PTA TREASURER

CHECK REQUEST/DEPOSIT PROCEDURES


CHECK REQUEST
Checks may be requested for reimbursement or for payment to a vendor for a future expense.  All requests must be accompanied by either a receipt or an invoice; sales tax is never reimbursed.  

1. Obtain a Check Request/Reimbursement Voucher form from the PTA boxes or the PTA website.

2. Fill out all fields above “treasurer’s notes”.  If you are not the committee chair, have that person sign the authorization line at the bottom. 

3. Attach your receipts or invoice.  If all you have is a price quote, please obtain the quote in writing (printed email or a website screen print work fine) from the vendor.  Payment can not be processed without something in writing from the vendor.

4. Turn in requests by Monday to get a check the following Thursday.

DEPOSIT
Depositing money collected during an event is the responsibility of the event committee.  Money collected should always be deposited same day; it should NEVER be taken home to be counted/deposited the next day.
1. Obtain an Itemized Receipt form from the PTA boxes or the PTA website.

2. Have two people count the money in each other’s presence and sign the Itemized Receipt Form.

3. Write down the total cash amount and the total checks amount on the form.  Be sure to indicate the event name at the top of the form.

4. Photocopy the checks.  Place them on the copier in groups and use the shrink function to get the most checks per page.  Ruth is the master copier teacher.

5. Stamp the endorsement on the back of the checks using the stamp located on the shelf underneath the PTA mailboxes.

6. Take the deposit to Wells Fargo at Kerbey Lane and 35th.  Keep the receipt.

a. Fill out a Wells Fargo deposit slip using blanks found in the treasurer’s box.  The account number is on the endorsement stamp.

b. If this is an event where the money is being counted after hours, use the zipper bags found in the treasurer’s box and place the deposit in the night drop located in the drive-through at the branch.  
c. Pick up the bags and the deposit receipt the next business day.

7. Attach the deposit receipt from Wells Fargo, the Itemized Receipt form and the check copies and place them in the treasurer’s box.

