Janney PTA Financial Procedures
I. The Janney PTA Budget

a. The Janney PTA’s budget cycle begins on July 1st of each year, and ends on June 30th. 
b. Each spring, the sitting Janney PTA Executive Board shall draft a proposed budget for the following school year, to be presented to the PTA membership near the end of the school year for modification (as necessary) and approval. 

c. After midnight on June 30th of a given budget year, any funds for which expenses have not yet been incurred (unobligated balances) shall cease to be available for projects approved during that budget year. Expenses incurred during that budget year but not yet reimbursed (uncosted balances) shall be carried over to the next year’s budget in a category entitled “Prior Year Uncosted Balances,” and closed out as expeditiously as possible.

d. Within 30 days of the end of each PTA budget year, the treasurers for the year just ended shall develop a balance sheet (a summary of PTA assets and liabilities) reflecting the state of the budget at the close of their PTA budget year. Those statements shall identify all PTA account balances and any outstanding PTA financial obligations. 
e. Each month during the school year (September through June), the PTA treasurers—with support from the PTA bookkeeper—shall present a balance sheet as well as a monthly profit-and-loss or PAL statement (showing credits and debits by line item during the previous calendar month) to the PTA membership for review and discussion.

II. Expenditures

a. Access to PTA Bank Accounts. As soon as possible after the start of each new PTA budget year, incoming PTA treasurers and one PTA president shall complete signature cards for all Janney PTA bank accounts to enable a smooth financial transition. Sitting treasurers are authorized to monitor activity on PTA accounts. Only the PTA bookkeeper may write checks on, deposit checks to, or move funds between the PTA’s bank accounts, absent specific prior approval in writing from a sitting president. 
b. Linking the PTA’s Approved Annual Budget to Budget Execution. All expenditures of Janney PTA funds shall be associated with specific line items in the approved Janney PTA budget. As such, each request for disbursement of PTA funds shall be accompanied by a statement of the line item from which it is to be drawn, and no funds shall be disbursed in the absence of such a link. All disbursements shall be reflected in the monthly reports provided by the PTA treasurers to the PTA membership.
c. Authority to Request Disbursements of PTA Funds. The PTA shall designate no fewer than one and no more than three “managers” for each PTA budget line item. The PTA shall provide a written list of those managers to the bookkeeper at the start of each budget year, with timely updates as needed. The line item managers—typically committee chairs, individual members of the PTA Executive Board, or Janney teachers or staff, as appropriate to the item—shall have exclusive authority to request from the bookkeeper disbursements from that account. Each manager shall ensure that expenditures against his/her line item are appropriate to the intended purpose of the budgeted item, and do not exceed the authorized budget allocation. All requests for disbursements of PTA funds must be made in writing using a Check Request Form, and copies of those requests shall be retained at least until the audit committee’s review at the end of each budget year.  

d. Instructions for Individuals with Authority to Request Disbursements against PTA Budget Line Items. At the start of the budget year (or, when appropriate, as a manager assumes responsibility for a given year’s PTA budget line item), the treasurers shall provide written guidance to each manager concerning:

· which budget line item(s) pertain to their responsibilities; 
· who besides each individual manager can draw on that line item; 
· what the specific procedures are for requesting funds disbursements, either from the line item as approved or above and beyond money allocated; 
· how much (if anything) is available to the committee chair to spend; and 
· how much (if anything) the committee has been budgeted to earn. 
The PTA bookkeeper shall receive a copy of such guidance, including any changes to the guidance or the managers responsible for administering them over the course of the school year.

e. Authority to Approve Disbursements against PTA Budget Line Items. Each request to expend funds from a PTA budget line item shall be approved prior to disbursement. All requests from managers who are Janney teachers and staff shall be approved by the Janney principal. All other managers’ requests for disbursements shall be approved by a sitting PTA president or treasurer. Similarly, all invoices to be paid from PTA accounts shall be approved by the principal (if to be paid from a line item managed by a DCPS employee) or by a sitting PTA president or treasurer (if to be paid from a line item managed by a PTA volunteer or employee).
f. Authority to Exceed Expenditures against Line Items. After the budget has been approved by the PTA membership, any request for a single expenditure that exceeds the amount budgeted for by up to $500 must be approved in writing by a sitting President.  Any request for an expenditure that exceeds the amount budgeted for by more than $500 must be approved by the PTA Executive Board. The PTA treasurers shall incorporate newly approved expenses into the budget under an existing or new line item, and highlight them as new expenses to the PTA membership at the next membership meeting. 
g. Approval for Expenditures Greater Than $5,000. All checks for expenditures of PTA funds totaling $5,000 or more shall be co-signed by a sitting treasurer or president of the PTA, regardless of whether or not such requests fall within the approved budget.
h. Changes to Line Items during the Course of the School Year. Changes in the amounts or intended uses of budget line items during the course of the budget year shall be recorded by a sitting treasurer, and provided in writing to each of the following: the managers authorized to draw on that line item, the individuals responsible for approving it, and the PTA bookkeeper. Notice of such changes also shall be made available to the PTA membership at the next membership meeting.

i. Cross-Checking Disbursement Requests. The PTA bookkeeper shall verify that each request for disbursement of PTA funds conforms to the treasurers’ guidance for the current budget year, and seek guidance from the approving authority and/or the PTA presidents concerning any apparent inconsistencies in the persons, purpose, or amounts requested before proceeding with disbursement. The PTA bookkeeper shall notify the PTA presidents and treasurers prior to making any disbursement if a request exceeds the amount allocated to that line item.

III. Other Financial Procedures

a. An Audit Committee, consisting of one member of the Executive Board and a minimum of two members appointed by the Executive Board from the Janney community at large (at least one of whom has professional financial experience) shall review the PTA budget and budget processes at the end of each fiscal year. This Committee shall evaluate consistency between the approved Janney PTA budget as presented to the membership, on one hand, and its execution, on the other; identify areas in which Janney PTA financial practices could benefit from the application of other financial best practices; and consider improvements in the PTA’s financial risk management approach. Each Audit Committee shall produce a written report detailing its conclusions by August 15th of that year, and the PTA Executive Board shall ensure that the Audit Committee’s report is available to all PTA members. Changes to the financial procedures outlined in this document, when necessary, shall be approved and implemented by the Executive Board each year following receipt of the Audit Committee’s report.
b. Should the PTA decide to fund the salaries of teachers or other staff in a given budget year, the PTA Executive Board shall incorporate into its budget planning the cost of related taxes, professional insurance, and other fees.
c. The PTA treasurers are responsible for all communications with and submissions to the IRS concerning the Janney PTA. The treasurers also are responsible for advising the Executive Board and committee chairs on IRS-related requirements and considerations concerning PTA activities. [image: image1.png]
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