The Treasurer

The treasurer shall serve as an active participant on the board of directors and executive committee and attend all the meetings of each. The treasurer should serve as chair of the budget committee and present the budget to the membership.  

It is important for the treasurer to attend the State PTA “PTA and the Law” workshop and a State PTA “Money Matters” class. The treasurer should read and understand all references to membership service fees and finances that can be found in the Uniform Bylaws, the PTA’s standing rules, and State PTA materials.  

The treasurer should keep an accurate and detailed account, in the books and records of the PTA, of all funds received and all funds disbursed.  The treasurer should submit a written monthly financial report at each meeting of the PTA (both general membership and board of directors).  The treasurer must provide all financial records if requested by the president or members of the board.  

It is important that the treasurer (or designated person) receives all funds for the PTA and promptly deposits all funds only into the PTA’s bank account; handles only PTA funds; and, does not deposit funds of other organizations or ASB funds into the PTA account. Bills should be paid BY CHECK ONLY signed by two authorized executive committee members. All financial obligations of the PTA must be authorized by the board of directors or the membership.  
One of the first duties you need to perform as treasurer before you start the new year is to determine what the gross receipts of your PTA were as of the end of June.  You will need this to file your PTA’s IRS 990/990 EZ and Charitable Solicitations Forms.
The treasurer should forward, to the Washington State PTA, through the appropriate channels, the State PTA portion of the membership service fees accompanied by the properly completed forms. 

The treasurer must preserve all vouchers, receipts, bank statements, cancelled checks, and other records, and submit these to the Financial Review committee when requested, or to the board of directors or membership when requested and maintain complete financial records as specified in the records retention timetable.  

The books must be closed as of June 30 and the books and records submitted for financial review to the financial review committee appointed by the president. The financial review committee shall not include any person who was authorized to sign on the bank account for the period under review.

The treasurer delivers to his successor, all books and records, including historical records, promptly at the conclusion of his/her term of office.
