tax advisor to determine the
applicable form for your organization.



3.10 Each PTA/PTO/BOOSTER CLUB must complete the “PTA/PTO/BOOSTER CLUB

3.11

Information Sheet” annually and send to the school principal and the district’s Public
information officer.

Each PTA/PTO/BOOSTER CLUB should publish a calendar of scheduled meetings, both
Board meetings and general membership meetings, at the beginning of the school
year. This will allow all members to reserve meeting dates and should increase
attendance and participation. As soon as dates are selected for fundraisers and other
activities, these should be added to the calendar.



4.0 Officer Duties: This is a list of sample duties that need to be stated in the by-laws for
any new organization or adopted for existing organizations.

4.1 Listed below are general duties of the president of a parent organization.

4.1.1 Oversee the review committee or external person who will audit/review the
financial records at year-end.

4.1.2 Review the year-end audit and ensure that all questions are answered by the
Treasurer before records are turned over to the new officers.

4.1.3 Provide copies of the year-end audit to the school principat
no later than October 1.

4.1.4 Ensure a year-end financial report is prepared by the Treasurer and
presented to the organization’s Board, with copies to the school principal,

no later than October 1.

4.1.5 Responsible for all financia! affairs of the organization and associated
reporting thereof including any duties that may be delegated.

4.1.6 Review monthly bank statement before it is given to the Treasurer to be
reconciled.

4,1.7 Submit all fund-raiser requests to the principal for his/her approval no later
than October 1 of the fall semester and March 1 for the spring semester.

4.1.8 Preside at all meetings of the Directors.

4.1.9 Coordinate the work of the directors and/or committees in order that the
organization’s objectives may be promoted.

4.1.10 Coordinate the work so that the necessary reports are timely made to the
appropriate state and federal agencies.

4,1,11 Co-sign organization checks
4.1.12 Ensure annual audit is performed.

4.1.13 Perform such other duties as deemed necessary by the Directors.



4.2 Llisted below are general duties of the vice-president of a parent organization.

4.2.1 Assume the duties of the President in the event of the President’s inability to
serve or resignation.

4.2.2 Chair organization committees.
4.2.3 Maintain a roll of all members of the organization.
4.2.4 Co-sign organization checks as needed.

4.2.5 Perform such other duties as deemed necessary by the Directors.

4.3 Listed below are general duties of the secretary of a parent organization.

4.4

4.3.1 Record the minutes of all meetings of the Directors, and furnish a copy of
such minutes to the president within one (1) week following the meeting.

4.3.2 Coordinate all correspondence relating to the organization.

4.3.3 Catalogue and supervise the property of the organization.

4.3.4 Publish all notices of meetings or other matters.

4.3.5 Co-sign organization checks as needed.

4.3.6 Perform such other duties as deemed necessary by the Directors.
Listed below are general duties of the treasurer of a parent organization.

4.4.1 Maintain financial records (keep and accurate record of receipts and
expenditures).

4.4,2 Reconcile the bank statement monthly.

4.4.3 Prepare the budget and provide financial reports to the Board at least once
during every three month period and at other times as requested.

4.4.4 Receive all funds for the organization and promptly deposit money in a bank
designated by the Directors.

4.4.5 Pay out funds with proper approval and documentation in accordance with
the approved budget.



4.4.6 Prepare all required tax returns (form 990/990EZ and sales tax} on behalf of
the organization,

4.4.7 Establish good accounting procedures.
4.4.8 Establish permanent file for financial related records.

4,49 Prepare and present a year-end financial report to the Board with copies to
the school principal and district Finance Office no tater than October 1.

4.4.10 Cooperate with review committee or person assigned to audit/review
financial records at year-end.

4.4.11 Turn over all financial records to the new treasurer.

4.4.12 Perform such other duties as deemed necessary by the Directors.



5.0 Accounting Procedures

5.1 Accounting records should be limited at all times to only those persons whose duties
reguire access.

5.2 There should be written instruction on the recording of accounting transactions,
preferably in the organization’s by-laws.

5.3 The PTA/PTO/BOOSTER CLUB’S books should be reconciled to the bank statements no
less than once during each three month period.

5.4 There should be adequate separation of duties for as many of the following duties as
possible:

5.4.1 Cash receipting

5.4.2 Cash disbursements

5.4.3 Authorization of disbursements
5.4.4 Accounting records and entries
5.4.5 Bank statement reconciliation
5.4.6 Deposits

5.4.7 Petty Cash Fund

5.4.8 Receiving purchased goods

5.5 Bank statements should be mailed to the school, not the home of a
PTA/PTO/BOOSTER CLUB member.

5.5.1 The PTA/PTO/BOOSTER CLUB president should review the bank statement
before it is given to the Treasurer to be reconciled.



6.0 Cash Receipts

6.1

6.2

6.3

6.4

6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.12

6.13

The cashing of checks out of cash receipts or petty cash should be prohibited.

Incoming checks should be restrictively endorsed immediately upon receipt with an
endorsement stamp that has the PTA/PTO/BOOSTER CLUB’S name, the bank’s name,
and the bank account number.

Multi-part Cash Receipts should be written for all money received. One copy should
be given to the payee and another copy maintained in the Cash Receipts book. A third
copy (if available) should be attached to any deposit documentation and filed with a
copy of the deposit slip.

All monies received should be deposited on a daily basis and never held in a school
nor taken home. Money collected should not be spent for needed items, but
deposited. Checks should be written for all items purchased.

Receipt numbers and/or range of receipt numbers should be written on all deposit
slips.

The bank validated deposit slip should be returned to the treasurer to verify each
deposit.

All monies should be counted and receipted in the presence of the individual turning
in the money.

All deposits must have supporting documentation verifying who the money was
received from, make-up of the receipts (cash or check}, date of receipt and purpose.

All checks for deposit should be listed separately on a deposit slip or supported by a
calculator tape. A minimum of two calculator tapes should be run to ensure
accuracy. A good practice is to write the number of checks deposited on the deposit
slip when the checks are too numerous to list.

Post-dated checks should never be accepted. A post-dated check is a check that has
been dated after the date the check is given to the payee.

Returned checks should be re-deposited immediately or otherwise promptly
collected. Only accept cash or a cashiers’ check in repayment for a returned check.

Accounting entries for each returned (NSF) check should be made upon receipt of the
returned check from the bank.

All copies of voided cash receipts should be retained in the cash receipts book.



7.0 Cash Disbursements

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

All unused checks should be kept safe and secure at all times.
Checks should never be pre-signed.

“Blank” checks should never be issued.

Issuing checks to the order of Cash should be prohibited.

The sequence of check numbers should be accounted for when reconciling the bank
statement to the books.

Reimbursements need to be pre-approved by appropriate members of the
organization. A “Check Disbursement/Reimbursement Request Form” can be
required for payment.

Original invoices, sales slips, or receipts should be attached to the file copies of all
checks as support for payment. If several invoices or receipts are submitted for
reimbursement, a calculator tape should be run and attached. This total should
agree to the check total.

Purchases made by the PTA/PTO/BOOSTER CLUBS need to be voted upon and
approved by the membership.



