Brentwood Magnet Elementary School of Engineering PTA 

STANDING RULES
GENERAL INFORMATION

The following are officer positions and standing committee descriptions of the Brentwood Magnet Elementary School of Engineering PTA. Each committee chairperson may appoint a committee to assist him or her.

Two people may share any committee chair position. Two people may not share an officer position.  Each officer and standing committee chairperson term begins July 1st and ends the following June 30th.
All officers and committee chairs recruit, train and coordinate volunteers to help them meet their goals.  All officers and committee chairs report regularly to the Brentwood Magnet Elementary School of Engineering PTA Board about their activities and keep the PTA President informed of all activities on an ongoing basis.  Each committee chair and officer must present a plan of work prior to any activities for approval by the President.  No plan shall be implemented without approval.

Upon the expiration of the term of office or in case of resignation, each officer shall turn over to the President, without delay, all records, books, and other materials or assets pertaining to the office, and shall return to the Treasurer, without delay, all funds pertaining to the office.

Any PTA unit officer (elected) or committee chair (selected)) may attend full meetings of the Wake County PTA Council (3-4 times per year) or the NC PTA Convention (April).  All PTA officers and committee chairs are eligible to subscribe to the PTA Council’s electronic Forum, an email communication system, to receive up-to-date information on Wake PTA events and issues.
Attending leadership training opportunities, such as those offered throughout the year by PTA Council and summer leadership training held by NC PTA, are recommended for all active PTA leaders.

Regular General membership meetings shall be held during the months of September, January and May.

These standing rules may be amended by majority vote of the Brentwood Magnet Elementary School of Engineering PTA Executive Board.

The order of business shall be as follows:

1. Call meeting to order – welcome and thanks
2. Minutes of previous meeting; approval and accept into record

3. Treasurer’s Report; file pending audit

4. Main Agenda items and Officer Reports

5. Standing Committee Reports

6. Unfinished Business

7. New Business

8. Announcements

9. Adjourn Meeting

OFFICERS

PTA PRESIDENT:

1. Provides leadership for promoting the National PTA mission and objectives.

2. Presides at all meetings of the association, executive board, and executive committee.

3. Performs duties as may be prescribed in the Brentwood Magnet Elementary School of Engineering PTA Bylaws and Standing Rules, or as assigned by the association. 
4. Insures that the Brentwood Magnet Elementary School of Engineering PTA is a unit in good standing with the NC PTA, National PTA and PTA Council as outlined in Article 4, Section 4.5 of the Brentwood Magnet Elementary School of Engineering PTA Bylaws. 
5. Insures that all officers and committee chairs adhere to the Brentwood Magnet Elementary School of Engineering PTA Bylaws, Standing Rules, and Fundraising Policies; and conducts their position in a manner consistent with the National PTA goals and objectives as well as the PTA unit goals.

6. Coordinates the officers, committees, and all activities for Brentwood Magnet Elementary School of Engineering PTA, in conjunction with the administration and teachers of Brentwood Magnet Elementary School of Engineering.

7. Meets with school principal on a monthly basis.

8. Attends all PTA events and activities.

9. Conducts presentations on behalf of the Brentwood Magnet Elementary School of Engineering PTA.

10. Approves all PTA correspondence which will go to parents or teachers, including emails, newsletters, and website information.

11. Approves all Check Requests and Scholarship Applications.
12. Assists officers and committee chairs to understand their duties and oversees their work.

13. The President shall be an ex-officio member of all committees except the Nominating Committee (see Nominating Committee Guidelines, Exhibit B).

14. Attends leadership training programs of the PTA Council, NC PTA, and other school system and community groups as needed.

15. Encourages other officers and chairs to attend pertinent meetings and trainings and to join the Wake County PTA Council Forum (listserv) to stay informed.

16. Keeps informed with Council, State, and National PTA via their newsletters, list serves, and websites.

17. Informs officers, chairs and parents about important events and issues.

18. Develops, in conjunction with the principal the PTA Calendar of Events.
19. Maintains PTA permanent files in a safe, locked area.  Insures proper retention of the Brentwood Magnet Elementary School of Engineering PTA records.

20. Signs all contracts and agreements for Brentwood Magnet Elementary School of Engineering PTA.

21. Serves as spokesperson for the Brentwood Magnet Elementary School of Engineering PTA.

22. Insures that the association’s 501(c)(3) status is protected.

23. Forwards all records and unit information in an organized fashion at completion of term.

24. The President, as the presiding officer, maintains a fair and impartial position at all times and encourages members to participate.  The President may vote when voting is by ballot.  In other cases, may cast a vote to create or break a tie if the result is in the best interest of the association.

TREASURER

1. Shall have custody of all funds of the association.  Complies with guidelines in the NC PTA Dollars and Sense Guide found at http://www.ncpta.org/MembersOnly/Treasurers%20Handbook.pdf .

2. Keeps an accurate and detailed account, in the treasurer’s permanent book, of all monies received and paid out.
3. Makes disbursements as authorized by the President, executive board, or unit membership in accordance with the budget adopted by the association.

4. Presents a financial statement at every PTA Business Meeting and General Membership Meeting, and at other times when requested by the executive board, and shall make a full report at the meeting at which new officers officially assume their duties.

5. Responsible for the maintenance of such permanent books of account and records as shall be sufficient to establish the items of gross income, receipts, and disbursements of the Brentwood Magnet Elementary School of  Engineering PTA, including specifically, the number of its members, the dues collected from its members, and the amounts of dues collected from its members, and the amounts of dues remitted to the North Carolina PTA in accordance with Article 5, Section 5.2, of the Brentwood Magnet Elementary School of  Engineering PTA Bylaws.

6. Takes custody of funds collected as State and National dues and shall be responsible for remitting such dues to the North Carolina PTA in accordance with the Brentwood Magnet Elementary School of Engineering PTA Bylaws.
7. May complete the file IRS 990 tax returns in a timely fashion.  Submits sales tax refund requests to the N.C. Department of Revenue. Executive Board may choose to hire an accountant to complete the IRS 990 form when appropriate.
8. Prepares all treasurers’ records for audit.

9. Prepares a year-end financial report by June 30 showing the total income and expenditures for the fiscal year, comparing those figures with the budget approved at the beginning of the fiscal year, and the assets and liabilities of the local PTA, and submit the report to the incoming President, Treasurer and Audit Committee.
10. Reconciles bank statements each month with the PTA checkbook, and presents bank statements and supporting documents to the Audit Committee for monthly review and approval.

11. Prepares budget worksheet of past years (2-3years) budget information for Executive Board budget planning meeting held in July or August.

12. Prepares proposed budget for general membership vote at first PTA Business Meeting in September.

13. Obtains signature cards from bank in July and obtains signatures from President and all others approved to sign checks and returns to bank.

14. Insures that all checks have two authorized signatures and that Requisition for Payment forms are approved by the President or a Vice President prior to submitting payment.  Having blank checks signed is strictly prohibited.
15. Insures that association liability insurance is paid by the end of September.

16. Insures that Requisition for Payment forms and invoice or appropriate receipt(s) are submitted prior to writing any disbursement check.

17. Insures that all disbursements are included in the approved PTA Budget and discusses any problems with the PTA President.

18. Follows sound money management policy for all funds received.

19. Attends PTA Board Meetings and General Membership Meetings.

20. Attends yearly PTA Council New Officer Training, NC PTA Trainings and other meetings or training sessions necessary.

21. Keeps the PTA President informed of all activities on an ongoing basis.
22. Forwards all records and PTA unit information pertinent to the Treasurer position.

SECRETARY

1. Records the minutes of all meetings of the Brentwood Magnet Elementary School of Engineering PTA and of the Executive Board, including names of members present at those meetings.

2. Presents the minutes for approval prior to and/or at the next meeting.

3. Submits PTA business meeting minutes via email to the Website Chair for posting to the Brentwood Magnet Elementary School of Engineering PTA website.

4. Maintains membership list of the association in permanent record for the year.  The list will be provided and updated by the Membership Chairperson.

5. Maintains current, signed Code of Ethics agreement to all PTA Officers and Committee Chairs.

6. Keeps a current copy of bylaws, Robert’s Rules of Order, standing rules and budget in binder with meeting minutes and has available for reference purposes as needed at all association meetings.
7. Notifies executive board and executive committee of upcoming meeting.

8. Performs such other duties as may be delegated.

9. Forwards names of new officers to the state association and PTA Council.

10. Keeps the PTA President informed of activities on an on-going basis.

11. Forwards all records and PTA unit information pertinent to the Secretary position.

FIRST VICE PRESIDENT:
1. Acts as an aide to the PTA President and shall perform the duties of the President in the absence or inability of that officer to perform duties as described in the President section.
2. Attends monthly PTA business meetings, general membership meetings, board meetings, and executive committee meetings.
3. Serves as backup to the Secretary as necessary.

4. Submits information to the local newspaper (s) as needed.

5. Orders flowers, memorials, and send cards as needed (death, illness, etc.)

6. Oversees and supports the activities of the following PTA Committees:  Volunteer Coordination, Publicity/Website, and Newsletter.

7. Keeps the PTA President informed of all activities on an on-going basis.

8. Forwards all records and PTA unit information pertinent to the First Vice President position.

SECOND VICE PRESIDENT:

1. Acts as an aide to the President and shall perform the duties of the President in the absence or inability of the First Vice President.

2. Coordinates all fundraising activities such as poinsettia sales, fall fest event, dining out fundraisers, and other activities approved by the board.
3. Oversees and supports all activities of the PTA. Assists the Treasurer as needed.

4. Keeps the PTA President informed of activities on an on-going basis.

5. Forwards all records and PTA unit information pertinent to the Second Vice President position.

COMMITTEES

Each committee shall have a chairperson who will be a member of the executive board appointed in accordance with the bylaws.  There shall be the following standing committees:  Audit, Advocacy/Community outreach/Programs, Nominating/Volunteer Coordinator, Fundraising and Hospitality/Teacher Appreciation/Student Recognition.
Audit Committee - This committee examines the financial books and records of the financial officers of the PTA. None of the check signers can be a part of this committee.
Advocacy/Community Outreach/Programs Committee (2 co-chairs) - Pays attention to the bigger picture beyond the school. Is aware of what the School Board is doing. Educates parents on different policies/changes in policies. Will form a committee whose members are representative of the school and community. Will develop a community outreach plan and set goals. Will develop activities that include and would be of interest to students, single parent families, working parents, grandparents, senior citizens, people with disabilities, non-English speaking people and community business people. Will develop strategies that increase the number of parents involved in volunteer activities, committees and advisory boards. Will address ways to strengthen home-school-community partnerships. Will compile and share information about community agencies that provide services to families.  Will arrange and coordinate necessary programs for the school. Will meet with the school Principal to determine the main problems/issues the kids are facing. The committee chair of Programs develops ways/programs to educate kids about the issues affecting them. Will form partnerships with different local institutions to carry out such programs. Will makes sure all programs are approved.  Will determine the type of program format (e.g., discussion, workshop, study circle). Will plan the program and develop a budget. Will publicize the program.  Will deliver the program. Will evaluate the program and follow up. Will report to parents/PTA members.

Nominating/Volunteer Coordinator Committee - The President cannot be a member of the Nominating Committee.  This committee’s major role and responsibility is to nominate the best qualified available nominee for each elected office.  They will meet with the principal and PTA president to review school and district policies and procedures regarding volunteers. Assess the need for volunteers at your school. Recruit from all segments of the community. Match the volunteer’s interest and skills with the task. Provide opportunities for orientation and training. Furnish information to each volunteer about their responsibilities. Provide identification badges for volunteers. Maintain a center for volunteer sign-in and recording of hours served. Keep an up-to-date listing of active volunteers.  Encourage every volunteer to reach out to another prospective volunteer. Publicize volunteer opportunities. Promote the value of the school volunteer program within the community. Plan a recognition activity for volunteers at the end of the school year, but also thank and recognize volunteers on an on-going basis throughout the year. After all, it’s the only pay they will receive. Assess the effectiveness of recruitment forms and update them regularly. Ask volunteers about their volunteer experience. Collect suggestions and make the changes to improve the experience.

Fundraising Committee – (2 co-chairs) The major responsibility of the fund-raising committee is to raise the amount needed to meet the proposed unit budget and to work cooperatively with the PTA president and treasurer in accounting for receipts and disbursements for the activity. The Committee may also plan specific fundraising events and activities.  COMMITTEE PROCEDURES -  Fundraising events must be approved in advance by the executive board and association. Approval should be recorded in the minutes. Recruit enough volunteers to conduct the project. Assign each volunteer specific task and develop a work schedule. Solicit donated goods and services. Clear the dates with the school and reserve needed facilities and equipment. Fundraising is the method of raising money to finance PTA programs and projects. The fund-raising project must support the goals of PTA and be related to the educational, charitable, and philanthropic purposes as a tax-exempt organization. When planning the year’s activities, PTAs should use the 3-to-1 rule.  (This doesn’t include passive fundraisers).  For every one fund-raising activity, there should be at least three non-fund-raising programs aimed at helping parents or children or advocating for school improvements.  It should involve as many members as possible and be fun. It should not be a burden to the school staff or parent volunteers, compete with or detract from school lunch and nutrition programs, or conflict with other PTA, school, or community events. Children should never be used to sell door-to-door or exploited to raise funds. It cannot involve commercial or advertising obligations. See National PTA Annual Resources for PTAs, Money Matters which prescribes the ethics of fundraising.  The fundraising project must have the approval of the membership in advance of the event and the vote must be recorded in the minutes. Projects must have a specific purpose. The project, if it is an ongoing activity or program, must be approved each year by the association membership.  Protecting PTA Tax Exemption - PTAs are exempt from taxes under Section 501(c)(3) of the Internal Revenue Code. To retain the tax-exempt status, PTAs must pay attention that fundraising does not become its primary focus. All PTAs function under the exempt status of the California State PTA and the National PTA. An individual unit can have an effect on the entire organization. Disregarding the prohibition against substantial commercial activities could result in having to pay tax or a tax penalty and/or loss of tax-exempt status by the IRS. Most PTA fundraising activities are exempt from federal income taxes, because a majority of the work performed at the unit level is conducted by volunteers and they sell donated merchandise.  Start with passive fundraising:  shopping cards (Kroger, Harris Teeter, Target, etc) Spirit night: Fast Food Restaurants (Chick Fill ‘A, McDonalds)  Box tops: This committee promotes Box Tops for Education by collecting returned Box Tops and redeems them at General Mills twice a year for a cash contribution to Creek Valley.  This is an ongoing program during the school year.  

Hospitality/Teacher Appreciation/Student Recognition Committee - The purpose of the Hospitality Committee is to provide hospitality (food, beverages, decorations, gifts) for certain school/PTA events and to show our appreciation to the outstanding teachers at Brentwood. This committee plans and organizes ways to show appreciation to the faculty and staff throughout the year. Fruit Baskets, candies, lunches, Teacher’s Appreciation week, Teacher of the Year.  Student Recognitions- Recognize Honor Roll/Character. This is a committee that promotes and helps to contribute to the purchase and distribution of awards to students throughout the year. 
*These committees are special committees.  They are not permanent members of the Board nor does the chair have voting privileges.

Approved by majority vote of the Executive Board on __________________.

Signed _______________________________  Date_______________________




PTA President
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Exhibit A:  Year-End Officer Report Guidelines

All officers and committee chairperson are expected to complete a Year-End Report and submit a copy to the PTA President during the Transitional Board Meeting.  If you are unable to attend this meeting, please submit your report prior to this meeting.  The copy will go to the committee chairperson or officer for the coming school year.

If you have been elected to a second term in the same officer position, please keep your report to submit to the officer for the following year.

Please include the information listed below at the very minimum.

Criteria to include in your report:

1. Name of Committee or Office

2. School Year (for example, 2009-10)

3. Chairperson/Officer Name and Contact Information (phones and email)

4. Budget Line Items (expenditures line item and income, if appropriate)

5. Budget Amount Spent

6. Funds Received (if any)

7. Contacts’ names, phones numbers and email address (vendors, suppliers, printers, etc.)

8. Volunteers Needed – number of volunteers and for what tasks

9. Supplies needed (please be specific)

10. General Activities involved with this committee or office
11. Specific Timeline of Tasks (e.g., chronological listing of what you do and when)

12. Specific instructions for date of event, function, etc.

13. What worked and what didn’t work

14. Suggestions for the future

15. General or Miscellaneous information

16. Please include copies of handouts, flyers, and other items of publicity and communication with this report.

17. Please forward to the PTA President any leftover supplies, collection boxes, or other items pertinent to your committee or office.
EXHIBIT B:  Nominating Committee Guidelines

The election of officers is one of the most important duties of the PTA unit

because it provides for future PTA leaders. Officers should be chosen for

their abilities, their knowledge of PTA and their willingness to serve.

The Nominating Committee should have a copy of the bylaws, standing

rules and a membership list and/or school directory.

The committee shall elect its own chairperson.

The committee contacts nominees to tell them the duties of the office and to

obtain their consent to serve if elected. (See Bylaws and Standing Rules Job

Descriptions). The Nominating Committee consists of three members (See

Article VI: Officers and Their Election, Section 2).

Discussion of nominees is confidential.

If committee members are themselves nominated, they should excuse

themselves while their nomination is considered and return to vote (for the

slate of officers).

The Nominating Committee shall nominate an eligible person for each office

to be filled and report its nominees at the meeting designated by the Board at

which time additional nominations may be made from the floor. Slate of

officers form is then filed with Secretary.

The committee is automatically discharged when its report is presented to

the membership. However, if a candidate withdraws before the election, the

Nominating Committee must seek another candidate.
TIMELINE:

October  PTA Executive Board Meeting: Nominating Committee is elected

by the executive board.

Throughout the year, identify responsible individuals to serve as officers.  Nomination information is posted on the PTA website and publicized through email and other channels.
April PTA Executive Board Meeting: Slate of Officers presented and

approved by Board.

May General PTA Meeting : Slate of Officers voted on at General PTA

Meeting.

Exhibit C: Nominating Committee Slate of Officers Form

Brentwood Magnet Elementary School of Engineering PTA Slate of Officers For School Year ____

Position Nomination:

President:_____________________________________________________

First Vice President: ______________________________

Second Vice President: __________________________________
Treasurer: ____________________________________________________

Secretary: ____________________________________________________

Signatures, Nominating Committee Members:

_____________________________    _____________________________

_____________________________

Meeting Date Officers Presented to Board:________________________

Meeting Date Officers Elected by Membership:_____________________

(Secretary to file this form in pe
rmanent file with minutes of general

membership meeting.)
Exhibit D:  Cash Verification Form

Brentwood Magnet Elementary School of Engineering PTA

CASH VERIFICATION FORM

(Membership, Fundraisers, Donations)

ACTIVITY/COMMITTEE _____________________________________

DATE ________________________
COINS





CURRENCY

________ x 1¢  =  ________


________ x $1    =  ________
________ x 5¢  =  ________


________ x $5    =  ________
________ x 10¢ = ________


________ x $10  =  ________
________ x 25¢ = ________


________ x $20  =  ________
________ x 50¢ = ________


________ x $50  =  ________

________ x $1   = ________


________ x $100 = ________
	1. TOTAL COINS $
	
	2. TOTAL CURRENCY $


CHECKS     Please list and attach adding machine tape of itemized checks.     →

# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________


# _________  $ _________
Name ____________________________________

# _________  $ _________
Name ____________________________________

(List additional checks on separate sheet and attach)
	3. TOTAL CHECKS $
	
	SIGNATURES:

(2 people needed to count and sign off)

	

	GRAND TOTAL: $
(Add 1, 2, and 3)
	
	1.

	
	
	2.


Please turn monies in to the Treasurer or President, This section will be filled out at transfer:




Amount Received: $___________________

          Signature of Treasurer of President ______________________________Date ________________

Exhibit E: Requisition for Payment Form
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 Brentwood Magnet Elementary School of Engineering PTA
Requisition for Payment Form
Payment Requested by:  _________________________________  Date: _________________________
Committee: ______________________________   Amount Requested: __________________________
Purpose: _____________________________________________________________________________
□  Request REIMBURSEMENT

-or-

□  Request Payment of invoice to:      ​​​​​​​​​​​​​​​​​​​​​​​​​

________________________________________





Address: ________________________________________






 ________________________________________





 ________________________________________
Please itemize expenses below:
	ITEM
	SALES TAX
	AMOUNT
	TOTAL

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total:
	


             ***Receipts and/or detailed invoices and an authorizing signature are required before payment can be made.***

Signature: _________________________________________    Date:  ___________________

Authorized by:  ____________________________________      Date:  ___________________

	For Treasurer’s Use Only:

Check Number:  _____________________       Date Paid:  __________________________

Treasurer’s Sign Off:  _______________________________________________________


Exhibit F: Money Management Policy
Brentwood Magnet Elementary School of Engineering PTA
MONEY MANAGEMENT POLICY
PURPOSE: To establish guidelines for prudent management of PTA funds
HANDLING RECEIPTS OF FUNDS

􀀀 All PTA monies and other assets, including checking accounts, savings accounts, and

certificates of deposit, are the property of Brentwood Magnet Elementary School of Engineering PTA.

􀀀 When the PTA is planning a fundraising activity that will involve large amounts of

money, the Treasurer shall arrange to deposit the money in the bank as soon after the

conclusion of the project as possible.

􀀀 For fundraising activities where large sums of money are collected over a period of

time, collection times and bank deposits will be conducted more frequently (daily, if

possible) as determined by the Executive Board.

􀀀 When the project is a continuing one (membership, for example), collection times

and bank deposits will be conducted more frequently as determined by the Executive

Board.

􀀀 The chairperson of the fundraising activity is responsible for seeing that the Treasurer

receives all revenue immediately after completion of the activity or at other specified

intervals.

􀀀 All PTA revenue generated by fundraising activity shall be counted by the

chairperson or her designee and checked by another PTA member for accuracy.

􀀀 All revenue submitted to the Treasurer for deposit must be accompanied by a

completed Cash Verification Form (See Exhibit D).

􀀀 Prior to the bank deposit of submitted revenue, the Treasurer and the committee

member or chairperson should count the monies received and the Treasurer is to sign

the Cash Verification Form verifying the amount.

􀀀 A receipt or copy of the completed and verified Cash Verification Form should be

given to the Chairperson for her/his records.

􀀀 Night deposits and 24-hour banking should be used as needed, with two people for

safety purposes. When necessary, the Treasurer should contact local police

authorities beforehand and request an escort to the bank.

􀀀 PTA funds may NEVER be deposited into anyone’s personal account, in the

school account, or leave money in the school building or in someone’s home.

(Keep in mind that embezzlement is the #1 problem in PTAs across the country.)

􀀀 All checks that are deposited should be stamped with the “For Deposit Only to the

Brentwood Magnet Elementary School of Engineering PTA , Account # ************ stamp.

􀀀 Duplicate deposit slips should be made so that the Treasurer has a copy to retain for

the record.

􀀀Changes may be permitted to budget line items as needed during the fiscal year, up to

$1,000, without a vote by the general membership.

HANDLING FUNDRAISING EXPENDITURES

• To keep accurate records, the Treasurer shall be given itemized bills, sales receipts,

etc. from the fundraising activity to pay by check. These expenses must never be paid

with the cash receipts from the activity.

• If cash box change is needed for an activity, a written request accompanied by a

Requisition for Payment Form (See Exhibit E) must be submitted to the Treasurer at

least five (5) business days prior to the event or activity.

• The Treasurer must never give a check for cash or cash itself to any officer or

committee chairperson to be used for supplies or other purchases for any activity.

• A completed Requisition for Payment form, with receipts/invoices attached, must be

submitted for each check written. No PTA disbursement will not be made without a

completed Requistion for Payment form.

• All completed Requistion for Payment forms must be authorized by the PTA

President or Vice President prior to writing any check.

• Only Requisition for Payment forms for budgeted items will be approved for remittance.

Check requests exceeding any budgeted item will not be approved.
FUNDRAISING REPORTING PROCEDURES

􀀀 The Treasurer or fundraising chairperson shall complete a detailed report of the

receipts and expenditures and the profit from the fundraising project within a few days of

the conclusion of the activity or event.

􀀀 This report shall be presented to the Executive Board and the membership at the

PTA Executive Board Meeting immediately following the activity.

􀀀 All money deposited in the PTA account will be considered PTA funds by the IRS

and must be reported as such. A PTA must never deposit school or school-related

money into its account.
PTA FUNDS vs. PUBLIC MONIES

If a PTA sponsors a project or program in cooperation with the school, all funds shall

be accounted for and separated prior to the immediate deposit of the PTA portion into

the PTA bank account.
FEDERAL REQUIREMENTS

􀀀Brentwood Magnet Elementary School of Engineering PTA is classified as tax exempt 501(c)(3) Public Charity

under the Internal Revenue Code (IRC).

􀀀 It is very important that the PTA does not jeopardize its favorable tax exempt status.

It must not violate certain restrictions that apply to its 501(c)(3) classification.

􀀀 A PTA as a 501(c)(3) entity must be organized and operated exclusively for

charitable, educational, or scientific purposes (mission as defined in Bylaws).

􀀀 PTA resources and funds cannot be used for the private benefit of any officer, board

member, or other member of the organization (private inurement).

􀀀 It cannot engage in any political activity. Organizations that are classified 501(c)(3)

are forbidden to support candidates for public office.

􀀀 Every PTA must acquire an IRS Employer Identification Number (EIN). This number

is part of the permanent record of the PTA unit and must be on file in the NC PTA

office and in the PTA unit’s permanent files. This number should also be used for

bank accounts and is required for filing the IRS Form 990.

􀀀 Brentwood Magnet Elementary School of Engineering PTA EIN# is 45-3763839.

􀀀 PTA fundraising activities are exempt from federal income taxes when:

1. They are conducted only once per year, OR

2. 85% of the work of the activity is conducted by volunteers, OR

3. They consist of selling donated merchandise (e.g., silent auction or live auction

of donated merchandise).

􀀀 A PTA must not provide perks, payment, or extra benefits to officers or special

members of its organization. If this happens, the IRS may consider it an excess benefit

transaction, and the individual receiving the benefit, as well as the person who approved

the benefit, may be liable for tax penalties.

􀀀 The IRS may consider it an excess benefit transaction if a PTA provides a benefit

that exceeds what would be considered reasonable compensation as consideration for

service to an officer or person associated with the PTA.
MEMBERSHIP DUES

􀀀 The Treasurer and the Membership Chairperson shall work together to

forward the state and national PTA portion of the dues to the NC PTA office on a

monthly basis.

􀀀Dues should not be held at the local unit level for long periods of time.

􀀀The state and national portions of dues does not belong to the local PTA unit

and are never recorded as part of the PTA unit income, but they should be

recorded as accounts payable within the financial records.
BONDING & INSURANCE

􀀀The PTA will secure a fidelity bond each year. It is in the best interest of the PTA

for the Treasurer, other officers, and all other individuals authorized to handle funds and

securities of the organization to be covered by a fidelity bond in the amount determined

by the Executive Committee.

􀀀The expense of such insurance is borne by the PTA unit.

􀀀 Liability insurance is recommended and required by the Wake County Public School

System for use of the school for PTA meetings and events.

􀀀 Bonding and insurance is due by October 1 each year.

Exhibit G:  Financial Review Guidelines

Financial Review Guidelines
NCPTA requires all local units and councils to submit their annual financial

review online using the NCPTA database to remain a unit in good standing.

A Financial Review should be conducted after the close of the fiscal year

(usually June 30th) and completed no later than August 31st each year.

The following are guidelines for conducting the review:

1. A financial review of your books is not required to be conducted by a

Certified Public Accountant.

2. This review can be performed by a Financial Review Committee, which
3. The Financial Review Committee may not include anyone that was

authorized to sign on the PTA bank accounts (during the fiscal year of the

audit).

4. No close relatives of those authorized to sign the PTA bank accounts may

assist in conducting the financial review.

5. It is not recommended that the school Principal be included on the audit

committee.

The Dollars and Sense Handbook states the following as to when a financial

review should be conducted:

a. A financial review should be conducted at least once per year

b. A financial review should be conducted at the end of each term of office

even if the same treasurer is reelected.

c. A financial review should be conducted whenever there is a change in

treasurer.

d. A financial review should be conducted whenever the Executive Board

requests an additional review to certify the books are in balance.

Please see Exhibit H: Financial Review (Audit) Checklist for use by the

review committee.

After review, the committee reports its finding to the Executive Board and

then the online review can be completed. The online review may be entered

by the president, treasurer, or member(s) of the Financial Review

Committee.
PLEASE BE SURE THAT THE PERSONS ATTESTING TO THE

FINANCIAL REVIEW UNDERSTAND THE RESPONSIBILITY AND

IMPORTANCE OF THIS REVIEW.

Exhibit H:  Sample Financial Review Checklist

Sample Review Checklist

Does the PTA unit/council have its IRS Employer Identification Number (EIN) ___ Yes ___No

Is the PTA unit/council registered with the North Carolina Department of

Revenue Sales and Use Tax Division (do they have a Merchant's License)? ___Yes ___No

Does the PTA unit/council have liability and bonding insurance? ___Yes ___No

INCOME

Was all the income properly allocated and categorized in accordance with the budget? ___Yes

___No

EXPENDITURES

Were all expenditures properly allocated and categorized in accordance with the budget? ___Yes

___No

Is there a proper bill or voucher for each expenditure? ___Yes ___No

Was each expenditure a part of the budget? ___Yes ___No

INTERNAL REVENUE SERVICE

Did the unit/council receive more than $25,000 in gross income? ___Yes ___No

If yes, did the unit/council file a Form 990 with the IRS? ___Yes ___No

CHECKS/BANKING

Did authorized unit officers properly sign all checks? ___Yes ___No

Are all checks sequentially numbered? ___Yes ___No

Are all checks accounted for? ___Yes ___No

Did the treasurer properly reconcile all bank statements on a monthly basis? ___Yes ___No

BUDGET/REPORTS

Is there an approved motion in the minutes for the budget? ___Yes ___No

Did the treasurer submit regular written financial reports? ___Yes ___No

Were the financial records maintained in an orderly manner? ___Yes ___No

CARRY OVER FUNDS

Did end of year balance increase by more than 10%? ___Yes ___No

If yes, was the increase necessary for a long-term project? ___Yes ___No

(The IRS views a growing balance as a for profit indicator.)

Did end of year balance provide excess funds for the start of the new school year? ___Yes ___No

If yes, were excess funds for a long-term project? ___Yes ___No

EXPLAIN ALL "NO" RESPNSES

Reviewed on (date)_______________________

By: 1)___________________________ 2)_________________________

3)___________________________

Balance on Hand $__________________________

REVIEW COMMITTEE RECOMMENDATIONS: (please attached recommendations on a

separate sheet)

Attach the final bank reconciliation and the final treasurer's report to this checklist

for presentation to the PTA’s Executive Board.

You do not need to submit a hardcopy of this report to the State Office;

just keep a copy for your files. This information is submitted online.

Exhibit I: Code of Ethics
Brentwood Magnet Elementary School of Engineering PTA
Code of Ethics

As a PTA volunteer, I realize that I am subject to a code of ethics similar to that

which binds the professional in the field in which I work. Like them, I assume

certain responsibilities and expect to account for what I do in terms of what I am

expected to do:

1. I will keep confidential matters confidential.

2. I interpret “volunteer” to mean that I have agreed to work without

compensation in money, but having been accepted as a worker, I expect to

do my work according to standards, as the paid staff expect to do their work.

3. I promise to take to my work an attitude of open-mindedness; to be willing

to be trained for it; to bring to it interest and attention.

4. I realize that I may have assets that my co-workers may not have and that I

shall use these to enrich the project at which we are working together.

5. I realize also that I may lack assets that my co-workers have, but I will not

let this make me feel inadequate but endeavor to assist in developing

teamwork.

6. I plan to find out how I can best serve the activity for which I have

volunteered, and to offer as much as I am sure I can give but no more.

7. I realize that I must live up to my promise and therefore, will be careful that

my agreement is so simple and clear that it cannot be misunderstood.

8. I believe that my attitude toward volunteer work should be professional. I

believe that I have an obligation to my work, to those who direct it, to my

colleagues, to those for whom it is done, and to the public.

By signing, the Brentwood Magnet Elementary School PTA Board member agrees to abide by the Code of Ethics.
__________________________
Print Name
___________________________ ____________
Signature Date
PTA Board Member

Once completed, please return to PTA secretary.
MEMBERSHIP ONLY


#_______members


X $5.00 	(dues)


=


+ donations = $ ______


Grand Total  $__________


Please also itemize monies below.

















