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Handling of PTO Funds Received

Rules & Policies

· The Chairperson of each PTO event shall work with the Treasurer and other officers to plan for the handling of all funds in an approved manner.

· Chairpersons/Project Coordinators must make sure any volunteers dealing with funds understand the process.

· All PTO funds must be counted with 2 people present.
1. Complete the “Deposit Notice” form. One form should be completed for each event/budget line.
2. Seal the funds and the original form in an envelope.

· The Treasurer will make all deposits unless specifically planned otherwise.

· Funds should be deposited same day acquired.  If not possible, funds will be secured at the school in the designated locked area.

· Cash must be deposited on day received or, at most, one business day later.

· Checks must be deposited within 5 business days.

It is not necessary to record all checks on the bank deposit slip – a spreadsheet can be attached instead. 

PTO funds are intended to benefit the students through the enhancement of school programs and activities. The PTO Officers are the guardians of these funds and have an obligation to see that they are protected and used wisely.  It is very important that everyone follow these policies.

