
 

Butler PTO Policies and Procedures 
(Proposed: September 2019) 

 
  
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.  
 
  
1. PTO GENERAL MEETINGS:  
 

1) A general meeting of the organization will be held during September to approve the budget for 
the fiscal year.  

2) A general meeting of the organization will be held in the spring to elect officers.  
3) Monthly financial reports, including a copy of the current bank balance, will  

               be provided to each board member by the Treasurer.  
4) Money raised by this organization shall be spent as specified in the approved budget. Any 

additional expenditure must be approved by a majority vote by the Executive Board.  
5) The PTO shall not be liable for any non-budgeted monetary expenditure without prior approval 

of the PTO President and two additional Executive Board Members.  
6) PTO Board Members have the obligation to be conservative in the use of PTO funds and to 

report to the Board at monthly meeting regarding the intended use of any budgeted funds. 
7) The PTO financials will be audited yearly by an accountant.  

 
2. RULES & POLICIES:  
 

1) There will be a minimum of 2 PTO General Board meetings held each school year.  
2) The minutes from each PTO General Board meeting will be posted within 2 weeks on the PTO 

website.  
3) You need to notify the PTO president, in writing, of business to be discussed at least 2 days prior 

to the next meeting.  If brought up at the meeting, the president will decide (based on 
availability) if said business will be discussed at that meeting.  

 
3. REQUESTING CHECKS & REIMBURSEMENTS:  
 

1) Check Request, Check Reimbursement, Cash Box Request are available in the PTO mailbox and 
on the PTO website.  Completed forms can be left in the PTO mailbox in the main office or can 
be mailed directly to the treasurer.  

2) Blank signed checks will not be issued for any reason.  
3) As a general rule, allow two weeks for processing of a reimbursement. If the request is more 

time critical, contact the Treasurer by phone or email.  
4) PTO’s books close June 30, when all budgeted accounts revert to the general purposes of the 

PTO.  



5) All requests for reimbursements must be in the hands of the Treasurer by June 1st to allow 
adequate time for processing. The only exceptions are end-of-year parties and other June 
events, which are due by the last day of school.  

6) No reimbursements will be made after June 30th.  
7) Generally speaking, the PTO prefers to pay bills directly, rather than requiring individual 

volunteers to pay expenses and then get reimbursed. However, there will be circumstances 
where reimbursements are necessary.  

8) All reimbursements require a receipt. There can be no reimbursement of costs without the 
actual receipt or invoice.  

9) Please do not donate or personally absorb expenses for fundraiser. We do our budgeting and 
plan our fundraisers based on prior year’s experience; if volunteers do not submit expenses, we 
underreport our expenses and cause budgeting problems for future years. If someone wishes to 
donate items they have purchased, please contact the Treasurer to ensure that the donation is 
correctly accounted for.  

10) The chair of an event/activity is responsible for collecting and submitting all receipts and 
completed reimbursement forms to the PTO Treasurer within 2 weeks after an event and 30 
days after a room party.  

11) Volunteers must turn in completed “Check Request” forms and invoices to their respective 
committee chairperson, and the chair will turn it into the Treasurer within one week of event or 
delivering of product. 

 
4. COLLECTION OF FUNDS:  
 

1) The Chairperson of each PTO event shall work with the Treasurer and Financial Secretary to plan 
for the handling of all funds in an approved manner.  

2) The Activity & Fundraising Coordinators must make sure any volunteers dealing with funds 
understand the process.  

3) All PTO funds must be counted at school with 2 people present, each initialing the Deposit Split 
form. One of whom must be a board member.  

4) Complete the form and itemize the fund sources (membership, T-Shirt sales, event sales, etc.) as 
well as cash vs. checks. Copy the completed form and keep for your records. Seal the funds and 
the original form in an envelope and place in the safe at school.  

5) No money should leave the school unless it is agreed upon by the President and two members 
of the executive board. 

6) The Financial Secretary or Treasurer will make all deposits unless specifically planned otherwise.  
7) Funds should be deposited within two weeks after acquired. If not possible, funds will be 

secured at the school in the designated locked area.  
 

 
 5. CASH BOX:  
 

1) There will be $100 cash in the school safe for cash box use.  After an event where the cash is 
used, the $100 will be placed back into the safe for the next time a cash box is needed  

2) For an event that needs multiple cash boxes or more than $100, please fill out the “cash box 
form” at least one week prior to the event.  

3) The Treasurer will give you a cash box with a receipt to verify the starting amount.  
4) Never leave money unattended. Only a PTO member or designated member can be left in 

charge of the money.  



 
6. CHECK ACCEPTANCE POLICY:  
 

1) All checks should be made payable to: Butler PTO  
2) If your check is returned, NSF, for the first time the following policy will be:  

a) For a 1st NSF check the check writer must pay the check amount plus a $12 fee within 
two weeks of notification. After two weeks of an unpaid NSF check a 2nd notification 
will be sent out and the fee amount will be increased to $18 to be paid within two 
weeks. If a third notice of unpaid NSF check is sent out the fee is increased to $24. 
Payment must be made with cash or cashier’s check only.  

b) For a 2nd NSF check the previous fees will apply and the Butler PTO will no longer 
accept checks from that check writer for the remainder of the school year.  

 
7. DEBIT CARD USAGE:  
 

1) PTO officers listed on the bank account may be issued a debit card for PTO purchases. This card 
is to be used exclusively for PTO purchases.  

2) Receipts for debit card purchases must be submitted to the Treasurer within 1 week, with a 
completed Debit Card form.  

3) Failure to submit receipts in a timely manner can result in the revocation of debit card privileges 
by the Treasurer.  

 
 8. BUDGETARY PROBLEMS:  
 

1) If you have budgetary problems, let the Treasurer know as soon as possible.  
2) If a revision is warranted, it needs to be approved by the Board.  Such changes should be 

approved prior to any money being spent.  
 
9. CONTRACTS:  
 

1) The PTO should only enter into written (not verbal) contracts.  
2) Contracts are valid only when signed by a designated board member or committee chair.  
3) Any liaison signing a contract for an event can be held personally liable for the full amount.  
4) For purchases over $500, a minimum of 2 price quotes/bids should be obtained to help ensure 

that the PTO is receiving the best value.  Any potential contracts with persons or companies 
related to a PTO officer or committee chair must receive special review to ensure that no 
conflict of interest exists. After exercising due diligence, the PTO officers shall determine 
whether the PTO could obtain a more advantageous transaction or arrangement with 
reasonable efforts from a person or entity that would not give rise to a conflict of interest.  

 
10. TAX EXEMPTION:  
 

1) The PTO has its own tax ID # for sales tax exemption purposes. Copies of the sales tax exemption 
letter are kept in the PTO mailbox in the main office.  

2) Certain stores (such as Wal-Mart, Staples) require that we apply for a sales tax exempt card with 
their store.  

 
11. SOLICITING AND RECEIVING DONATIONS:  



 
1) Certain committees may have a need to solicit donations in the community, in the form of cash 

or in-kind contributions. As a Federally tax-exempt 501(c)(3) organization, the PTO has certain 
responsibilities to donors.  

2) Donation requests should be submitted to potential donors on letterhead.  
3) Prior to requesting a donation, check with the Fundraising Coordinator.  The Fundraising 

Coordinator is responsible for maintaining a list of donations received, and care must be taken 
to not request donations from the same company on a repeated/excessive basis during the 
school year.  

4) Any donor who requests documentation of the PTO’s tax exempt status should be provided 
with our IRS tax exempt “determination letter.” A copy of this letter is available in the PTO 
mailbox or on the website.  

5) Report any donations received to the Fundraising & Communications Coordinators in a prompt 
manner.  

6) Committees who solicit donations are also responsible for producing thank you notes to donors. 
 
 
12. Communications 

1) The following should be included on all PTO event flyers (as applicable):  
a) Butler PTO Logo 
b) Indicate 1 registration form per family - or state so if different rules apply.   
c) Indicate due date, amount due, amount enclosed, and check number fields. 
d) Indicate “Checks payable to:  Butler PTO.  Please place payment in an envelope with 

"Insert Event Name", your child's name, and teacher's name written on it." 
e) Indicate "This event is sponsored by Butler PTO.   Visit our website at 

http://ButlerPTO33c.com for more information." 
f) Include "Visit our Concessions & Spirit Wear table" (or similar language).   
g) Indicate "Parental supervision for your child(ren) is required at this event."  
h) Indicate web payment can be made. 
i) Indicate no late registrations will be accepted. 

2) All permission slips sent home need to include a parent’s signature line for approval.  
3) The final version of an event flyer should be sent to PTO President and PTO Vice President for 

Butler Administration approval and further distribution. 
4) The PTO letterhead should be used, when appropriate. 
5) A list of all volunteers that contributed to an event should be sent to the Activity Coordinator 

within 2 days following the event.  List should be provided in a Word file, bulleted format, in alpha 
order by first name.  The Activity & Fundraising Coordinators will submit the names to Vice 
President who will do further distribution.  

6) Communications Coordinator will upload final draft to Google Drive. 
7) A schedule of the event, including names of volunteers, should be shared with all Board 

members.  Copies should also be available at the event. 

http://butlerpto33c.com/

