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welcome to PTA 
leadership!
Your role as PTA treasurer carries 
a good deal of responsibility, but 
it is also a wonderful position to 
have. You are about to embark 
upon an enriching, challenging 
and fulfilling opportunity to help 
carry out PTA’s Mission for your 
community’s school and children.

New York State PTA and National 
PTA have created this guide to help 
orient you to your major areas of 
responsibility. It will help you gain 
a basic understanding of important 
concepts and familiarize you with 
resources that are available to you 
from the national association. This 
guide supplements—but does not 
replace—the materials you receive 
from New York State PTA.

In addition, these instructions are 
intended to help clarify Generally 
Accepted Accounting Principles 
(GAAP), the standard framework 
of guidelines for financial 
accounting, and tax requirements 
of governing bodies, most notably 
the U.S. Internal Revenue Service 
(IRS). They are not intended to 
replace those instructions. If you 
have questions or need additional 
assistance, please contact your 
region director, region treasurer or 
the New York State PTA treasurer, 
treasurer@nyspta.org.

purpose and responsibilities 
of the treasurer
The treasurer is the authorized 
custodian, elected by the members, 
of the funds of the PTA association. 
It is the treasurer who ensures 
that the unit finances are properly 
handled.

This is a critical job, since proper 
handling of the unit’s money will 
keep the unit in good standing, as 
well as maintain its credibility with 
the school and the community.

It is imperative that the treasurer 
maintain accurate records. Without 
good records, individuals involved 
with collecting and handling the 
PTA’s funds will not be protected 
should any questions arise. 
Standard, accepted financial 
procedures must be used when 
keeping records, so that proper 
audits can be conducted. 

The ideal candidate for treasurer 
should have:
•  Strong organizational skills
•  A background in accounting 
 practices and procedures
•  Knowledge of volunteer  
 management and not-for-profit  
 accounting
•  In-depth knowledge of PTA 
 and its mission and objectives

first steps
Your initial tasks as treasurer 
include:
• Make sure that the books have 

been audited before accepting 
them.

• Verify the completeness of files 
and records received, including 

overview
the permanent records from the 
retiring treasurer. Ask about 
missing records at once.

• Become familiar with the duties 
outlined and any references to 
finances and budget in the PTA 
bylaws and procedures.

• Secure the signatures of new 
officers authorized to sign 
checks, and filing the signature 
cards with the bank, if not 
taken care of by the outgoing 
treasurer.

• Check on bonding and liability 
procedures. 

• Study the PTA Money Matters 
Quick-Reference Guide and 
relevant areas of IRS.gov.

building a finance committee
The finance committee works to 
make sure the association is in 
good financial health, that its assets 
are protected, and that its resources 
are used appropriately.

Working with other PTA and 
community members to build a 
strong unit and to achieve goals can 
be a source of pride for members 
of the finance committee. Look 
for potential committee members 
everywhere, and make sure the 
committee represents the entire 
school community.

Potential members may include 
local, council or region PTA 
members and leaders with expertise 
in the financial area. Also seek 
PTA members with the requisite 
experience to write grants, assist 
with sponsorships, help raise funds, 
and serve as consultants to the 
committee.

This section of the NYS PTA Resource Guide has been adapted from the National PTA Money Matters Quick-
Reference Guide 2012. Additions have been made based on New York State laws and regulations as well as 
NYS PTA policy and procedure. Many other additions have been made based on the input of PTA members 
throughout New York. Please refer to the www.nyspta.org web site for additional information, sample document 
templates, and an expanded Frequently Asked Question (FAQ) section.

introduction

mailto:treasurer%40nyspta.org?subject=
http://www.irs.gov/
http://www.nyspta.org
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TIP:

See page 5 
for a 

full list of records 
retention guidelines.

duties of the treasurer

• Keep up-to-date on not-for-
profit financial issues by 
reading relevant materials and 
pursuing appropriate training.

• Chair the finance committee (if 
required in the bylaws).

• Assist in developing the budget.
• Manage the funds of the unit. 

Keep an accurate and detailed 
account, in the treasurer’s 
permanent book, of all monies 
received and paid out.

• Submit a report at regular 
meetings of the association. 
The report should include the 
total balance on hand at the 
beginning of the 
month covered 
by the report, the 
separate amounts 
received and 
credited to the 
general fund, the 
state and national 
portions of dues, 
the special funds 
(if the association 
carries any special 
funds such as a scholarship or 
endowment), other receipts, 
itemized disbursements, 
the balance on hand in each 
fund, and the total balance on 
hand at the end of the month. 
Be prepared to answer all 
questions promptly, and have 
the records available at the 
meeting for reporting and 
reconciliation.

• Receive all monies for all 
accounts – local, state and 
national per capita dues, gifts, 
etc. 

• Receipts should always be 
issued for amounts of cash 
received.

• Deposit all monies in a 
bank approved by the 
executive committee/
board of the association in 

the name of “{unit name}                                                   
Parent Teacher Association,                                          
{your name}, Treasurer.’’ Night 
deposits and 24-hour banking 
can and should be used as 
needed.

•	 Monies	should	never	be	kept	
at	the	treasurer’s	home.	
Association	funds	should	not	
be	deposited	in	the	personal	
account	of	the	treasurer,	nor	
should	they	be	deposited	in	
the	school	activity	account.

• Pay by check all bills as 
authorized. Two signatures are 
required on all PTA checks.

• The procedure 
for authorizing 
disbursement and 
the established 
authorizing parties – 
the president, board/
executive committee 
– should be spelled 
out in the association 
bylaws and/or 
procedures. All	bills	
must	be	paid	by	

check	–	never	by	cash.	As a 
general rule, purchases should 
not be made without written 
authorization. Checks must be 
signed by two people, usually 
the president and the treasurer.

• Individuals authorized to sign 
checks should not be related to 
each other by marriage or any 
other relationship. Never	sign	a	
blank	check	or	a	check	made	
out	to	“cash.”

• Keep the record of the national
  and state portions of 
 membership dues and all other
 national and state monies 
 separate from the record of the 
 general funds of the local PTA.
• Forward to the state PTA – 

through the channels and at the 
times designated in the state 
bylaws – the state and national 

portions of membership dues, 
together with all other monies 
that belong to the state and 
National PTA. Each remittance 
should be accompanied by a 
statement showing the name 
and unit code of the PTA and 
the number of PTA members. 

• Cooperate with the membership 
chair and the secretary in 
keeping an accurate list of the 
PTA membership.

• Preserve all check requests, 
receipts, bank statements and 
canceled checks, and submit all 
of these to the auditor or audit 
committee in preparation for 
the annual audit. Arrange for 
the annual audit.

• Prepare for the treasurer’s 
successor all books, papers and 
correspondence pertaining to 
the office of treasurer, including 
the audited books, approved 
and paid bills, canceled checks, 
plans and procedures. Transfer 
all materials to the incoming 
treasurer in a timely manner.

• Keep canceled checks, paid 
bills, etc., for seven years. This 
procedure provides the PTA 
with sufficient background 
documents and material should 
any questions arise.
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duties, con’t.
Note: All PTA monies and 
other assets, including checking 
accounts, savings accounts, and 
certificates of deposit, are the 
property of the PTA.

handling of money by  
other members
Occasionally it may be necessary 
for other members to handle 
PTA money, such as dues from 
membership enrollment or returns 
from a fundraising project. Two 
people should always count the 
money, and both should sign the 
receipt verifying the amount. All 
monies collected should be given to 
the treasurer without delay.

• A copy of the PTA bylaws and 
standing rules, with sections 
authorizing disbursements 
marked

• A copy of the unit bylaws, state 
PTA bylaws and National PTA 
bylaws (and council bylaws if 
indicated)

• A copy of the budget adopted 
by the association

• Receipt book to acknowledge 
money received by the treasurer

• Checkbook to disburse funds as 
authorized

• Treasurer’s account book in 
which to keep the financial 
records of the association (may 
be an electronic file)

• Permanent Internal Revenue 
Service (IRS) tax information, 
including the following:
• IRS determination letter 

of tax-exempt status and 
copy of application for tax-
exempt status (see

		 “Determination	Letter,”	
		 page	29)
• Federal Employer 

Identification Number 
(FEIN), also known as EIN 

contents of the treasurer’s file
(Employer Identification 
Number)

• Copies of filed Form 
990/990-EZ, 990-N, 990-T, 
or other required IRS forms

• Group exemption number 
(see	“Determination	
Letter,”	page	29)

• Permanent state tax information,
 such as state sales tax 
 correspondence, state 
 identification numbers, and 
 reports filed with the state, as 
 required
• An up-to-date roster of the 

members of the association
• A copy of this PTA Quick-

Reference Guide and a 
completed copy of the financial 
management checklist (see	
page	45)

• Audit reports held in permanent 
file

• Seven years of cash receipts 
and petty cash records, 
bank deposits, invoices and 
statements

• General correspondence
• Three years of budgets
• Copies of meeting minutes and 

monthly treasurer reports

treasurer’s calendar

• Review Unit Resources 
Procedures

• New Treasurer takes over – 
July 1

• New Signature Cards – July
• First membership payment 

by October 31
• File taxes: 990-N or 990-EZ 

by November 15
• Treasurer’s Reports – 

Monthly
• Reconcile accounts – 

Monthly
• Process vouchers, make 

deposits, pay bills – ongoing
• Monitor expenditures, 

recommend budget changes
• Pay insurance bill – April/

May
• Budget Development – May/ 

June
• Prepare Annual Report – 

June
• Audit PTA records/accounts 

– June

continued on page 6
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records retention
It is very important that certain records be retained. It helps to develop a records retention policy. Listed on 
this page are items that should be reviewed on a periodic basis and kept in a safe place.

records to be retained retention period

Accounts payable records  ........................................................................................................................... 7 years 
Annual audit reports  ........................................................................................................................... Permanently 
Bank reconciliations .......................................................................................................................................1 year 
Bylaws, including all amendments  .................................................................................................... Permanently 
Cash receipt records  .................................................................................................................................... 7 years 
Checks (canceled) (see exception, next line)  .............................................................................................. 7 years 
Checks (canceled) for important payments, i.e., taxes, special contracts, etc.
(checks should be filed with the papers pertaining to the transaction)  .............................................. Permanently
Contracts and leases (expired)  .................................................................................................................... 7 years 
Contracts and leases still in effect ....................................................................................................... Permanently 
Corporation reports filed with the secretary of state  .......................................................................... Permanently 
Correspondence with customers or vendors  .................................................................................................1 year 
Correspondence (general) ............................................................................................................................ 3 years 
Correspondence (legal)  ...................................................................................................................... Permanently 
Duplicate deposit slips  ..................................................................................................................................1 year 
Employee records (post-termination), if applicable  .................................................................................... 3 years 
Employment applications, if applicable  ...................................................................................................... 3 years 
Equipment owned by PTA .................................................................................................................. Permanently 
Financial statements (year-end) and budgets ............................................................................................. 10 years 
Grant award letters of agreement  .............................................................................................................. 10 years 
Insurance records, accident reports, claims, policies, certificates  ..................................................... Permanently 
Inventories (products and materials) ............................................................................................................ 7 years 
Invoices  ....................................................................................................................................................... 7 years 
Journals  .............................................................................................................................................. Permanently 
Minute books of directors and committees  ........................................................................................ Permanently 
PTA charter  ........................................................................................................................................ Permanently 
Petty cash vouchers  ..................................................................................................................................... 3 years 
Purchase orders ............................................................................................................................................ 7 years 
Record retention policy  ...................................................................................................................... Permanently 
Sales records ................................................................................................................................................ 7 years 
Standing rules (current)  ...................................................................................................................... Permanently 
Tax-exempt status documents  ............................................................................................................ Permanently 
 Application for tax exemption (federal and state)
 Letter of determination (recognition) of tax-exempt status (federal and state)
 Group tax exemption documents, if applicable
 Letter assigning IRS Employee Identification Number (EIN)
 Form 990/990-EZ and Schedule A, as filed with IRS Form 990-N (e-Postcard)
 State tax information returns, as filed
 Form 990-T, if applicable, for unrelated business income
 Correspondence with IRS
 Other information returns filed with the government
 Charitable Solicitation Registration, if applicable
Trademark registrations  ..................................................................................................................... Permanently
Vouchers for payments to vendors, officers, etc. (includes allowances and
reimbursements to officers, members, etc., for travel and other expenses)  ................................................ 7 years



6New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

duties, con’t.

treasurer’s written report
The PTA bylaws should provide 
that the treasurer report regularly 
to the association. The treasurer’s 
written report should indicate what 
period of the fiscal year the report 
covers, the date it was prepared, 
and who prepared it. (See	a	sample	
monthly	treasurer’s	report	on	
page	8.)	The report should not be 
adopted, but filed in the treasurer’s 
file.

These reports should be given to 
the auditor or auditing committee 
during the auditing process. The 
auditing committee should report 
to the association at such times 
as the bylaws require. Usually, an 
audit occurs annually at the end 
of the fiscal year and before a new 
treasurer takes office.

treasurer’s annual report
At the close of the PTA’s fiscal 
year, the treasurer should close the 
financial records and prepare an 
annual financial report covering 
the entire fiscal year. The treasurer 
should give a preliminary annual 
report to the membership at the 
annual meeting. This report is for 
information only and is not 
officially adopted; the report 
becomes official after the audit 
has been completed and the audit 
report is officially adopted by the 
membership. Thus, the adoption of 
the audit report will be done at the
first business meeting of the new 
fiscal year. The bylaws should 
provide how the audit is to be 
made. (See	the	PTA	bylaws	for	
procedure,	or	note	the	procedure	
outlined	under	“Financial	
Review	Procedure,”	page	16.)

The treasurer’s annual report 
and the audit report are filed 
with the permanent financial 
records after the association has 
formally adopted the audit report. 
It is strongly recommended that 
a financial management checklist 
be filed with the annual financial 
reports. A sample annual report is 
provided on the following page as 
a guideline for local, council and 
region PTAs.

The treasurer’s annual report and 
the audit report are filed with 
the secretary’s minutes after the 
association has formally adopted 
the audit report.
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sample annual report

Fiscal Year                                                                     Date prepared                                          
Local PTA Name/Unit Code 
City                                                                                                                                                  
IRS Number                                                                                                                                           
Region and Council 

actual receipts 
Membership Dues (850 members at $3.00—local portion only)  ...............................................................$2,550
Fundraising (total gross income) ...................................................................................................................3,300
(or any means used for making money)
Sponsorships  .................................................................................................................................................1,000
Balance Brought Forward from Previous Year  ................................................................................................550
total receipts ................................................................................................................................$7,400

actual expenditures
Leadership Development  ..............................................................................................................................$1,200
Membership Promotion ......................................................................................................................................530
Programs .............................................................................................................................................................850
Reflections ..........................................................................................................................................................420
District/Council Conferences  .............................................................................................................................300
State PTA and National PTA Conventions ..........................................................................................................500
Newsletter and Publicity .....................................................................................................................................185
Bulletins/Our Children  .......................................................................................................................................200
Officers’ Reimbursement (telephone, tolls, stamps, etc.)  ..................................................................................180
Chair’s Reimbursement (telephone, tolls, stamps, etc.)  .....................................................................................150
Past President’s Pin  ..............................................................................................................................................40
Council Dues  ........................................................................................................................................................50
Scholarship  .........................................................................................................................................................200
Bonding/Liability Insurance ...............................................................................................................................300
Supplies ...............................................................................................................................................................150
Mailing Permit  .....................................................................................................................................................60
Postage ................................................................................................................................................................375
total expenditures .....................................................................................................................$5,690
Amount Remaining for Next Year ..........................................................................  .....................................$1,710

receipts not belonging to local PTA
State and National PTA Dues (850 members at $3.00)  ................................................................................$2,550
Founders Day Gift .................................................................................................................................................50
TOTAL .......................................................................................................................................... $2,600

disbursement of monies not belonging to local PTA
Dues sent to state PTA office  ........................................................................................................................$2,550
Founders Day Gift sent  ........................................................................................................................................50
total ...............................................................................................................................................$2,600

(The annual report should be sent to the appropriate PTA office at the end of the fiscal year, if required.)
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sample monthly treasurer’s report
  PTA
balance on hand: 1/31/20__ ............$2,750.01

 actual actual 
income ...................................................monthly YTD budget variance
Local Membership Dues (@ $6*) ......................300.00 4,800.00 5,100.00 (300.00)
2. Investment (CD @ Bank on $2,500)  ...............8.33 83.33 100.00 (16.67)
3. Donations from PTA Parents  ...................1,000.00 1,000.00 — 1,000.00
4. Fundraising Projects
 Carnival  .........................................................50.00 1,700.00 1,500.00 200.00
 Book Sale .....................................................100.00 456.14 600.00 (143.86)
 Founders Day  ..............................................200.00 300.00 300.00 —
5. Corporate Sponsorship  ....................................0.00 1,000.00 1,000.00 —
total income  ...................................... $1,658.33 $9,339.47 $8,600.00 $739.47

expenses
1. Administration
 Supplies  .........................................................25.00 155.00 200.00 45.00
 Past President’s Pin  .......................................25.00 25.00 50.00 25.00
 Printing  ............................................................0.00 100.00 100.00 —
 Mailing Permit/Postage  .................................15.00 700.00 750.00 50.00
 Liability Insurance  ........................................25.00 125.00 300.00 175.00
 Bonding Insurance  ........................................25.00 75.00 150.00 75.00
2. Leadership Education
 District/Council Conferences  ........................10.00 170.00 200.00 30.00
 State PTA Convention/
 National PTA Convention  ...............................0.00 445.00 500.00 55.00
 Publications/Brochures/
 Our Children ..................................................40.00 310.00 400.00 90.00
3. Committees
 Membership ...................................................20.00 205.00 300.00 95.00
 Programs ........................................................20.00 276.18 300.00 23.82
4. Volunteer Recognition
 Awards (3) ........................................................0.00 0.00 50.00 50.00
 Special Appreciation Awards ...........................0.00 0.00 50.00 50.00
5. Projects
 Carnival  ...........................................................0.00 251.63 300.00 48.37
 Book Sale .........................................................0.00 125.00 200.00 75.00
 Reflections  ......................................................0.00 185.00 245.00 60.00
 Parent Involvement ..........................................0.00 356.00 300.00 (56.00)
 Student Enrichment Grants  .............................0.00 275.00 300.00 25.00
 Self-Esteem Program  ......................................0.00 179.00 190.00 11.00
 Reading Scholarships  ......................................0.00 185.00 200.00 15.00
 total expenses  ...............................$205.00 $4,142.81 $5,085.00 $942.19 
 balance on hand: 2/28/20__  .. $4,203.34
 (State and national portions of dues collected and remitted to state: $4,000. Founders Day donations: $300.)
*We have 800 members and our annual membership fee is $11.00.
 National 1.75 @ 800  = 1,400.00
 State 3.25 @ 800 = 2,600.00
 Local 6.00 @ 800 = 4,800.00
 Totals	 $11.00	 	 $8,800.00
Submitted by   , Treasurer
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final steps before 
leaving office 
checklist

IMPORTANT: Bring 
a copy of the minutes 

showing the election of new 
officers to the bank when 
updating signature cards. 
Be sure the minutes reflect 

the names of out-going 
officers so those people may 

be removed. Check with 
your bank ahead of time to 

see what forms of ID are 
required.

• Making sure that all state and 
national portions of dues have 
been collected and forwarded to 
the state PTA office.

• Balancing the books to prepare 
for the audit.

• Making sure that the PTA’s 
books agree with the bank 
balance and outstanding 
checks, plus cash on hand.

• Preparing the annual report 
covering the term of office.

• Submitting IRS Form 990, 990-
EZ, 990-N, 990-T, or other IRS 
forms if required. 

• Preparing other reports required 
by the government.

• Arranging for the transfer of 
all records, reports and files to 
the new treasurer. Obtaining 
and filing new signature cards 
with the bank, so that the new 
treasurer will be authorized to 
sign checks without delay.

• Arranging for bonding as 
required by the PTA.

• Forwarding the annual report to 
the appropriate PTA office.

• Be sure that the insurance 
payment for the next school 
year has been sent in.

dues
The dues for PTA include the state 
portion, established by the state 
PTA bylaws, the national portion, 
established by the voting body at 
National PTA Convention, and the 
local portion, established by the 
local PTA bylaws. An individual 
who pays dues to a local PTA 
automatically becomes a member 
of the state and national PTAs.

The local treasurer works with 
the membership chair to forward 
the state and national portions of 
the per-capita dues, the number of 
members, and the identification of 
the local PTA. 

As directed by the state PTA, the 
state and national portions of the 
dues shall be forwarded to the state 
office without requiring specific 
authorization by the association. 
State PTAs must submit dues to 
the National PTA headquarters on 
a monthly basis. New York State 
PTA requires local PTAs to forward 
dues payments monthly. The 
treasurer records these amounts in 
the local treasurer’s book. The state 
and national portions of dues do 
not belong to the local PTA and are 
never recorded as part of the local 
PTA’s income, but they should 
be recorded as accounts payable 
within your financial records.

Because each PTA has a unique set 
of activities that are different from 
the activities of every other PTA, 
people belonging to more than one 
PTA pay dues to each local PTA of 
which they are members.

The state and national levels of 
PTA provide several services that 
benefit every local PTA. These 
services – including national 
child advocacy and government 
relations, leadership development, 
program planning and execution, 
and resource development – all 
incur costs that are largely borne 
by a small portion of the local 
membership dues. Every local 
PTA contributes its share for these 
expenses.

Since the PTA is an independent, 
private association, all monies 
raised from the local per-capita 
portion of dues and through 
additional efforts and other assets, 
including checking accounts, 
savings accounts and certificates 
of deposit, are the property of the 
local PTA.
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budget
overview
The budget is an outline of 
estimated income and expenses 
for the year. A finance or budget 
committee usually has the 
responsibility of developing a 
budget for the PTA. This committee 
may be elected or appointed 
according to the PTA bylaws and 
usually consists of three or five 
members, one of whom is the 
treasurer, who may act as chair.

developing the budget
Effective budgeting includes 
consideration of the PTA’s stated 
goals and planned activities, as 
well as the financial needs to 
achieve these.

The committee should study 
the previous year’s budget and 
treasurer’s reports to determine 
how well that budget met the 
organization’s needs. Next, 
members should determine the 
projected financial requirements, 
taking into consideration the 
funds needed for the approved 
programs, projects and leadership 
development. They should 
determine the sources of funds to 
meet these requirements.

From this information, the 
committee then develops the 
annual budget. The budget should 
show the allocated expenditures for 
the year’s activities, as well as the 
funds on hand and the anticipated 
receipts. Expenditures should equal 
receipts. Budgets cover a one-year 
period. How the year is defined 
should be determined in the PTA 
bylaws.

approving the budget
After the budget has been drafted, 
the budget committee chair 
should present it to the PTA 
board/executive committee for 

consideration and then to the PTA 
membership for approval. This 
presentation is made during the 
organization’s general meeting 
where a quorum is determined to 
be present. A majority vote of the 
members present and voting is 
required for adoption.

The budget is presented item by 
item to allow for discussion and 
amendment of each section. Funds 
should not be spent until the budget 
is approved.

At each regular meeting of the 
board/executive committee 
throughout the year, present 
a statement showing how the 
amounts expended to date compare 
with corresponding items in the 
approved budget.

The budget committee should also 
seek approval of a plan to provide 
for sufficient funds in the budget to 
enable the association to carry on 
its program during the summer and 
prior to the start of membership 
enrollment in the fall.

amending the budget
Since the budget is only an estimate 
of the planned expenditures for 
the year, it may be necessary, from 
time to time, to amend it. When 
there are additional expenses or a 
change in an allocated expenditure, 
the budget may be amended by 
a vote of the association at any 
regular meeting or at a special 
meeting called for that purpose.
To amend budget items previously 
adopted, it is necessary to have 
a two-thirds vote, or if previous 
notice has been given, a majority 
vote.

approval of expenditures
The adoption of the budget 
authorizes the treasurer to pay 
for routine expenses covered in 
the budget only if such authority 
is given to the treasurer in the 
local PTA bylaws. If the local 
PTA bylaws do not provide this 
authority, the treasurer shall pay 
bills only when the board/executive 
committee or local PTA members 
vote to expend the money, and then 
only upon presentation of properly 
signed vouchers, as required in the 
state bylaws. 

All expenditures must be reported 
to the board/executive committee 
and included in the treasurer’s 
regular financial report to the 
membership. Any additional 
expenditure not provided for in 
the budget must be approved by 
the membership. The regular 
financial report should be attached 
to the minutes of the meeting at 
which it is presented. Changes in 
the budget, whether in income or 
expenditures, must be presented as 
amendments to the budget.
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sample budget

  PTA

fiscal year __________

anticipated revenue based on 800 members

receipts
Membership Dues
(800 Members at $3.00—local portion only)  ....................................$2,400
Fundraising (or any means used for making money)
Fall Festival  ..........................................................................................2,600
Local Corporate Sponsors ........................................................................950
Balance Brought Forward from Previous Year ........................................550
total receipts  ........................................................................ $6,500

expenditures
Leadership Development .................................................................... $1,500
Membership Promotion ...........................................................................700
Programs ...............................................................................................1,000
Reflections ...............................................................................................500
District/Council Conferences ...................................................................300
State PTA and National PTA Conventions ...............................................500
Newsletter and Publicity ..........................................................................200
Bulletins/Our Children .............................................................................200
Officers’ Reimbursement (telephone, tolls, stamps, etc.) ........................200
Chair’s Reimbursement (telephone, tolls, stamps, etc.) ...........................150
Past President’s Pin ....................................................................................40
Council Dues ..............................................................................................50
Scholarship ...............................................................................................200
Bonding/Liability Insurance  ...................................................................300
Supplies  ...................................................................................................200
Mailing Permit ...........................................................................................60
Postage  ....................................................................................................400
total expenditures  ............................................................. $6,500

(Leave a balance of sufficient funds to get the new PTA year off to a good start. Monies 
will be needed for workshops, state conventions, etc.)

total.......................................................................................... $6,500

Adopted by Association   _________________ (date)
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banking
bank accounts
All PTAs having bank accounts are 
required to provide the bank with 
an IRS Employer Identification 
Number (EIN). (Do not use any 
individual’s Social Security 
number.) The section on IRS Form 
SS-4 (see	page	28) describes how 
to acquire this number.

savings accounts
In planning the budget, it is not 
uncommon for PTAs to have small 
contingency savings accounts for 
the following reasons:

• Efficient management of funds 
(funds earn interest until they 
are expended)

• Reserve to carry on programs 
during the summer and fall 
until dues are collected

• Monies to finance unexpected 
but approved projects or 
programs

emergency reserve fund
The emergency reserve fund is 
considered an integral part of each 
PTA’s planning and budgeting 
process. The emergency reserve 
fund is intended to serve as a 
means to retain financial stability 
in the event of an unforeseen 
development such as unplanned 
expenses arising from a 
project or an unexpected 
increase in inflation.

As a rule, a healthy reserve is 
between one-half to one year’s 
average expenditures.

handling fundraising 
receipts and expenditures
When a PTA is planning a 
fundraising activity that will 
involve large amounts of money, 
the treasurer should arrange to 
deposit the money in the bank as 
soon after the conclusion of the 
project as possible. The chair of 
the activity should be responsible 
for seeing that the treasurer 
receives all revenue immediately 
after completion of the activity. 
The treasurer and another person 
should count the monies received, 
and both should sign a statement 
verifying the amount. A receipt 
should be given to the chair for the 
entire amount. Even if the project is 
a continuing one, the money should 
be deposited daily in the PTA’s 
bank account.

Night deposits and 24-hour 
banking can and should be used 
as needed. When necessary, the 
treasurer should contact local 
police authorities beforehand and 
ask for an escort to the bank. If the 
treasurer contacts the bank about 
the night deposit in advance, they 
will be given a lock bag to place in 
the night depository. Never deposit 
any money in anyone’s personal 
account or in the school account, 
and never leave the money in the 
school building or in someone’s 
home.

Some banks will also give PTAs 
a “Deposit Only” ATM card. 
This is an option in place of the 
night deposit bag. For additional 
information about using “Deposit 
Only” cards, visit: www.ptakit.org/
Finance/Electronic-Commerce/
Use-of-ATM-Debit-Gift-or-
Deposit-Only-Cards.aspx.

All checks that are to be deposited 
should be marked “For	Deposit	
Only	to	the	{unit	name}	PTA,	
Account	#	_______________”
and signed by the treasurer with 
his or her title. A stamp with this 
information may be secured at 
the time the account is opened. 
Duplicate deposit slips should be 
made so that the treasurer will have 
a copy to retain for the record.

Event chairs and at least 
one other member should 
count the monies received 
together before giving it to 
the treasurer for deposit.

http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
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To keep accurate records, the 
treasurer should be given itemized 
bills, sales slips, etc., from the 
fundraising activity to pay by 
check. These	expenses	should	
never	be	paid	with	the	cash	from	
the	activity.

Within a few days of the conclusion 
of the activity, the treasurer or 
fundraising chair should complete 
a detailed report of all receipts and 
expenditures and the profit from 
the project. That report should be 
presented to the board/executive 
committee and the membership at 
the meeting following the activity.

check request (voucher) 
system
A PTA may use a general check 
request (voucher) system for its 
expenditures. The check request 
should include the following 
information: date, brief description, 
amount to be paid, and budget line 
item(s), with the signature of the 
president authorizing payment. 
A check request, with receipts 
attached, should be prepared for 
each check to be written.

After the check is generated, 
either enter the check number 
on the check request or attach a 
check stub. The invoice should 
be stamped “paid.” Only original 
invoices should be approved for 
payment.

These records will then be available 
to assist the audit committee in the 
completion of its work at the end of 
the PTA fiscal year.

electronic banking
PTAs are interested in using 
various forms of electronic 
banking such as online statements, 
electronic deposits and bill-pay. 
Banks continue to add/increase 
fees for all accounts, including 
those for nonprofits. They may 
offer reduced or eliminated fees if 
account holders switch to online 
services. First – online (paperless) 
statements – go for it. Save the 
fees. Make sure you modify your 
PTA procedures to have statements 
printed for monthly reconciliation. 
You may also not get copies of 
canceled checks back automatically 
or you may have to get them one 
at a time if needed. Be sure to 
check how long the statements are 
available online. 

Second – electronic deposits 
and bill-pay – these are a little 

harder. National PTA is currently 
developing guidelines and we 
at New York State PTA are 
researching procedural options 
that will provide the checks and 
balances/protections units have 
through the dual-signature process. 
For additional information about 
using online banking, visit: www.
ptakit.org/Finance/Electronic-
Commerce/Online-Banking.aspx.

ATM cards
New York State and National 
PTA continue to recommend 
that PTAs do not use ATM cards 
for purchases. They are too hard 
to control. It is like handling 
cash. PTAs may however obtain 
“Deposit Only” ATM cards for use 
in place of night deposit bags. For 
additional information about using 
ATM or “Deposit Only” cards, 

PTAs are encouraged to use their New York State sales tax exempt forms 
(ST.119.1) for all purchases. The New York State sales tax exempt number is on 

page 1 of your bylaws.

continued on page 14

http://www.ptakit.org/Finance/Electronic-Commerce/Online-Banking.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Online-Banking.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Online-Banking.aspx
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visit: www.ptakit.org/Finance/
Electronic-Commerce/Use-of-
ATM-Debit-Gift-or-Deposit-Only-
Cards.aspx.

credit cards – is your unit 
ready?
When we are ready to send our 
kids off to college, we have the 
discussion about the responsibility 
and management of a credit 
card. We give them a card for 
emergencies like running out of 
gas or car repairs. (Dorm pizza 
parties are not!) Having the card 
helps teach the student money 
management and helps them on 
the path toward building a good 
credit history. The new card has a 
very low limit to reduce risk – to 
the student and the credit card 
company. Many students get a card 
with only a $500 initial limit.

Many units have asked about the 
use of credit cards for PTA. Most 
retailers will not accept the New 
York State Tax-Exempt form unless 
the PTA name is on the check or 
credit card being used (they do 
not have to). With today’s busy 
schedules, it is getting harder 
and harder to get two officers 
with check signing ability to do 
all of the purchasing for all unit 
activities. Some feel it is too hard 
to ask for an advance, cash the 
check, and then pay cash when 
making PTA purchases.

The question – is your PTA ready 
for a credit card? If you think so, 
ask the following questions before 
you start:
• Does your unit have a budget in  
 place?
• Does your unit have good 
 money handling procedures in 
 place (voucher system,   
 two money counters)? Are the  
 procedures written down?

banking, con’t.
• Are deposits done immediately  
 after money is collected at 
 events?
• Are there always two 
 signatures on all PTA checks?
• Does the unit treasurer provide  
 regular reports at meetings?
• Are the treasurer reports and  
 bank statements reconciled by 
 non-check signers?
• Was a 990-N or 990-EZ filed 
 for the unit last year?
• Was an audit committee formed 
 and an audit done on last year’s 
 books?
• Can the treasurer produce 
 copies of the current and last 
 year’s budget, tax returns and 
 audit reports?

If you answered no to any of the 
above questions, then you have 
to ask if your unit has sufficient 
controls in place to add the risks of 
using a credit card.

If you answered yes to all of the 
questions, then you may be ready. 
Before proceeding:
• Make sure the unit as a whole  
 supports the move to get a  
 credit card; is the unit willing 
 to accept the additional risk?  
 Have a vote.
• Start with a very low credit 
 limit, such as $500-$600.
• Make sure you use the unit 
 FEIN when applying, not the 
 SSN of an officer or member.
• Use the address of the school, 
 not the home address of an 
 officer or member.
• Amend your unit procedures to 
 specify how credit card 
 statements are reconciled 
 monthly.
• Like check purchases, pre-
 approve credit card purchases.
• Like check signers, limit the 
 members designated to use the  
 card.

Lastly, a reminder that the PTA 
insurance has a $2,500 deductible 
for any claims for financial loss 
related to mismanagement of funds. 
This is for cash, checking account 
or credit cards. 

For additional information about 
credit cards, visit: www.ptakit.org/
Finance/Electronic-Commerce/
Using-Credit-Cards-for-Bill-
Payments.aspx.

credit references
New York State PTA does not 
provide credit references to local 
PTA units.

PTA funds vs. public monies
Because a PTA is a private 
association, PTA funds should be 
deposited only in the PTA account, 
not in a personal account, a school 
account, or any other organization’s 
or group’s account. All money 
deposited in a PTA account will be 
considered PTA funds by the IRS 
and must be reported as such. A 
PTA should never deposit school 
or school-related money in its 
account.

If a PTA sponsors a project or 
program in cooperation with 
the school, all funds should be 
accounted for and separated prior 
to the immediate deposit of the 
PTA portion into the PTA bank 
account.

A	PTA	is	a	separate	legal	entity	
and	not	a	school	organization	
(SO).	It	is	imperative	that	this	
distinction	is	clear.	PTAs	do	not	
share	their	EIN	numbers,	their	
sales	tax	exemption,	or	their	
banking	details	with	schools,	
principals	or	school	districts.

http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Use-of-ATM-Debit-Gift-or-Deposit-Only-Cards.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Using-Credit-Cards-for-Bill-Payments.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Using-Credit-Cards-for-Bill-Payments.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Using-Credit-Cards-for-Bill-Payments.aspx
http://www.ptakit.org/Finance/Electronic-Commerce/Using-Credit-Cards-for-Bill-Payments.aspx


15New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

the PTA audit
them and their members, partners, 
and business associates for the 
most reasonable cost. If your PTA 
chooses to retain a CPA firm for 
an external audit, ensure that they 
have experience working with not-
for-profit organizations.

1. compiled financial  
statements

These represent the most basic 
level of service CPAs provide with 
respect to financial statements.
In a compilation, the CPA 
must comply with certain basic 
requirements of professional 
standards. It may be necessary 
for the CPA to perform “other 
accounting services” – such as 
creating your general ledger, or 
assisting PTA with adjusting entries 
– before the financial statements 
can be prepared.

Upon completion, a report on 
the financial statements is issued 
that states a compilation was 
performed in accordance with 
AICPA professional standards, but 
no assurance is expressed that the 
statements are in conformity with 
generally accepted accounting 
principles.

2. reviewed financial  
statements

• These require that the CPA 
perform inquiry and analytical 
procedures in addition to the 
procedures described above for 
a compilation.

• Upon completion, a report is 
issued stating that a review has 
been performed in accordance 
with AICPA professional 
standards, that a review is less 
in scope than an audit, and that 
the CPA did not become aware 
of any material modifications 
that should be made in order 
for the statements to be in 
conformity with generally 
accepted accounting principles.

3. audited financial  
statements

• This type of service provides 
the highest level of assurance.

• In an audit, the CPA performs 
all of the steps indicated above 
regarding compiled or reviewed 
statements, but also performs 
confirmation, verification and 
substantiation procedures.

• When the audit is complete, 
the CPA’s standard audit 
report states that an audit was 
performed in accordance with 
generally accepted auditing 
standards, and expresses an 
opinion that the financial 
statements present fairly the 
entity’s financial position and 

 results of operations in 
 conformity with GAAP. This 
 would be considered a “clean” 
 opinion.

overview
Auditing involves following 
financial transactions through 
records to make sure that receipts 
have been properly accounted 
for and expenditures made as 
authorized in the minutes and in 
conformity with PTA bylaws, 
standing rules and budget 
limitations.

PTA bylaws indicate when an audit 
is to be made, its procedure and 
when it should be reported to the 
membership. Record books should 
be audited at least once a year. 
Books should also be audited if 
a financial officer resigns, before 
the new officer assumes his or 
her duties, and at any other time 
deemed necessary.

The process for selecting/electing 
individuals to serve on the internal 
audit committee or for retaining a 
professional firm (with nonprofit 
accounting experience) will also be 
found in the bylaws of the PTA.

the purpose of an audit
The purpose of an audit is to 
provide reasonable assurance 
that an organization’s financial 
statements are free of material 
misstatement and are prepared 
according to Generally Accepted 
Accounting Principles (GAAP).

An audit with a “clean” opinion 
assures the membership that the 
association’s resources/funds are 
being properly accounted for and 
managed within the regulations 
established for their use.

external audit
Three types of services that 
can be provided by an external 
professional auditor are described 
below. PTAs should decide which 
provides the best information for 

See your bylaws for 
information on forming 
the audit committee. 

Authorized check signers 
may NOT be a part of the 

audit committee.

continued on page 16
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preparation for a financial 
review
For clarification purposes, a 
financial review represents an 
internal process performed by 
two or more members of the 
financial review committee or their 
designees. An audit represents 
an extensive external process 
performed by a certified public 
accounting (CPA) firm for a fee.

The first step in the review 
process should be appointment 
of a financial review committee. 
This committee should be made 
up of members who	do	not	have	
signature	authority	over	the	
bank	account	or	be	a	relative	of	a	
person	with	signature	authority.	
Check your local bylaws for any 
additional requirements. Financial 
records should be put in order 
for the financial review – shortly 
before the end of the term of office 
or the end of the fiscal year. The 
outgoing treasurer cannot pay 
bills after the books are closed for 
financial review. Upon assuming 
office, the incoming treasurer may 
deposit funds in the PTA bank 
account. It is recommended that 
during the financial review process, 
expenditures within an adopted 
budget be limited to those of an 
emergency nature. The financial 

review should be completed as 
quickly as possible.

The treasurer shall deliver the 
following to the reviewer:
• A copy of the last financial 

review report
• Checkbook and canceled 

checks
• Bank statements and deposit 

receipts
• Treasurer’s book or ledger
• The annual financial report
• Itemized statements and 

receipts of bills paid
• Check requests
• Copies of board, executive 

committee, and organization 
minutes that would include 
an adopted budget, as well as 
any amendments that were 
approved during the year

• Current bylaws and standing 
rules

• Prior 990 tax filing
• Any other information 

requested by the financial 
review committee

financial review procedure
1. Start the financial review with 

the records posted after the 
last audit. Check to see if the 
amount shown on the bank 
statement corresponds to the 
starting balance recorded in the 
checkbook and ledger.

2. Do a sample test of 
transactions. The size of this 
sample should be based on the 
size of the association.

 If mistakes are found, the 
sample should be broadened 
to take in more transactions. 
It may be deemed necessary 
to review all the transactions 
of a PTA. You should consider 
retaining the services of an 
external auditor if nearly all of 
the transactions are reviewed 
due to errors or concerns 
regarding accuracy.

  Some	items	to	look	for:
• Monthly bank reconciliation
• Unexplained reconciling 

items
• Unusual endorsements on 

checks
• A match of check 

endorsements to payees
• Disbursements not 

supported by invoices or 
other documentation

• Blank checks secured in a 
safe place

• Deposit ticket dates timely 
with dates received by bank

• Timeliness of deposits 
based on known dates of 
events

• All invoices paid by check 
(with two signatures) and 
not cash

3. Make certain that state and 
national portions of the 
membership dues have been 
kept separate from other 
receipts and forwarded 
immediately to the state office.

4. Make certain that money 
collected for a specific 
purpose (special projects, gifts, 
scholarship funds, council dues, 
etc.) has been so disbursed.

5. Check the treasurer’s reports 
and annual report for accuracy.
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The committee or 
reviewer might wish to 
use the sample financial 
review form provided 
on page 18.

8. The financial review committee 
also must submit a report in 
the event that there are not 
adequate records available to 
conduct a proper accounting of 
the association’s funds.

 

A sample statement 
might read, “The 
financial review 
committee has 
examined the records 
of {unit name} PTA 
and found that more 
adequate accounting 
procedures need to 
be followed so a more 
thorough financial 
review can be given.” 

6. After any errors have been 
corrected by the treasurer, 
and the president is satisfied 
that the financial accounts 
are correct, sign and date the 
annual report using a different 
color ink: “Examined and 
found correct. (name), (date).”

7. If all is in order, the financial 
review committee or auditor 
should prepare a statement, and 
the auditor, or each member of 
the financial review committee, 
should sign it.

A sample statement 
might read, “The 
auditing committee has 
examined the records of 
{unit name} PTA for the 
period of (time covered) 
and found them to be 
correct. Balance on 
hand: $____.” (signatures 
of committee)

The financial review 
committee should 
indicate the information 
that is needed.

9. The financial review must 
be officially adopted by 
the association and must 
be included in a completed 
annual report covering the 
association’s entire fiscal 
year. If the report states that 
additional information and 
verification is needed, the 
requested information should 
be provided by the treasurer.

10. If the validity of the financial 
review is questioned, an 
independent certified public 
accountant (CPA) should be 
engaged. At any time during the 
process, your council or region 
PTA may be contacted for 
information or assistance.

11. If there are any issues with the 
finances found as a result of the 
audit, a financial discrepancy 
report should be filed. See	
Insurance,	starting	on	page	
56.
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sample PTA financial review form

local PTA name/unit code  date   

council  region   

Balance on Hand (date of last review) .............................................................................................. $_____                  
Receipts (from last review to date of review) ................................................................................... $_____                  
Total Cash ......................................................................................................................................... $_____                  
Disbursements (from last audit to date of review)  ........................................................................... $_____                  
Balance on Hand (date of review) ..................................................................................................... $_____                  
Latest Bank Statement Balance  ....................................................................................................... $_____                  
Checks Outstanding:
(List check numbers)  .................................................................................................................... (amounts) 
Total Checks Outstanding ................................................................................................................. $_____                  
Balance in Checking Account ........................................................................................................... $_____                 

Date of Audit   .........................................................................................................................................date

We have examined the books of the {school name} PTA and find them to be 
(please choose one of the following to complete the sentence):

correct.

incomplete.

substantially correct with the following adjustments:

incorrect.

Date review completed   

Reviewers’ signatures

(The report should be read by a member of the auditing committee or the secretary. The presiding officer should 
then call for the appropriate action.)
 



19New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

contracts
In the course of a year, a PTA may 
enter into a variety of contracts. 
For instance, a PTA may contract 
for a band for a dance or purchase 
supplies for a fundraising venture. 
The PTA assumes the responsibility 
to comply with the terms and 
conditions of the contract and to 
pay the stated sum. The fact that an 
activity is not a financial success or 
that the PTA has insufficient funds 
to meet its obligation has no effect 
on the responsibility assumed.

Before you enter into a contract on 
behalf of your PTA, consider the 
following:
• Has the membership approved 

the project?
• Does the president have 

authorization from the board/
executive committee to 
negotiate a contract?

• Have all contracts been 
received in writing?

• Are the terms and conditions of 
the contract understood? Have 
they been reviewed by legal 
counsel, if needed, and agreed 
to by the board/executive 
committee?

• Is the length of the contract 
limited to the term of the 
participating officers, and does 
it not encumber future boards?

• When entering into a 
contract, the PTA president is 
responsible for the agreement 
and should clearly identify 
that it is the PTA entering 
into the contract and not the 
president as an individual. The 
signature on a written contract 
should read, “PTA (or PTSA 
or council) by: John Doe, 
President.”

• It is preferable to require two 
signatures on a contract (the 
president’s signature plus 
another officer’s).

contracts
contract tip
Remember, if there is any question 
about the terms or conditions of 
the contract, the proper time to 
seek advice is before the contract is 
signed.

Verbal contracts can also 
be binding, so be careful 
when talking with vendors.

New York State PTA strongly 
recommends that units do not enter 
into contracts longer than one year.

guidelines from the state PTA  
attorney in regard to independent 
contractor status
We understand that many PTA 
units are concerned that the persons 
with whom they contract for the 
performance of various services 
should be considered Independent 
Contractors rather than employees 
of the PTA unit.

First, they are concerned that they 
not incur the expense required to 
cover these persons as employees 
under a Worker’s Compensation 
insurance policy. Corollary to this 
concern, they naturally do not wish 
to be subject to double indemnity 
liability under the Worker’s 
Compensation Laws, in the event 
of an accident or injury, for failing 
to cover such persons under a 
Worker’s Compensation insurance 
policy if it should turn out that they 
are required to do so. 

The second major concern is 
that the PTA not be subject to 
liability for the tortious actions 
of such person as an employee 
of PTA. Finally, they do not want 

the burden, expense and worry 
of being required to comply 
with all the many laws affecting 
an “employment” relationship, 
including minimum wage and 
overtime regulations, payment of 
wage requirements and other State 
labor statutes, withholding taxes, 
social security, unemployment 
compensation, and so forth.

In any event, as the PTA has 
realized, liability to “servants” 
under Worker’s Compensation 
Laws, or to third parties for the 
tortious acts of those “servants,” 
and the other problems attendant 
upon an employment relationship, 
are most likely to be avoided if the 
relationship between the PTA and 
the “worker” hired is maintained 
as an Independent Contractor 
rather than an employer-employee 
relationship.

continued on page 20
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The principal factors to be considered 
in determining whether a person 
is an employee or an Independent 
Contractor are the extent of the 
employer’s control of the manner 
and means of performing the 
work in contrast to the results of 
the work, the method of payment, 
the furnishing of equipment, the 
right to discharge or terminate the 
services of the person involved, 
and the “relative nature of the 
work”. This last factor includes the 
character of the work, the extent 
to which the worker is engaged 
in a separate calling, whether the 
work is continuous or intermittent, 
the importance of the work to the 
employer’s business, whether the 
work is of a type intimately related 
to that which the “employer” is 
normally engaged, etc.

Other factors relevant to the 
determination include the execution 
of a written contract, whether the 
agreement calls for performance 
of a specific job or for work in 
general, whether the worker is 
employed in an independent 
occupation or works primarily for 
the “employer” in question, and 

independent contractor status, con’t.
whether the worker has the right to 
employ substitutes or assistants.

The existence of an agreement 
designating a worker as an 
Independent Contractor is not 
conclusive. For example, in one 
case, a Worker’s Compensation 
claimant was held to be an 
employee of a department store 
rather than an employee of a 
concessionaire in the store and an 
Independent Contractor with regard 
to the store despite (1) a form 
which specifically disclaimed an 
employment relationship with the 
department store and (2) the fact 
that he was paid in cash directly 
from the concessionaire’s cash 
register. Despite the disclaimer, 
the department store had a right 
to approve the hiring and firing 
of the concessionaire’s workers, 
could initiate and cause dismissal, 
established work rules to which 
the concessionaire’s workers were 
subject, and issued “employee” 
identification badges to the 
concessionaire’s workers.

A primary, if not decisive, factor 
is the	extent	to	which	the	worker	
is	in	fact	independent	in	the	
performance	of	his	work. An 
Independent Contractor may be 
directed as to things to be done, 
but is not subject to the control 
of the employer except as to the 
product or result of the work. An 
Independent Contractor retains 
control over the method and means 
of performing the work. 

In one case, for example, a person 
was found to be an employee 
despite the fact that the corporation 
for which he worked did not 
withhold income or social security 
taxes and despite the fact that the 
worker set his own hours and listed 
himself as “self-employed” on his 
tax returns. He was held to be an 

employee because he was paid 
hourly, used his employer’s tools, 
and his assignments and activities 
on the job were directed and 
controlled by the employer.

In another case, a delivery man was 
held to be an employee rather than 
an Independent Contractor despite 
the fact that he was primarily 
employed by a different employer, 
he furnished his own truck, and 
was paid for each delivery rather 
than for his time. The employer 
in that case directed the employee 
where to deliver and also provided 
him a helper at the employer’s 
expense.

By contrast, in a third case, the 
claimant was engaged in tree 
trimming and removal work for a 
number of different municipalities 
and individuals. He worked under 
a contract to perform these services 
for the town at a fixed price and 
was later engaged to do additional 
work at a certain price per day. 
He supplied his own equipment, 
had one employee, and carried 
his own liability and Worker’s 
Compensation insurance. The 
extent of control by the town was 
limited to specifying the time he 
should perform his work, which 
had to be coordinated with the 
availability of grounds crews 
employed by the Town for the 
removal of debris. The Town was 
held not to be his employer.

In summary, the following general 
guidelines can be followed 
to establish an Independent 
Contractor rather than employer-
employee relationship:

• The most important factor 
is the degree to which the 
PTA retains control over the 
manner and means by which 
the worker delivers the services 
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for which he is hired. The 
greater the control exercised by 
the PTA, the more likely that 
the relationship will be one of 
employment.

• One who furnishes his own 
tools, equipment or job site 
is more likely to be held an 
Independent Contractor than 
one who does not.

• The authority to hire assistants 
or substitutes to do the work 
in whole or in part indicates 
an Independent Contractor 
relationship. However, if the 
PTA retains right of approval 
or right to discharge such 
assistants or substitutes, this 
will tend to indicate that the 
person hired is an employee 
and not an Independent 
Contractor.

independent contractor status, con’t.
• Payment on a time basis 

is a strong indication of 
employment status; payment 
on a completed project basis 
is indicative of Independent 
Contractor status. Payment on 
a piece of work or commission 
basis is consistent with either 
status.

• The right to discharge a person 
or terminate his services at will 
may also indicate employment 
status.

• One commentator has noted a 
tendency to find employment 
when the work is an integral 
part of the regular business of 
the employer, i.e., when the 
worker, relative to the employer, 
does not furnish an independent 
business or professional service.

In view of the foregoing, attached 
is a draft of the kind of agreement 
that might be used by a PTA 
for the purpose of retaining an 
individual to perform services as an 
Independent Contractor.

It must always be remembered 
that a contract is not conclusive 
on this issue; regardless of the 
terms of the contract, the actual 
facts surrounding the delivery 
and control of the services will 
govern the status of the individual 
as employee or Independent 
Contractor. Moreover, the 
enclosed form may be more or less 
appropriate, depending upon the 
circumstances and the purposes for 
which the retainee is hired. Thus, 
modifications will be necessary 
in individual circumstances. Such 

modifications 
may enhance 
or dilute its 
effectiveness 
as a tool for 
maintaining 
Individual 
Contractor 
status.

Note:	
According	to	
law,	anyone	
earning	$500	
or	more	
per	year	is	
considered	to	
no	longer	be	
a	volunteer	
and	is	not	
covered	under	
the	Volunteer	
Protection	Act.
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independent contractor agreement
This agreement dated ___________________by and between the ____________________ Parent Teacher 

Association _______________, an unincorporated association having its principal office and place of business 

at_______________________________________________________________________________________

hereinafter referred to as “PTA,” and ___________________________________________________________  

 An individual residing at _________________________________________________________________ 

 A corporation having its principal office and place of business at _________________________________ 

 An unincorporated association having its principal office and place of business at ___________________ 

_________________________________________________________________________________________
 
hereinafter referred to as “Contractor,” 

(Cross-out and initial the inapplicable phrases)
 

Witness: _____________________________
 

Whereas, PTA desires to retain the services of an Independent Contractor to perform certain services which PTA 
itself does not normally perform, to wit:

__________________________________________________________________________________________
                                                                                                                                                                                       
_____________________________________________________________________________________; and

Whereas, Contractor represents that as an Independent Contractor, said Contractor wishes to and has the 
experience and ability to provide the manpower, equipment, and facilities necessary to effect timely and 
effective performance of such services;

Now, therefore, in exchange for the mutual covenants and considerations contained herein and for other goods 
and valuable consideration, it is agreed by and between the parties as follows:

1.	 Status	of	Contractor. Contractor represents and warrants that as an Independent Contractor, it will provide  
 timely and satisfactory performance of the services set forth above, and the manpower, equipment, and 
facilities necessary for such performance. Nothing in this agreement shall be deemed to create an employer-
employee relationship, partnership, or agency relationship between PTA and Contractor. Nothing herein 
shall be construed to prevent Contractor from performing the services set forth above, or any other services, 
for other persons, forms, or corporations, provided, however, that Contractor continues to be able to and 
does effect timely and satisfactory performance of the service set forth as required by PTA. In the event that 
the Contractor is unable to, or fails to, effect timely and satisfactory performance as required, this contract 
may be canceled by PTA immediately and without the five (5) days’ notice otherwise required by Paragraph 
7 hereof.

2.	 Service	Fee.	Upon satisfactory completion of the services set forth above, PTA shall pay Contractor the sum 
of $ _____________ .
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3.	 Other	Carriers. If, in order to accomplish timely and effective performance of the services set forth above, 
Contractor decides to hire other persons to fulfill its obligations hereunder, Contractor shall at its own 
expense, recruit, train and assign such person or persons to deliver said services on a timely and effective 
basis to fulfill Contractor’s obligations hereunder. Any such person or persons shall be considered, for 
all purposes, to be agents, servants, and / or employees of Contractor and shall not be considered, for all 
purposes, to be agents, servants, and /or employees of PTA. Contractor has sole and exclusive control over 
any such persons hired by Contractor including but not limited to the number of such persons to be hired and 
their time and places of performance. Contractor expressly warrants that it will pay all taxes and required 
contributions and obey all laws relating to its employment of any persons it hires to perform the terms and 
condition of this agreement.

4.	 Compliance	with	Law. Contractor expressly warrants that Contractor shall comply with all governmental 
laws, rules and regulations, including local, state and federal laws, and Contractor agrees to save and hold 
harmless PTA from any and all claims of liability, including federal, state and local taxes or contributions 
and unemployment contributions. Contractor shall defend any legal actions against PTA arising out of or 
related to the activities of Contractor under this agreement. Upon request of PTA, Contractor shall file with 
PTA a certificate of insurance evidencing public liability and property insurance covering all properties, 
facilities and persons employed by Contractor, its employees and agents in performing the services set forth 
herein.

5.	 Liability. Except as provided for in Paragraph 2 above, PTA shall not be liable to Contractor for any 
expenses incurred by Contractor, or for any act or omission of Contractor, or of any agent, servant and/
or employee of Contractor. Contractor shall, at its own expense, provide and pay for any liability or other 
insurance necessary and appropriate to its performance of the services set forth herein and its obligations 
and liabilities hereunder. Contractor, as an Independent Contractor, shall have no authority, nor shall any 
agent, servant and/or employee employed by Contractor, have authority to bind PTA by any promise or 
representations expressed or implied. PTA shall not be liable to employees, agents or other persons hired by 
Contractor for any act or commission of PTA or of Contractor.

6.	 In-Force	Liability	Insurance. Before the execution of this agreement Contractor must attach a Certificate 
of Insurance, written by an AM Best Rated A insurance company, showing that the contractor has in-force 
liability insurance with limits of at least $1,000,000 and naming the PTA unit and the New York State PTA 
as Additional Insureds.

7.	 Hold	Harmless.	Contractor agrees to hold the PTA harmless from any and all liability that arises out of the 
operations of the Contractor.

8.	 Assignment.	Neither this agreement nor any interest therein may be assigned or transferred by Contractor to 
any other party unless expressly authorized by PTA in writing.

9.	 Termination. Except as provided above in Paragraph 1, this agreement may be terminated upon completion 
of the services provided or upon five (5) days’ written notice by either party to the other party, whichever 
comes first.

PTA Name:  ___________________________________Contractor’s Name: ____________________________  

By:  _________________________________________By:   _______________________________________

(Signature):  __________________________________(Signature):    ________________________________

(Title): _______________________________________(Address): ___________________________________                                                                                  

(Date): _______________________________________(Social Security # or EIN #): ____________________
 
                                                                                                                                                                                                                                                                                                            
                                     

independent contractor agreement, con’t.
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The primary function of PTA is 
child advocacy. Each PTA unit is 
self-governing and operates under 
the guidance and structure of 
National, state and region PTA.

PTA is an educational association, 
and should not be expected to 
provide for the needs of their school 
district or individual school. It 
should not allow itself to become 
the provider of services, supplies or 
equipment for schools, even during 
times of financial strain.

If a unit feels there is a specific 
need in their school, approach the 
principal and site-based team first, 
and encourage them to include 
this item in the individual school 
building budget or school district 
budget.

It is NOT recommended, but if a 
unit chooses to donate a gift or 
money to their school, it should be 
supportive of school programs and 
educational needs. The gift must 
be approved by a unit’s general 
membership and donated to the 
school district’s board of education. 
The board of education has to 
approve the receipt of the gift, and 
the PTA should receive written 
verification of the school board’s 
acceptance of the gift. Upon the 
board’s acceptance of said gift, the 
PTA relinquishes all control. The 
equipment becomes the property of 
the district, and the district is free 
to use the equipment in any manner 
it deems appropriate. This could 
include moving it, selling it, not 
using it or giving it away.

The following are reasons why 
PTAs should not give gifts to 
schools:
• It can provide inequity among 

schools.
• Liability factor (in certain  

 circumstances).

donations of equipment to school districts
• A donated gift does not 

necessarily remain in the school 
it was originally intended for.

• Where does the responsibility 
lie for maintenance and 
servicing of a donated gift?

• When a gift is given by one 
PTA, it puts other units in the 
district in a difficult position by 
parents and school personnel 
who now exert pressure for a 
similar donation.

• It establishes a precedent that it 
is an acceptable practice.

• Constant and unnecessary 
fundraising establishes PTA as 
a “fundraising” organization, 
and members easily lose sight 
of their goals.

• Lastly, it is not PTA’s job to 
provide financial assistance 
to schools. It is, however, 
their responsibility to be 
vocal during school district 
budget sessions to ensure that 
the needs of the children and 
teachers are met.

 
grants of money to school 
districts
The purpose of PTA is not to buy 
equipment and donate it to a school 
district. If a PTA wants to purchase 
(or help purchase) equipment for 
a school district, it should do so 
only through a “grant” process. A 
“grant” is a gift of money for a very 
specific purpose. A grant of funds 
to the district (rather than the PTA 
purchasing equipment and donating 
it to the district) is the smartest and 
safest way for PTA to conduct its 
affairs. It assures the funds will be 
used for their intended purpose, 
or they must be returned to the 
PTA. The PTA does not become 
the owner of a product or piece 
of equipment, this DOES NOT 
absolve the PTA of all liability, but 
does lesson their exposure.

If a grant (or multiple grants) is to 
be offered, the PTA can establish 
a committee to prepare a grant 
application, receive and review 
the completed applications, and 
determine the process by which 
grant recipients are to be decided. 
The plan of the committee should 
be approved by the membership 
prior to the offering of the grants.

Publicize the applications to all 
those who may be eligible to 
apply, and after the selection is 
completed, publicize the recipients 
of the program or supplies to be 
funded.

Before granting funds to a school 
district (or other recipient), the PTA 
should take the following steps:

•  Determine that the school 
 district (or other recipient) 
 actually wants the equipment 
 or project which the PTA is 
 willing to fund.
•   Secure an understanding with 
 the district (or other recipient) 
 on all the terms of the grant 
 before writing the specific 
 grant agreement.

A grant agreement should be 
signed between the PTA and the 
school district (or other recipient).

This agreement should specify:

•    The amount of the grant.
•    The “sole and express” purpose  
 of the grant.
•    A date by which the district (or 
 other recipient of a PTA grant)  
 must spend the grant funds.
•   Unused grant funds must be 
 returned to the PTA. A 
 complete accounting of the 
 expenditure of the grant fund 
 should be submitted to the  
 PTA.
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The ___________________________ Parent Teacher Association (PTA) hereby gives to the _______________

School District a monetary grant in the amount of __________________ Dollars ($______________ ) 

by check number  ____________.

This grant is for the sole and express purpose of  _________________________________________________

It is agreed that the grant will be spent for the stated purposes on or before _____________________________ 
or the funds will be refunded to the PTA.

Any unused or unexpected funds will be refunded to the  ______________________________________  PTA.

The School District will provide a complete accounting of the expenditure of the grant funds to the  
_____________________________PTA.

The School District accepts all liability and the responsibility for the maintenance of the 
_____________________________.

Date: _______________________________ PTA President _______________________________________

  PTA Secretary _______________________________________

Date: _______________________________Superintendent _______________________________________

sample grant agreement
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PTA funds and the funds of other groups
PTA money should be kept in a 
PTA bank account and should 
never be deposited in a personal or 
school account, or mingled with 
the funds of other groups.

The money of another group or 
organization cannot be deposited 
into a PTA account. Occasionally 
a booster club or student 
organization will ask to deposit 
money into a PTA account, or to 
have PTA make expenditures for 
it. A reason often given is to sell or 
purchase items using PTA’s sales 
tax-exempt status. This must not 
be done. Accountability is difficult 
and frequently the practice violates 
Internal Revenue Service and New 
York State Department of Taxation 
and Finance guidelines. It may 
be interpreted as an attempt to 
circumvent tax laws. Any request 
to use a PTA bank account, even 
if it costs the PTA no money, is 
unacceptable and possibly illegal.

Funds	may	not	be	donated	to	or	
raised	for	another	group.
 
While a PTA may never donate 
money to another group or 
organization or to any individual 
person or family, it may work 
cooperatively in coalitions, if the 
purpose is within the Purposes 
of PTA. If a separate coalition 
organization that has 501(c)(3) 
status is established, PTA may 
share in its funding only if one 
or more PTA representatives are 
part of the governing body of the 
coalition.

PTA policy concerning nonpartisan, 
nonsectarian and noncommercial 
activity must be followed. (Refer 
to National PTA’s Money Matters 
Quick-Reference Guide.)

If a PTA gives scholarships to 
either students or teachers, certain 
procedures must be followed. The 
single most important issue is 
objectivity and equal access.

The procedures determining 
how scholarship recipients are 
selected should be in writing. The 
opportunity to apply and receive a 
scholarship must be objective and 
open to all that meet the criteria 
established. The procedures should 
establish how the scholarship 
committee is selected (whether 
elected or appointed, how many 
people are on the committee, 
etc.). No one should serve on 
the committee whose objectivity 
would be rendered questionable 
because of a relationship to an 
applicant. All of these requirements 
should be listed in the committee’s 
procedures.

In	summary:
•    PTA money must always be in 
 a PTA account.
•    Only PTA money may be in a 
 PTA account.
•   A PTA may not donate to or 
 raise money for other 
 organizations or for any 
 individual. A PTA may work 
 in partnerships with other 
 501(c)(3) groups and may pay 
 its share of joint activities.

scholarships for students

The source of funds for 
scholarships may be, for example, 
an endowment fund for which 
the PTA solicits tax-deductible 
contributions. Scholarships may 
be funded strictly from the current 
year earnings if this is the desire 
of the unit. A fund may take years 
to build to a sufficient level for 
current year earnings to fund 
scholarships. This is allowable as 
long as the PTA has a written plan 
of its intentions and follows this 
plan.
 
While it is not necessarily required, 
it is advisable to keep funds 
designated for scholarship purposes 
in a separate account from general 
PTA funds.

Donors need to be aware of the 
status of the plan before contributing. 

Guard against soliciting 
contributions “for scholarships” 
if scholarships will not be offered 
until the plan reaches a certain 
level, which could be three 
years away. Once that level is 
reached, scholarships must be 
awarded in compliance with the 
plan. PTAs cannot continue to 
solicit contributions and not grant 
scholarships with the current year 
earnings.

A 1099 is not required for 
scholarships. Recipients should 
be made aware that, if any of the 
funds received are not used for 
school fees such as tuition, books 
or lab fees, that portion is taxable 
income. Any funds used for travel 
expense, babysitting or housing is 
taxable income. Beyond making 
the recipient aware of this issue, the 
PTA has no obligation.
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postal regulations
A PTA may apply for a bulk 
mailing postal permit, which can 
save money if all of the mailing 
criteria are met, i.e., 200 pieces 
or 50 pounds of like mail at one 
time. The latest postal regulations 
have specified various preparation 
options at varying postage rates. 
The best way to find out about your 
mail options is to contact your local 
post office. If your local post office 
does not have a nonprofit expert, 
request that you be referred to the 
closest available location with this 
service.

sales tax
PTA is not exempt from sales 
tax in all states. Check with the 
region or state PTA office, which 
will have information from the 
state Department of Taxation (or 
its equivalent), for directions and 
specific information.

disaster assistance
At times, PTAs become involved 
in disaster assistance, providing 
aid to victims of such disasters as 
hurricanes and tornadoes. PTAs 
must be careful about how they 
handle goods and money in these 
situations.

If a PTA is collecting funds, it 
is best to ask the donor to make 
the check payable to the agency 
receiving the funds. The PTA can 
collect the checks and forward 

additional important information

them to the agency. It is better 
if the PTA does not deposit the 
money into its regular bank 
account.

If the PTA does deposit checks 
into its regular bank account, it 
will have to declare these funds 
as income. The PTA should keep 
accurate records of the deposit and 
disbursement of those funds.

A PTA can vote, per its bylaws, 
to donate its own funds to a relief 
agency, provided that that agency 
is a 501(c)(3) not-for-profit  
organization. Any substantial 
contribution from PTA funds 
should be to an agency that focuses 
on a school- or student-related 
relief effort.

PTAs involved in disaster 
assistance must also consider how 
they will keep information about 
the beneficiaries confidential. A 
PTA may wish to partner with 
the school district or another 
community agency to guard the 
privacy of the displaced citizens 
and to ensure that donations get 
where they are most needed.
 
charitable class
A charitable association, such as 
PTA, must be set up to benefit an 
indefinite class of individuals, not 
particular persons. However, the 
number of beneficiaries may be 
small as long as the benefited class 
is open and the identities of the 
beneficiaries are not specifically 
listed.

The group of individuals that may 
properly receive assistance from 
a charitable association is called 
a “charitable class.” A charitable 

class must be large or indefinite 
enough that providing aid to 
members of the class benefits the 
community as a whole. Because 
of this requirement, a tax-exempt 
disaster relief or emergency 
hardship organization cannot 
target and limit its assistance to 
specific individuals, such as a few 
persons injured in a particular fire. 
Similarly, donors cannot earmark 
contributions to a charitable 
association for a particular 
individual or family. When a 
disaster or emergency hardship 
occurs, a charitable association 
may help individuals who are 
needy or otherwise distressed 
because they are part of a general 
class or charitable beneficiaries. 
There	are	many	PTAs	that	have	a	
family	or	child	in	need	that	they	
would	like	to	donate	funds	to.	In	
this	case,	take	your	fundraising	
expertise	outside	of	the	PTA	to	
ensure	that	your	PTA	does	not	
work	outside	its	mission	to	serve	
every	child.

While disasters often bring out the 
best in people, they also bring out 
the worst in a few. Some agencies 
that claim to be working on behalf 
of disaster victims are really scam 
artists trying to raise money for 
themselves. Be	sure	to	donate	
your	funds	to	reputable,	well-	
established	agencies	such	as	the	
American	Red	Cross	to	avoid	
falling	victim	to	a	swindle.
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Federal tax-exempt status 
501(c)(3) organizations
Most PTAs are classified as tax-
exempt 501(c)(3) public charities 
under the Internal Revenue Code 
(IRC).

One major advantage for 
organizations that are exempt under 
Section 501(c)(3) of the IRC is that 
contributions to such organizations 
may be deductible on donors’ 
federal income taxes. In addition, 
PTA members who receive only 
minimal reimbursement for their 
PTA-related expenses may be able 
to treat the balance as a charitable 
gift. Examples of possible expense 
deductions include transportation, 
telephone calls, meals and lodging. 
Consult current IRS rulings for 
allowable deductions.

It	is	very	important	that	PTAs	do	
not	jeopardize	their	tax-exempt	
status.	They	must	not	violate	
certain	restrictions	that	apply	to	
their	501(c)(3)	classification:

• As a 501(c)(3), a PTA must 
be organized and operated 
exclusively for charitable, 
educational or scientific 
purposes (the mission as 
defined in bylaws).

• A PTA’s resources and funds 
cannot be used for the private 
benefit of an officer or director 
(private inurement).

• Upon a PTA’s dissolution, its 
assets must be distributed for 
one or more of those defined 
exempt purposes. New York 
State PTA procedures specify 
that all funds from dissolved 
units be sent to New York State 
PTA.

• A PTA cannot engage in any 
political activity. Associations 
that are classified as 501(c)
(3) are forbidden to support 
candidates for public office.

federal requirements

• A PTA can only engage in 
an insubstantial amount of 
lobbying activity (see	page	44	
for	more	details).

In evaluating whether or not an 
organization meets the 
qualifications for exemption under
Section 501(c)(3), the IRS evaluates 
according to the following:
• Organizational test – The IRS 

examines bylaws, articles 
of incorporation, etc., to 
determine the purpose of the 
organization/association and for 
other provisions that address 
compliance with the restrictions 
listed above.

• Operational test – The IRS 
evaluates the organization’s 
operations, its activities, the 
sources of its income and 
receipts, and the disposition 
of funds with regard to the 
restrictions listed above.

employer identification 
number and IRS form SS-4
Every PTA must acquire an IRS 
Employer Identification Number 
(EIN, or FEIN [Federal
Employer Identification Number]).

That	number	is	a	part	of	the	
permanent	record	of	the	local	
PTA	and	should	also	be	on	file	in	
the	state	PTA	office.	This number 
should be used for bank accounts 
and will be required for filing IRS 
Form 990.

Each PTA in New York State 
has its own Federal Employer 
Identification Number (FEIN). 
New York State PTA assists units 
with the application for the FEIN 
(IRS Form SS-4) when the unit is 
chartered. The FEIN is listed on 
page 1 of your bylaws. Contact 
your region PTA if the FEIN is not 
there or if there is any confusion 
over what FEIN is correct. FEINs 
must not be shared by multiple 
PTAs. PTAs may not use the school 
district FEIN. 

The name of the local or council 
PTA should be used in filling out 
the application. The school address 
may be used if only one school 
is involved. The only place an 
individual’s name should appear 
is on the signature line where the 
officer making the application must 
sign. The “reason for applying,” as 
requested on the form, should be 
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completed “for banking purposes 
only.”

determination letter of 
federal tax-exempt status 
and IRS form 1023
PTAs qualify for exemption from 
federal income tax. New York State 
PTA has secured from the IRS a 
group or blanket federal income tax 
exemption under Section 501(c)(3) 
of the Internal Revenue Code; this 
group or blanket exemption applies 
to the state PTA’s local units. 

The	group	exemption	number	for	
New	York	State	units	is	1258.

This	determination	letter	of	
tax-exempt	status	from	the	IRS	
should	be	part	of	the	permanent	
records	of	the	PTA.	

The Determination Letter 
should be a part of each PTA’s 
permanent records. It consists of 
two documents. The first is the 
Determination Letter issued to New 
York State PTA. The second is a 
letter fron the New York State PTA 
Treasurer stating that your unit 
was chartered by New York State 
PTA and therefore is also a 501(c)
(3) tax-exempt organization. The 
letter does not need to be updated 
every year. If you do not have 
a Determination Letter on file, 
contact your region PTA.

private inurement
Private inurement is when an 
individual of power or influence 
within the not-for-profit enters into 
an arrangement with the not-for-
profit and receives benefits greater 
than he or she has given. Under no 
circumstances should a PTA enter 
into such transactions. The PTA 
will risk intermediate sanctions 
(significant excise taxes) and loss 
of tax-exempt status.

federal requirements, con’t.

information return of 
organization exempt from 
income tax – IRS forms 990 
and 990-EZ
Local, council or region PTAs 
are required to file an annual 
information return of their income 
and expenses on Form 990 
(Information Return of 
Organization Exempt from Income 
Tax) and other related information 
forms provided by the IRS, such as 
Schedule A and Form 990-T. The 
IRS normally sends such forms to 
tax-exempt associations, but the 
responsibility of filing lies with the 
PTA treasurer, whether or not such 
forms are received.

990-n/e-postcard
PTAs whose annual gross receipts 
are $50,000 or less for tax years 
ending on or after December 
31, 2010, are required to submit 
Form 990-N, also known as the 
e-Postcard, electronically unless 
they choose to file a complete Form 
990 or Form 990-EZ with schedule A.
If you do not file your e-Postcard 
on time, the IRS will send you a 
reminder notice, but you will not 

be assessed a penalty for filing 
the e-Postcard late. However, 
an organization that fails to 
file required e-Postcards (or 
information returns – Forms 990 
or 990-EZ) for three consecutive 
years will automatically lose its 
tax-exempt status. The revocation 
of the organization’s tax-exempt 
status will not take place until the 
filing due date of the third year. If 
this happens to your PTA, you can 
find resources at PTA.org/taxhelp 
to guide you through the next steps.

losing federal tax-exempt 
status
If a PTA receives notification that 
its tax-exempt 501(c)(3) status has 
been revoked, there is a process 
to have it reinstated. Contact 
your region PTA immediately for 
assistance. If your status is revoked, 
then your unit may/may not:

may:
• Continue to be a PTA
• Sell memberships
• Run programs/events
• Pay bills
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• Maintain PTA insurance
• Attend State/Region PTA  
 events and trainings
• Advocate

may not:
• Use the New York State Sales 

Tax Exempt form (ST-119.1) 
for purchases

• Solicit/accept tax-deductible 
donations

• Apply for grants for not-for-
profits

• File the 990 until status is 
reinstated

The	e-Postcard	is	due	every	year	
by	the	15th	day	of	the	fifth	month	
after	the	close	of	your	tax	year.	
For example, if your tax year ended 
on June 30, the e-Postcard is due 
November 15. If the due date falls 
on a Saturday, Sunday or legal 
holiday, the due date is the next 
business day. You cannot file the 
e-Postcard until after your tax year 
ends on or after July 1.

Completing the e-Postcard requires 
the eight items listed below:
• Employer identification number 

(EIN)
• Tax year
• Legal name and mailing 

federal requirements, con’t.

address (school address)
• Any other names the 

organization uses 
• Name and address of a 

principal officer 
• Website address, if the 

organization has one
• Confirmation that the 

organization’s annual gross 
receipts are normally $50,000 
or less for tax years ending on 
or after December 31, 2010

• If applicable, a statement that 
the organization has terminated 
or is terminating (going out of 
business)

• To file the e-Postcard, go to 
epostcard.form990.org.	Keep 
a copy of the information 
filed for the PTA’s permanent 
records.

990-EZ
If the PTA’s annual gross receipts 
are normally more than $50,000 
but less than $200,000, and total 
assets are less than $500,000, the 
PTA has an obligation to complete 
and file Form 990-EZ, whether 
or not it received the form in the 
mail. See	Page	48	for	further	
instructions.
• Forms 990 and 990-EZ are 

due by the 15th day of the fifth 

month after the close of the 
PTA’s fiscal year. For example, 
if the PTA’s fiscal year-end is 
June 30, the form is due by 
November 15.

• If the return is filed late, a 
penalty of $20 a day may be 
charged. The penalty is not to 
exceed the lesser of $10,000 or 
5 percent of the association’s 
gross receipts for the year. 
Also, a penalty may be charged 
if the return is filed incorrectly 
or incompletely.

•	 If	the	PTA	is	required	to	
submit	a	completed	Form	990	
or	990-EZ,	it	must	submit	a	
Schedule	A	as	well.	

• If the PTA has more than 
$1,000 in gross unrelated 
business income, it must file a 
Form 990-T as well.

• If the PTA has made significant 
changes to its bylaws (i.e. 
change in fiscal year, change in 
governance/structure), a copy 
of the updated bylaws should 
be submitted to the IRS with 
the completed Form 990 or 
990-EZ.

• If the PTA wishes to request an 
extension of time to file Form 
990 or 990-EZ, it should be 
completed and a Form 8868 
filed with the IRS before the 
990 filing deadline. 

public inspection 
requirements
Any PTA that files a Form 990, 
990-N, or 990-EZ must make 
the return available for public 
inspection during the three-year 
period beginning with the date it 
is due, including extensions. All 
parts of the return and all required 
schedules and attachments other 
than the schedule of contributors 
to the association must be made 
available. Inspection must be 

http://epostcard.form990.org/
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permitted during regular business 
hours at the association’s principal 
office. If the association does 
not maintain a permanent office, 
it must provide a reasonable 
location for a requester to inspect 
the association’s annual returns. 
The association may mail the 
information to a requester; in such 
cases, the association may charge 
for postage and copying only if the 
requester gives up the right to a 
free inspection.

For a request made in person, the 
PTA must respond immediately. 
For a request made in writing, the 
PTA must provide the requested 
copies within 30 days and may 
charge a reasonable fee for 
reproduction and mailing costs. 
PTAs may file their 990s with 
services like GuideStar or post their 
990s on their website in a PDF 
format for easy public access.

Any PTA that does not comply 
with the public inspection 
requirement will be assessed a 
penalty of $20 for each day that 
inspection was not permitted, up 
to a maximum of $10,000 for each 
return. No penalty will be imposed 
if the failure is due to reasonable 
cause (determined by the IRS). Any 
PTA that willfully fails to comply 
will be subject to an additional 
penalty of $1,000.

All	inquiries	should	be	reported	
to	the	state	PTA.
 
unrelated business income 
and IRS form 990-T
Most PTAs are exempt from federal 
income tax under Section 501(c)(3) 
of the IRC and are further defined 
as public charities (not private 
foundations).

Having tax-exempt status means 
that a PTA does not pay federal 

federal requirements, con’t.
income tax on income from 
activities that are substantially 
related to the purpose for which the 
PTA was given tax-exempt status.

However, the PTA may be required 
to pay tax on other types of 
income, referred to as unrelated 
business income (UBI).

The	law	requires	not-for-profits	
to:
• Report unrelated business 
 activities when gross receipts 
 are at least $1,000 by filing IRS 
 Form 990-T.
• Pay taxes on net (after   
 expenses) receipts.

Not-for-profits risk losing their 
tax-exempt status only if such 
activities become the primary focus 
and make the tax-exempt mission 
secondary.

what is unrelated 
business income?
For an activity to be classified as 
yielding unrelated business income 
(UBI), three factors must be 
present: The	activity	must	be	(1)	
a	trade	or	business,	(2)	regularly	
carried	on,	and	(3)	unrelated	to	
the	organization’s	tax-exempt	
purpose.

a trade or business
• For the activity to be considered 

a business, the not-for-profit 

must take an active role in the 
generation of the income.

• The activity must provide 
income, but does not have to 
produce a profit.

regularly carried on
• IRS regulations state that 
 activities that are carried 
 on only “discontinuously or 
 periodically” will not be 
 considered to be regularly 
 carried on.
• If an activity is of short 
 duration, but follow-up or 
 preparation is carried on over a 
 long period, the income from 
 that activity could be UBI.
• An activity occurring only 
 once per year may yield UBI if 
 a commercial company 
 performing the same activity 
 would also be active only once 
 a year.

unrelated to the 
association’s tax-exempt 
purpose
• If an activity is not 
 substantially related to the 
 PTA’s mission, then it could be 
 considered unrelated to 
 fulfilling the tax-exempt 
 purpose of the PTA.
• The substantial relation of the 
 activity to the PTA’s tax-
 exempt purpose cannot come 
 solely from the PTA’s need for 
 money.

The destination or use of the 
income has no bearing on whether 
it is unrelated business income. The
determination is made by how the 
income is earned.

exceptions or exemptions
The income from most PTA 
fundraising activities is exempt 
from federal income taxes because:

IMPORTANT: 
The tax year for 

filing the 990/990-EZ 
is the same as the first 

year in your fiscal year.  
For example, for fiscal 

year 07/01/12–06/30/13, 
you would file the 2012 

990/990-EZ form.
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• The activities are conducted  
 only once per year, or
•  At least 85 percent of the work  
 of the activities is conducted by  
 volunteers, or
• The activities consist of selling  
 donated merchandise (e.g., a  
 silent or live auction of donated  
 merchandise).

Judgment of whether an activity is 
related or unrelated is made on a 
case-by-case basis.

The federal, state, and local 
governments may have different 
standards for pursuing the charge 
of UBI, although most state and 
local governments follow the 
federal rules.

statement for recipients of 
miscellaneous income—IRS 
form 1099-MISC
PTAs may be required to file 
Form 1099-MISC with the IRS if 
they pay $400 or more during the 
calendar year to any unincorporated 
business or person for services 
rendered or in payment for a grant, 
award, or scholarship.

federal requirements, con’t.
Form 1099-MISC need not be 
issued to corporations or to those 
paid less than $600. Form 1099-
MISC must be sent to the recipients 
on or before January 31 of each 
year and filed with the IRS, 
along with Form 1096 (Annual 
Summary and Transmittal of U.S. 
Information Returns), on or before 
February 28 of each year.

For details regarding when and how 
to file, download the Instructions 
for Form 1099-MISC, as well as 
the General Instructions for Forms 
1099, 1098, 5498, and W-2G,
at IRS.gov.

application to adopt, 
change, or retain a tax 
year – IRS form 1128
PTAs in New York State should 
have a fiscal year starting July 
1st and ending June 30th. If your 
PTA has a different fiscal year, 
please contact your region PTA 
for assistance in getting it changed 
with the IRS. Do not just change 
fiscal year and continue operation 
yourself.
 
excess benefit transactions
When a PTA provides perks, 
payment, or extra benefits (such 
as limousine service, presidential 
suites or first-class air travel) to 
officers or special members of its 
association, 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 to an officer or 
person associated with the PTA 
a benefit that exceeds what 
would be considered reasonable 

compensation as consideration for 
service.

Previously, PTAs could lose their 
tax-exempt status for engaging 
in excess benefit transactions. 
The Taxpayer Bill of Rights 2 
(signed into law July 30, 1996) 
imposes intermediate sanctions 
– an alternative to revoking an 
association’s exempt status.

In order for a transaction not 
to be classified as an excess 
benefit, any item that may 
appear to be an excess benefit 
should be substantiated with 
documentation showing how the 
transaction benefited the PTA (e.g., 
presidential suite was used for 
officers meetings or meetings with 
sponsors or exhibitors for future 
business).

disposition of local PTA 
assets
Local PTAs contemplating 
dissolution should be aware of the 
state PTA policies and their legal 
implications. Each PTA’s bylaws 
provide that “in the event of the 
dissolution of the organization, its 
assets shall be distributed for one 
or more of the exempt purposes 
specified in Section 501(c)(3) of 
the IRC of 1954 as from time to 
time amended,” and further, that 
the 501(c)(3) association receiving 
the funds be designated by the state 
PTA.

This basic policy only states what 
would be reasonably expected—
that the assets of the PTA, after 
the debts and obligations of the 
association have been paid or 
adequately provided for, be used 
for one or more of the educational 
purposes for which they were 
collected, and not be given to 

http://www.irs.gov/
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individuals. Any disbanding local 
PTA must comply with those rules 
and, as stated in the bylaws, is 
obligated, upon withdrawal of its 
charter, to yield up and surrender 
all of its books and records and all 
of its assets and property to New 
York State PTA. The region and 
state PTA should be contacted well 
before any action is contemplated. 
The policy on disposition of assets 
(i.e., all cash, accounts receivable, 
other property, and any rights that 
may have monetary value) is also 
applicable in cases where PTAs 
merge.

IRS forms and publications
All IRS forms and publications 
may be obtained for free from the 
IRS. Call (800) TAX-FORM (829-
3676) or visit IRS.gov.

New York State 
requirements
PTAs in New York are not required 
to file New York State income tax 
forms.

PTAs in New York are not required 
to file the New York State CHAR 
500 form.

New York State sales tax
PTAs are not required to pay New 
York State Sales tax on items 
purchased for use in 
presenting programs or 
carrying out the work 
of PTA. When PTA 
members purchase items 
for the PTA, they should 
present an exemption 
certificate to the retailer 
in order not to be charged 
sales tax. The PTA is 
required to complete 
the form with the tax 
exemption number issued 
to them by the New York 
State Department of 
Taxation. This number is 
received by filing form 
ST-119.

However, if the PTA 
acts as an agent for the 

federal requirements, con’t.

company, as in the example of 
book fairs, and never owns the 
merchandise, sales tax must be 
remitted. The PTA may choose one 
of the following options: 
• To collect the tax on each sale, 
• To adjust the cost of the item to 

include the tax, or 
• To calculate the tax on the gross 

sales and take the tax expense 
out of their profit. 

The PTA should write a separate 
check to the vendor for the sales 
tax. The agreement between the 
PTA and the vendor should clearly 
show that it is the vendor who will 
be responsible for paying the sales 
tax to New York State.

If the PTA owns the items, but they 
are sold on a regular basis, sales 
tax must be collected and remitted 
to New York State. For example, a 
PTA school store that is operated 
on a regular basis (e.g. every 
Tuesday, the first Wednesday of 
the month, etc.), the PTA would be 
required to collect and remit sales 
tax to New York State.

http://www.irs.gov/
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The primary emphasis in PTA 
should be the promotion	of	the	
PTA	mission	and	the	purposes	of	
PTA.	The real working capital of 
a PTA lies in its members, not in 
its treasury.	Fundraising	is	not	a	
primary	function	of	PTA.

When PTAs invest their human 
resources in programs that improve 
homes, schools and communities, 
they earn benefits for children and 
youth with very small outlays of 
money. PTA-sponsored programs 
can provide enrichment activities 
for families. PTAs can work with 
other community organizations on 
community-wide issues that match 
up with PTA priorities.

The purpose is not to subsidize 
public funds by hiring teachers, 
etc. Any funds generated by a 
PTA, including the local portion 
of dues, should be predetermined 
and budgeted for purposes that 
advance PTA work, such as 
participating on committees, and 
undertaking projects and programs. 
Participation in region, state and 
National PTA conventions and 
training events is an appropriate 
and important use of PTA funds.

fundraising and the purpose of PTA
program and project 
funding sources
Annual membership dues are a 
primary source of funds for PTAs; 
some PTAs are able to do excellent 
work with no financial resources 
other than their dues. However, 
special projects and programs may 
require additional funds. If dues 
are not sufficient to finance a PTA’s 
work, supplementary funds may 
be raised within the context of the 
mission and purposes of the PTA.

The framework for how a PTA 
should conduct its fundraising is 
determined by the policies of the
National PTA and the government 
regulations for 501(c)(3) tax-
exempt organizations.

Any funds generated by a PTA, 
including the local portion of dues 
(not state or national portions of 
dues), should be budgeted for 
purposes that advance PTA work.

PTAs should begin each year with 
specific goals in mind, and should 
identify strategies for reaching 
those goals before determining 
the dollar amount needed in a 
fundraising event. Only those funds 

necessary to meet the needs of 
the year’s activities and projects, 
as outlined in the PTA’s budget, 
should be raised.

One well-planned fundraising 
project will usually raise whatever 
funds are needed to finance the 
year’s activities. If the fundraising 
event is to reflect the high 
principles of the association, it 
will have educational, social, or 
recreational value in itself.

Before undertaking any financial 
enterprise, a PTA should check 
with school, local and state 
authorities to determine whether 
the planned activity is prohibited 
by state or local law or by school 
policy, or whether the PTA requires 
any special permit.
 
did you know?

sponsorship vs. 
endorsements
Corporate sponsorship is a funding 
mechanism in which a commercial 
concern provides cash, products, 
or know-how to a charitable or 
educational association in return 
for an acknowledgment of thanks. 

Children should never be exploited or used as 
fundraisers. 
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The acknowledgment of thanks 
generally takes the form of public 
recognition for the sponsor’s 
support.

Corporate sponsorship activities 
stand in contrast to endorsement 
activities, in which charitable or 
educational associations endorse 
the products or services of 
commercial concerns.

Sponsorships are an appropriate 
means of funding projects and 
programs that promote the 
objectives of the organization. 
Endorsement activities are not 
appropriate for PTA participation 
based on PTA’s noncommercial 
policy.

In return for sponsorship, a PTA 
may thank the sponsor for its 
contribution; the thank you may be 
in writing or on posters, banners 
or other appropriate media. The 
written acknowledgment must 
be limited to an expression of 
thanks and can list identifying 
information for the sponsor. The 
acknowledgment can never make 
a qualitative judgment regarding 
the sponsor or its product, and 
it	cannot	request	that	people	
patronize	the	sponsor	or	buy	
its	products;	otherwise, the 
sponsorship payment will be 
subject to federal income tax.

A 501(c)(3) charitable or 
educational association is not 
prohibited from engaging in 
corporate sponsorship activities. 
A special provision in the IRC 
makes 501(c)(3) organizations 
exempt from paying federal income 
taxes on income from corporate 
sponsorships, as long as the 
benefits that are given back to the 
corporate sponsor fall within IRS 

fundraising, con’t.
guidelines. Because qualifying 
corporate sponsorship income is 
considered a charitable donation, 
there is no limit to the amount that 
can be received by a 501(c)(3) 
organization.

seeking corporate 
sponsorship
Listed below are elements of New 
York State PTA and national policy 
that local PTAs may find helpful 
when seeking corporate sponsors:

• Sponsorships shall help further 
the programs, aims and goals of 
the association.

• Sponsorships can be linked 
to specific events, programs, 
activities or publications, or can 
be added to general funds.

• Sponsorship money or in-kind 
donations shall not be solicited 
nor accepted from companies 
that manufacture products 
or take public positions 
inconsistent with National and 
New York State PTA’s positions 
and resolutions (e.g., alcohol, 
tobacco or firearms companies).

• A successor clause will appear 
in all sponsorship contracts.

• Sponsorship agreements shall 
never involve techniques or 
marketing approaches that 
exploit children.

• This does not preclude the 
sponsor from using child actors 
in advertising and promotions.

• The PTA name, logo or mark 
shall not	be used in sponsorship 
materials or communications 
without identifying the 
company as “official sponsor of                             
{unit name} PTA.”

• Sponsors’ products shall not be 
identified as “official product of  
{unit name} PTA.”

selecting appropriate 
fundraising activities
One well-planned fundraising 
project will usually raise the 
funds needed to finance the year’s 
activities. If the fundraising event 
is to reflect the high principles of 
the PTA, it will have educational, 
social, or recreational value.

The following questions should 
be used as guides in selecting and 
planning a fundraising project that 
will be both successful and worthy 
of the PTA:
• Does it adhere to the PTA 

mission and the purposes of 
PTA?

• Does it conform to the 
noncommercial, nonsectarian, 
and nonpartisan policies set 
forth in the PTA bylaws?

• Does it refrain from using or 
exploiting children? Will it 
create goodwill for the PTA?

• Is it a type of activity that can 
serve as a positive example 
for children and youth? Will 
it provide the revenue to help 
meet the PTA’s goals?

• Did the fundraising 
committee provide a budget of 
expenditures (e.g., materials 
and advertising for the event), 
as required by the PTA’s bylaws 
and standing rules?

• Do the state and local 
governments require the PTA to 
collect and remit sales tax? Are 
special permits, such as special 
licenses or health permits, 
needed?

• Is the liability of the PTA 
and its members protected 
through sufficient insurance or 
otherwise?

• Did the president sign the 
contracts for vendors and/
or manufacturers? Do the 
contracts for products cover 
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 who is responsible for spoiled 
 or damaged goods? For 
 unclaimed goods?
• Is the PTA using volunteers, or 

does it have to pay or contract 
with workers?

• Have procedures been 
established to safeguard the 
handling of products and 
money? What are the costs for 
using a facility? How long is 

 the event going to be held? 
•  Are there special requirements  

 or restrictions for using the 
 facility? Are fire laws and 
 safety precautions strictly 
 observed? Is the facility 
 accessible to people with 
 disabilities?
• Is it an infrequent or ongoing 

activity? Be aware that 
unrelated business 
activities could 
result in some 
federal or state 
taxation of the 
income earned or, 
in the extreme, the 
loss of your tax-exempt 
status.

• Are there local, state or 
federal laws that apply? Is 
care taken to see that no law is 
violated?

Depending on the PTA and 
the activity, there may be 
other questions that need to be 
addressed. When considering 
several fundraising ideas, review 
this list, as well as other questions 
and concerns, to determine which 
fundraising event to choose.

the 3-to-1 rule
When planning the year’s 
activities, PTAs should use the 
3-to-1 rule. For every fundraising 
activity, there should be at least 
three non-fundraising projects 
aimed at helping parents or 
children or advocating for school 
improvements.

fundraising, con’t.

standards for PTA 
fundraising
PTAs are often called upon to 
finance programs and purchase 
needed equipment that tight school 
budgets do not have the money 
for, and each PTA must decide 
what it will do. Before approving 
proposals for material aid to the 
school or community, a PTA 
should consider whether or not the 
proposed equipment or service is a 
public responsibility.

If a public service is urgently 
needed and public funds are not 
immediately available, a PTA 
may initiate and coordinate the 
service while encouraging public 
agencies to take over the financing 
and operation of the service. In 
emergencies, PTAs may provide for 
the pressing needs of children and 

youth while they work to alert 
the public to its obligations.

A	PTA	renders	a	greater	
service	by	working	to	secure	
adequate	funding	for	programs	
that	have	an	enduring	benefit	
than	by	purchasing	equipment	
for	schools.	PTAs	should	not	
contribute	to	the	problem	of	
inequities	within	a	school	district	
by	excessive	fundraising.

As money for services and 
equipment becomes available 
from other sources, a PTA should 
allocate more of its funds to such 
projects as leadership development, 
parent education and child health 

and safety programs. PTA funds 
should always be used to further 
PTA’s mission.

PTA fundraising should be carried 
out within the framework of 
National PTA’s policies. A PTA 
should never undertake any form of 
fundraising that may be detrimental 
to character building.

Once the goal of the fundraising 
project has been thoroughly 
considered, the following points 
can help guide a PTA in deciding 
on a fundraising event:

• The PTA should check with its 
state PTA to determine whether 
guidelines exist for working 
with individual companies or 
corporations. The anticipation 
of a successful fundraiser 
should not cloud the judgment 
of the PTA or be exploited by 
those outside the PTA who 
may have something to gain 
privately.

• Project organizers must take 
care not to improperly obligate 
their PTA when soliciting 
or accepting commercial 
contributions to help finance a 
project.

• Children should not be the 
primary means of soliciting 
with fundraising activities.

PTAs need to be aware of the risks 
involved in soliciting or accepting 
commercial contributions to 
finance, or assist in financing, 
projects. Such contributions may 
create obligations that violate the 
noncommercial policy of PTA – a 
policy designed to protect PTAs 
from exploitation. Every PTA 
leader should be familiar with and 
understand the noncommercial 
policy.
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continued on page 38

Considerations	in	developing	
standards	for	selecting	
fundraising	materials:
• Does the program require 

children to purchase a product 
in order to participate?

• Is it expected or implied that 
children will be required to sell 
to others?

• If there are classroom materials, 
are they credible and accurate?

• Has the company produced the 
materials in partnership with a 
recognized authority?

• Are the materials complete and 
not deceiving or misleading by 
omission?

• Is the language and organization 
of material age-appropriate? Is 
the information designed to sell 
products?

• Do the text and illustrations 
uphold the PTA’s 
nondiscrimination policies?

• Is this a win-win situation 
where the PTA is benefiting 
financially or otherwise from 
the relationship?

protecting PTA’s tax-
exempt status
A PTA’s tax-exempt status is one of 
its most important assets. If that 
status is revoked, charges of 
negligence or mismanagement 
may be brought against the officers 
and directors. Therefore, when 
considering a proposed activity, the 
PTA should ask, “Will this activity 
adversely affect our tax-exempt 
status?”

Strict compliance with all applicable 
federal, state and local laws is 
extremely important to prevent 
even the most well-intentioned 
effort from becoming a serious 
problem for a PTA.

fundraising, con’t.
Keep in mind that an activity will 
be considered commercial if it 
consists of selling goods or services 
that do not contribute significantly 
to education or advocacy for 
children, even if the revenue 
raised from the activity is used for 
education or advocacy. The IRS 
looks at the source of the funds, not 
the use of the funds, to determine 
commerciality.

PTA’s noncommercial 
policy
All PTA bylaws – national, 
state, region, council and local 
– include the requirement to be 
noncommercial:

• PTAs are prohibited under 
federal law from engaging in 
substantial business activities 
that are unrelated to their tax-
exempt purposes, which are 
legally defined as educational 
and charitable.

• PTAs should not endorse 
products, companies or 
foundations.

• PTAs may accept and 
acknowledge contributions of 
sponsors of PTA programs.

• PTAs may accept advertising 
as long as it stays within postal 
regulations (no more than 10 
percent of the total document, 
including any self-advertising, 
e.g., for conventions and other 
events)and does not jeopardize 
the purposes and not-for-profit 
status of PTA.

• PTAs should familiarize 
themselves with local, state 
and federal regulations and 
requirements regarding 
licensing and liability before 
sponsoring or conducting 
public events.

legal implications of 
fundraising
In addition to the tax and regulatory 
concerns that follow, there are three 
main types of legal implications to 
fundraising activities.

First, product liability concerns 
are always present when PTA is 
involved in selling a product. The 
concerns vary with the type of 
product sold. For example, gift 
wrap is less likely to result in 
personal injury than is frozen pizza.

Personal injury claims other than 
product liability claims are the 
second main legal concern. A 
volunteer who is injured while 
engaging in a fundraising activity, 
for example, may attempt to hold 
the PTA responsible.

The third main legal concern results 
from contract issues. Commercial 
vendors involved in the fundraising 
activities may require the PTA to 
sign written contracts. Like any 
legal document, these agreements 
will be binding on the PTA and 
result in legal liability if they are 
not fulfilled. For example, if a 
PTA signs a contract to resell a 
product as a fundraiser and the 
contract requires a minimum 
purchase, the PTA may be required 
to purchase the minimum amount 
of goods from its own funds if 
enough orders are not obtained. 
Any contract entered into by a PTA 
should be examined thoroughly by 
a person knowledgeable in contract 
law (preferably a lawyer) who can 
advise the PTA with respect to its 
obligations. The PTA president is 
the only individual that can sign a 
contract (see	page	19).
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school district policies
Many school districts have 
established procedures for 
organizations to follow with regard 
to fundraising on school property 
using staff and students. PTAs 
should be familiar with those 
procedures and work cooperatively 
with school personnel.

state laws on fundraising
Regulations vary widely from 
state to state. Before beginning 
a fundraising activity, it is 
important for a PTA to check 
with the appropriate office in 
the state government to learn 
about registration and disclosure 
requirements and other statutes that 
may apply.

local laws on fundraising
Many cities and counties also have 
registration and disclosure statutes. 
Particular kinds of fundraising 
activities are frequently subject to 
special local regulations.

games of chance
A fundraising activity involving 
a for-profit business or a game 
of chance or gambling should	
be	considered	carefully	before	
proceeding. The funds raised 
from these activities may be 
subject to taxation and, in extreme 
circumstances, may cause the PTA 
involved to lose its tax-exempt 
status.

In addition, raffles, bingo, casino 
nights, other games of chance, 
and auctions may be limited or 
prohibited by state and local law 
or school policy. If permitted, they 
may require special registration 
with state or local authorities.

e-commerce and affinity 
programs
E-commerce and affinity programs 
are popular sources of non-dues 
revenue. In both types of programs, 
a portion of the sale of a product or 
service is contributed to a particular 
charitable cause. The amount of the 
contribution is usually governed by 
the sales or the usage of a product 
or service.

E-commerce purchases are 
made through the internet. PTAs 
can enter into agreements with 
companies whereby the companies 
return a percentage of member and 
nonmember purchases to PTAs 
as a contribution. PTAs can also 
be designated as recipients of 
charitable contributions whenever 
a customer is asked to designate a 
charity.

Affinity programs, such as PTA 
credit cards, are not recommended 
by New York State PTA. 

When either type of agreement is 
formulated, a PTA should verify 
that the agreement is structured 
to protect the PTA’s tax-exempt 
status and does not compromise 

PTA policies. Either agreement can 
be structured to avoid unrelated 
business income. The money 
received by PTAs should be 
accounted for as contributions on 
their financial statements.

accounting for funds
• At the fundraising event, or 

when funds are received, the 
treasurer and the chair, together, 
should count the monies 
received. Both should sign the 
receipt verifying the amount.

• Itemized bills, sales slips, 
etc., are given to the treasurer 
for payment by check. The 
treasurer promptly issues 
receipts for all monies received 
and promptly makes a deposit 
in the local bank account.

• Funds must never be deposited 
in a personal bank account 
or in the account of another 
organization.

• As with the other financial 
transactions of the PTA, the 
treasurer is required to keep 
complete financial records 
of income and expenditures 
associated with the fundraiser. 
The treasurer should prepare 
a written report of the 
financial information (listing 
expenditures and income by 
category) and present the report 
to the PTA governing body.

contact us
Call your region, state PTA or 
National PTA headquarters for 
answers to fundraising questions. 
Do not rely on the advice of outside 
vendors.

fundraising, con’t.
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substantiation requirements for charitable  
contributions

deductibility of 
contributions made to PTAs
PTA members and contributors 
often assume that any payment 
they make to a PTA in conjunction 
with a fundraising event is tax-
deductible. However, rules 
and limitations exist for the 
deductibility of such payments.

quid pro quo contributions
IRS	regulations	state	that	
charities	must	provide	a	written	
disclosure	statement	to	a	donor	
for	a	quid	pro	quo	contribution	
of	more	than	$75.	This type of 
contribution is a payment made 
partly as a contribution and partly 
in exchange for goods and/or 
services. The disclosure statement 
must disclose the amount of the 
payment and give a description and 
good faith estimate of the value of 
the goods and/or services received 
in exchange for a portion of the 
payment.

Example: If a PTA holds a 
fundraising event that provides 
a meal or some tangible item in 
return for the purchase of a ticket, 
then the portion of the ticket that 
is tax-deductible is the ticket price 
less the fair market value of the 
meal or item received.

charitable contributions of 
cash
A donor claiming a monetary 
charitable contribution deduction 
of any amount cannot take the 
income tax deduction unless he 
or she has a canceled check, bank 
record or acknowledgment from 
the charitable organization. The 
acknowledgment correspondence 
must:
• Include the name of the  

charitable association (name of 
PTA).

• Include the amount of money 
received.

• Include date of the contribution.
• State whether any goods or 

services were received in return 

for the contribution.
• Describe the goods or services 

received, with the fair market 
value of same.

• Be received by the donor prior 
to the due date of the donor’s 
tax return.

Charitable expenses, that are not 
reimbursed, can be deducted on 
an individual return if you are 
itemizing using Schedule A of your 
tax return.  

Examples for deductible expenses 
include:
• Mileage for travel at $.14/mile 
 or actual costs of gas + oil 
 (receipts needed)
• Parking and tolls
• Food for travel that includes an 
 overnight stay

Examples of expenses that are not 
deductible include:
• Expenses for child care so that 

you may perform charitable 
work

• Traffic tickets or parking fines

See	IRS	publication	526	for	
more	information.

Out-of-pocket volunteer 
expenses can qualify for a 
charitable deduction but are 
subject to the same substantiation 
requirements if the expenses 
exceed the $250 threshold. The 
volunteer must maintain records 
to substantiate the amount of the 
expenses, and obtain a statement 
from the organization describing 
the service provided by the 
volunteer and indicating whether 
or not any goods or services 
were provided to the volunteer in 
return.

continued on page 40



40New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

charitable contributions, con’t.

sample receipt forms

contribution greater than $75
goods or services returned to donor

This acknowledges receipt of the following described property from you as a charitable contribution made 
on {date}, 20___ : {Describe the cash or property given.}

We have provided you with goods or services in exchange for this contribution. Our estimate of the fair 
market value of these goods or services is $_____ . This means the net amount of your contribution, which 
may be a charitable contribution for federal income tax purposes, is $ ______.

We are required by law to provide this information to you. The charitable deduction is limited to the excess, 
if any, of your contribution over the value of the goods or services provided to you.

Please retain this document for your records. It is an important document necessary for any available federal 
income tax deduction for this contribution.

(Name of your PTA)   

Authorized Signature   

Date  

contribution of cash
no goods or services returned to donor

This acknowledges receipt of the following described property from you as a charitable contribution 
made on {date}, 20___ : Amount $______.

We have not provided you with any goods or services in exchange for this contribution. Please retain 
this document for your records. It is an important document necessary for any available federal income 
tax deduction for this contribution.

(Name of your PTA)   

Authorized Signature   

Date  
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penalties
An acknowledgment to substantiate 
charitable contributions and a 
disclosure statement for quid pro 
quo contributions are two separate 
documents. If a PTA decides to 
make them one document, the 
PTA must follow all the rules 
and deadlines in order to avoid 
applicable penalties. Charities 
that fail to provide the required 
disclosure statements for quid pro 
quo contributions of more than 
$75 will incur a penalty of $10 per 
contribution, not to exceed $5,000 
per fundraising event or mailing.

up to $75
over $75 &
up to $250

over $250
& up to

$500

over $500
& up to 
$5,000 over $5,000

Canceled check 
acceptable 
for donor’s 
deduction

Yes Yes Yes Yes Yes

Contribution or 
receipt required
for deduction

Yes Yes Yes Yes Yes

Form 8283 
required No No No Yes Yes

Independent 
qualified 
appraisal and 
appraiser’s 
signature on 
Form
8283 required

No No No No Yes

Nondeductible 
portion must be
identified 
on ticket or 
solicitation

No Yes Yes Yes Yes

documentation 
requirements for charitable 
contributions
The IRS has released final 
regulations concerning the 
substantiation requirements for 
charitable contributions (see	the	
chart	below	for	details). The 
charitable contribution rules have 
been simplified in some areas; 
record-keeping requirements 
remain in effect.

noncash charitable 
contributions – IRS form 8283
It is the obligation of the donor to 
obtain IRS Form 8283 (Noncash 
Charitable Contributions) and 
have the person to whom the 
donation is made sign in Part IV to 
acknowledge the contribution. As 
a service to donors, the PTA may 
want to remind them to use this 
form.

special valuation issues
When you provide a donor with 
something that is not commercially 
available, you may estimate the 
value by referring to the value of 
similar goods or services.

documentation requirements for charitable contributions
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overview
It is hard to acknowledge that theft,
fraud and embezzlement are 
pervasive in today’s society. 
In many cases, the person who 
commits these acts is someone you 
know, like and trust. Convincing a 
not-for-profit to prosecute is often 
difficult. A not-for-profit’s duty to 
its members, the community and 
its donors are significant and this 
should have strong consideration 
when determining whether to 
prosecute or not. Managers of 
not-for-profit organizations must 
constantly be on the lookout for 
fraud.

Fraud	costs	U.S.	organizations	
over	$400	billion	annually.	
The average organization loses 
approximately six percent of 
its total annual revenue to these 
abuses. And these abuses are 
perpetrated at all levels of the 
organization.

preventing theft, fraud and 
embezzlement
Every organization should have a 
strong system of internal controls. 
Internal controls are not only for 
large organizations; there are steps 
small organizations can take to 
protect their assets as well. They 
may not have enough volunteers 
or employees to maintain strict 
segregation of duties but internal 
controls are still possible. Without 
good internal controls it could 
take months to become aware of a 
problem.

internal controls
Internal controls are a process 
designed to provide reasonable 
assurance regarding the reliability 
of financial reporting, the 
effectiveness and efficiency of your 
operations, and compliance with 
applicable laws and regulations.

theft, fraud and embezzlement guidelines
Implementing proper internal 
controls provide assurance that:
•  Fraud will be discovered on a 
 timely basis.
•  Perpetrators will be identified.
•  A strong deterrent to improper 
 activities is in place.
•  Loss will be covered by 
 insurance.

Good internal controls will take 
away the opportunity needed by 
desperate people to commit a 
crime. What will cause a normally 
good person to reach this point? 
Gambling debts, divorce, illness, 
drug problems, peer pressure 
and work layoffs are some of the 
reasons that are given when people 
are questioned about these abuses. 
It may be hard to take appropriate 
action when you have compassion 
for the person committing the 
fraud, but that should not be part of 
the consideration.

fraud prevention checklist
•	 Open	and	review	the	bank	

statements – Someone 
independent of the check 
processing should receive 
the unopened bank statement 
and review the activity 
before passing it on to the 
person responsible for the 
reconciliation. This may be a 
requirement of your bonding 
insurance.

•	 Reconcile	bank	accounts	
monthly – The importance of 
bank reconciliations should 
not be overlooked; they should 
be completed monthly and 
presented to the executive 
committee, finance committee, 
or similar committee. Question 
unexplained reconciling items.

•	 Verify	account	transfers –
Work with the bank to set up 
a system of verifications of 
account transfers.

•	 Provide	appropriate	system	
access – Make certain everyone 
has system access to perform 
their duties, but access should 
be limited to what they need to 
do their job.

•	 Verify	cash	logs – Verify cash 
receipts with the cash log and 
with the bank deposit slips.

•	 Re-count	cash – Have a second 
person involved in verifying the 
cash count.

•	 Make	daily	bank	deposits – It 
is the association’s money, and 
they should have access to it as 
soon as possible.

•	 Review	the	accounts	
payable	vendor	list – Review 
periodically for suspicious 
names and addresses. Protect 
checks. Store checks in a secure 
area, never pre-sign checks, 
limit the number of check 
signers and bank accounts, use 
pre-numbered checks, watch 
for missing checks or checks 
used out of sequence, and do 
not make checks payable to 
cash.

•	 Document	bills	and	requests	
for	payment – Mark invoices 
as paid and file them in a timely 
fashion.

•	 Do	not	pay	a	photocopied	or	
altered	invoice; the description 
of service on an invoice should 
be clear and understandable. Do 
not make unauthorized refunds.

•	 Prepare	regular	financial	
statements – Financial 
information should always be 
timely and complete.

•	 Ask	for	proof	of	payment – 
Ask for proof of timely tax 
payments or other payments 
such as sales tax and 
incorporation fee.

•	 Ask	for	proof	of	filing – If the 
association is required to file 
a Form 990 and/or other legal 



43New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

documents, ask for proof of 
timely filing.

•	 Prepare	a	budget – Use your 
budget as a control document 
for comparison to actual 
expenditures. 

•	 Do	not	be	afraid	to	ask	
questions.	Do not assume 
you are the only one that does 
not know the background of 
a transaction. If you do not 
understand the answer, ask for 
further clarification. If you are 
a board member, you have a 
fiscal responsibility for keeping 
the association healthy and 
ongoing.

PTA-specific warning signs
• Treasurer’s report delayed or  
 non-existent
• Budget monitoring reports  
 delayed (may be part of the  
 treasurer’s report)
• Delayed deposit of cash   
 receipts
• Missing supporting documents
• Multiple corrections to the cash 
 book
• Checks bouncing when there 
 should be sufficient cash
• Lifestyle or behavior changes 
 of staff or volunteers
 
reasons why some PTAs 
find it difficult to report 
fraud
• Many associations fear the 

effects of negative publicity if 
they file an official report of 
insider theft.

• A not-for-profit may be 
threatened with civil action by 
the offender for defamation if 
public statements are made.

• In many cases, the offender has 
children in the school and the 
organization may not want to 
cause them embarrassment.

• Concern for personal safety if 
the abuser becomes aggressive.

theft, fraud and embezzlement guidelines, con’t.

the cost of not prosecuting 
fraud
Not pursuing action sets a 
precedent that may cause additional 
fraud later on or create an 
environment that encourages fraud 
rather than deters it.

This may cause loss of credibility 
and respect for the association 
among the members, community, 
partners and donors.

Lack of prosecution may void the 
insurance policy.

Fraud can have a significant impact 
on your association. It can lead to:
• Financial loss
• Costly investigation (in actual 
 dollars and time lost)
• Lost opportunities
• Damaged reputation
• Damaged relationships with 
 vendors, partners, members 
 and the community
• Loss of donors
• Litigation

Investigate all suspected fraud 
and decide if sufficient probable 
cause exists to prosecute. You may 
want to get an attorney involved 
from the beginning to make 
certain that evidence of possible 
fraud is properly preserved. They 
can advise the association on the 
likelihood of success in civil court, 
and protect the organization from 
issues related to improper actions 
or civil rights violations against the 
suspect.

Do not be afraid to talk about 
fraud; make it well known that 
theft will not be tolerated and that 
prosecution may result. Promote 
safeguards to reduce incidents 
of fraud and encourage people 
to come forward if they suspect 
irregularities.

suspected fraud action 
step by step
• Have a written policy with 

procedures describing how 
future incidences will be 
handled.

• New York State PTA insurance 
requires a police report/
prosecution in order to recover 
a loss. It may not cover losses 
if you do not have written 
controls in place or what 
happens if the controls are not 
followed. Many times this is 
grounds for denying a claim. 

first steps for suspected 
fraud or theft
• Contact your region for 

assistance.
• Do not make accusations.
• Determine what other access 

the suspect has, what other 
types of fraud schemes the 
suspect could have perpetrated, 
the likelihood of collusion, 
the possible duration of the 
schemes discovered.

• Document all allegations.
• Gather facts, documents and 

interviews.
• Identify all bank accounts 

involved and consider closing 
or freezing the accounts. Follow 
steps in the policy developed to 
cover such matters.

• Contact the authorities.
• Contact insurance company.
• If it is determined that fraud 

did occur, National PTA 
recommends that the PTA 
should file an official report 
with the police department.
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overview
The NYS and National PTA and 
their constituent associations 
may propose, support, or oppose 
legislation needed to achieve 
the purposes of the PTA and the 
legislative program – provided 
that those activities do not exceed 
the limitations established by 
the federal tax laws governing 
such organizations’ tax-exempt 
status. Keep accurate records of 
the amounts of time and money 
spent and the nature of volunteer 
activities. These records will help 
your PTA monitor its activities to 
stay within IRC limitations, as well
as complete any reports required by 
the IRS.

PTAs may not:
•	 Endorse	candidates	or	a	

political	party	for	public	
office.

•	 Invite	only	one	candidate	or	
political	party	in	an	election	
to	speak	to	the	PTA.

•	 Ask	candidates	to	sign	
pledges	on	any	issue	(tacit	
endorsement).

•	 Tell	PTA	members	to	only	
vote	for	a	candidate	who	
supports	“X”	position.

•	 Distribute	any	campaign	
materials	on	behalf	of	a	
candidate.

•	 Wear	campaign	buttons	
or	t-shirts	during	a	PTA	
meeting.

501(h) election vs. 
substantial part test
The expenditure test (referred 
to as the 501[h] election in this 
document) details what lobbying 
is and what it is not, and sets up 
precise measures of compliance 
based solely on the association’s 
tax-exempt purpose expenditures.
The substantial part test applies 

lobbying
to PTAs that have not made 
the 501(h) election. Under the 
substantial part test, in order for a 
PTA to be recognized as being tax-
exempt under IRC Section 501(c)
(3) and to receive tax-deductible 
contributions, it may not devote 
more than an insubstantial part of 
its activities (generally interpreted 
as not exceeding 5 percent of gross 
income) to influence legislation.

Effective July 1, 1994, National 
PTA’s Board of Directors voted 
to have its legislative activities 
governed by the expenditure test, 
rather than the substantial part test. 
The substantial part test is vague, 
subjective, and difficult to comply 
with because there is no clear 
delineation of how much lobbying 
is excessive or the amount of 
money that can be spent in regard 
to those activities.

The 501(h) election made by 
the National PTA does not 
apply to state, region, council 
or local PTAs,	who remain under 
their current IRS lobbying status 
unless they also choose the 501(h) 
election.

In addition, the IRS has issued 
a ruling specific to the National 
PTA that can be used by state and 
local PTAs if they choose to make 
the 501(h) election. Under this 
ruling, the IRS has deemed that 
the national, state and local entities 
of PTA are separate for purposes 
of reporting lobbying expenses as 
they pertain to compliance with the 
expenditure limitations.

If a PTA wishes to have its 
legislative activities governed 
by the 501(h) election, it should 
confer with an appropriate tax 
professional before making the 
decision.

appropriate legislative 
activities
National PTA and its constituent 
associations may support or oppose 
legislation and policies affecting 
children and youth to the extent 
allowed by their tax-exempt status. 
Historically, much of the legislation 
protecting the health, education and 
well-being of children and youth 
owes its existence to PTA support.

To stay within the permissible 
limits placed on it by its tax-
exempt status, a PTA should focus 
the larger part of its legislative 
activities on educating and 
preparing members to exercise 
their individual and association 
rights. Therefore, state, region, 
district, council and local PTAs 
can and should have legislative 
committees that share information 
with the membership. Every PTA 
should be part of the united effort 
working within the state and across 
the nation on behalf of children and 
youth.

educating
The following are legislative 
activities that do not count 
as lobbying because they are 
considered educational:
• Analyzing and reporting on 
 passed, pending or needed 
 legislation (a) with members or 
 (b) by invitation with 
 government agencies
• Reporting state and national 
 PTA positions to PTA members
• Adopting and reporting local 
 PTA position statements about 
 legislation or policies
• Researching an issue without 
 bias toward one side or the 
 other

☑
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PTA financial management checklist
Name of PTA/Unit Code ____________________________________________________________________

Name of Treasurer   ________________________________________________________________________

Street Address ________________________________ Name of President   ___________________________

City/State/ZIP ________________________________ Fiscal Period/Year   ___________________________

purpose
This checklist is designed to provide general guidance to PTA volunteer leaders in the management of their 
resources. Most of the fiscal planning and control items are appropriate for PTAs at the local, council, district, 
region or state level. Stewardship of other people’s money is an important part of volunteer activity and requires 
systematic and ongoing attention.

directions
At least annually, possibly at the time of the financial review, a complete review of financial management
practices should be completed. The following checklist provides an outline and written record for this annual 
financial management checkup. The completed checklist should be filed with the annual audit and kept with the 
permanent financial records.

I. budgeting
The PTA budget is a financial guide. It is a statement showing a plan for obtaining funds and for allocating those
funds to meet the needs and commitments of the PTA’s annual activities.
Is a budget committee preparing the preliminary budget? .................................................................. Yes No

Is the preliminary budget based on all necessary information (membership estimates, 
other sources of income, expense needs, current financial conditions, knowledge of the 
previous year’s income and expenses, etc.)?  ...................................................................................... Yes No

Does the budget show all sources of income, totaled and balanced, 
against all total expense categories?  .................................................................................................. Yes No

Has the budget been formally adopted by the appropriate body
(i.e., general membership, board, convention delegates)?  ................................................................. Yes No

Have appropriate and necessary methods been put in place to implement the budget?  .................... Yes No

Is there a method to record and report monies received?  .................................................................. Yes No

Is there a method to record and report monies spent?  ....................................................................... Yes No

Is there a method to record and report monies committed but not yet spent? .................................... Yes No

Is there a method to move funds from checking to savings accounts, and vice versa?  ..................... Yes No

Are policies in place to permit changes to budget line items as 
needed during the fiscal year?   ........................................................................................................... Yes No

Are regular monthly financial reports, such as revenue and expense status, 
budget comparisons, fund balances, etc., made to the appropriate body
(e.g., executive committee, board)?  ................................................................................................... Yes No

Are provisions made for a complete audit of PTA funds at the close of the fiscal year?  .................. Yes No

By an outside accountant or certified public accountant? .................................................................. Yes No

or by elected/selected PTA audit committee?  .................................................................................... Yes No

Are completed audit reports summarizing cash received and cash spent
verified and signed?  ........................................................................................................................... Yes No

continued on page 46
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☑
Are these reports communicated to the appropriate body (i.e., membership,
board, convention delegates)? ............................................................................................................. Yes No

Has a copy of the audit been filed with the state PTA office, if required?  ..........................................Yes No
(Each state PTA must send a copy of its state audit to the National PTA headquarters.)

II. financial controls
Financial reporting, accounting, and internal controls permit PTAs to provide to members the necessary
accountability for funds. This section calls attention to several topics regarding needed stewardship of PTA 
funds.

Are all PTA monies kept separate from school, personal, or other organizations’ funds?  ...............Yes No

Is an accounting system with an accurate record of the expense and receipt transactions
of the PTA maintained?  .....................................................................................................................Yes No

Are the state and national portions of membership dues and required information
sent to the appropriate PTA office on time?  ......................................................................................Yes No

Are purchase requisitions (vouchers, purchase orders, or warrants) required to 
initiate expenditures?   .......................................................................................................................Yes No

Are the purchase orders signed by the authorized people?  ...............................................................Yes No

Are purchase orders checked against the budget authorizations?  .....................................................Yes No

Are purchase orders matched against orders and invoices prior to payment of claims? ...................Yes No

Is there a time limit for requesting reimbursement for valid claims?  ...............................................Yes No

Are authorized claims paid in a timely manner?  ..............................................................................Yes No

Is there a policy that prohibits the signing of blank checks?  ............................................................Yes No

Are all checks signed by at least two authorized people?  .................................................................Yes No

Are checks numbered in sequence and any missing checks researched?  .........................................Yes No

Are all bank signatory cards up-to-date with at least three signatures that have been
approved by the board?  .....................................................................................................................Yes No

Are at least two people involved in the processes of keeping financial records,
depositing revenue, issuing checks, and handling cash?  ..................................................................Yes No

Are all funds deposited in a timely manner?  ....................................................................................Yes No

Are bank reconciliations performed each month by individuals other than those who
are authorized to sign checks?  ..........................................................................................................Yes No

Are checking accounts (or, where applicable, savings or investment accounts)
maintained to ensure full earnings on PTA funds?  ...........................................................................Yes No

Does your PTA have any salaried staff?  ...........................................................................................Yes No

If salaried staff are employed, are appropriate amounts for state and federal taxes,
Social Security, etc., withheld?  .........................................................................................................Yes No

Are the withheld monies and the employer contribution to Social Security forwarded
to the appropriate government agencies as required?  .......................................................................Yes No

Are quarterly reports filed as required and within the proper deadlines?  .........................................Yes No

PTA financial management checklist, con’t.
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☑
If	your	PTA	has	chosen	to	use	credit	cards	after	weighing	the	risks	-	

Do	internal	controls	exist	to	prevent	or	limit	fraud?
Is	there	a	limit	on	the	card?

Is	the	statement	reviewed	by	a	non-card	holder	monthly?
 
III. insurance
Has the PTA insurance bill been paid for the next school year?  ......................................................Yes No

Are copies of all Financial Discrepancy and Incident Reports  
maintained with the permanent PTA records?  .................................................................................Yes No

IV. IRS and tax forms
While PTAs are frequently exempt from federal and state taxes, there remain obligations to file appropriate
requests for exemption and to report financial transactions.

Is the association exempt from federal income tax under the IRC, Section 501(c)(3)?  ..................Yes No

Is the state PTA group exemption number on file? ...........................................................................Yes No 
New York State PTA Group exemption number is 1258

Is the IRS letter of ruling on the tax-exempt status (Letter of Determination) 
of the PTA kept in the permanent records?  ......................................................................................Yes No 

Has the IRS Form 990, 990-EZ (with Schedule A), or E-Postcard been filed with the IRS?
(See page 48 for more information) ..................................................................................................Yes No

Has an IRS Employer Identification Number been secured, and 
is it on file in the state PTA office?  ..................................................................................................Yes No
If not, has the PTA filed IRS Form SS-4 (Application for Employer Identification Number)? .......Yes No

Is the New York State Sales Tax exempt number on file (Form ST-119.1)  ......................................Yes No

This checklist should be completed annually, and any outstanding issues 
should be resolved or corrected.

File this checklist with the annual audit and 
keep it with the permanent financial records.

PTA financial management checklist, con’t.
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overview
These instructions are intended to help clarify and supplement the Instructions for Form 990-EZ as published by 
the IRS. They are not intended to replace those instructions. Both the form and the IRS instructions are available 
on the IRS website (IRS.gov), or call the IRS at (800) TAX-FORM (829-3676) to have them mailed to you.

If you have questions or need additional assistance, please call your state PTA office or National PTA
headquarters.

items A – L

A. Fiscal	year – The fiscal year should be stated in the PTA bylaws and is the 12-month period used to set the 
activities and budget year of the PTA; for example, July 1, 20XX, through June 30, 20XX.

B. Check if applicable – Check the appropriate box to indicate the type of return: initial return, final return,   
amended return, or change of address.

C. Name, address – If the Form 990-EZ has a preaddressed mailing label, please attach that label in this box.   
If there is no preaddressed mailing label, insert the name and address of the PTA.

D. Employer identification number – If there is a preaddressed mailing label, no entry is necessary in    
this space. If there is not a preaddressed mailing label, insert the PTA’s employer identification number.

E. Telephone number – If the PTA does not have an assigned phone number, use the PTA president’s phone   
number.

F. Four-digit group exemption number – If a local PTA has exemption under the state PTA group exemption, 
enter 1258 here.

G. Accounting method – Normally, local PTAs would check the box marked “Cash.”

H. For organizations receiving $5,000 or more, in money or in kind, from any one contributor during the year – 
there are some special rules that apply. See instructions for Schedule B before answering.

I. Website – Give the association’s Web address or write “N/A” if one is not available.

J. Type of organization – Check the first box. PTA is a 501(c)(3)

Beginning in 2008, all tax-exempt organizations, regardless of gross receipts, are required to file some 
form of information return.

K.  Gross receipts less than $50,000 – If the PTA’s annual gross receipts are normally less than $50,000, check 
this box. The PTA is not required to complete the rest of this form. Instead file Form 990-N. (To help determine 
if the PTA’s receipts are normally less than $50,000, refer to the General Instructions B.)

L. Enter gross receipts – Add lines 5b, 6b, and 7b to line 9. If gross receipts are $200,000 or more and/
or total assets are $500,000 or more, you must file Form 990 instead of Form 990-EZ.

instructions for IRS form 990-EZ

http://www.irs.gov/
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Part l: revenue, expenses and changes in net assets or fund balances

Line 1  PTAs may have some income to be entered on this line. Carefully read the IRS
  instructions to help make that determination.

Line 2                        Enter any income generated from program services. Program services are primarily fees   
  for service activity. 

Line 3                        The membership dues collected by the PTA would be entered on this line. Please note: 
  Do not include the portion of membership dues that is sent to New York State or the   
  National PTA.

Line 4                        If the PTA earned interest on a savings account, certificate of deposit, or other investment,  
  that interest income would be entered on this line.

Lines 5a,5b, 5c      Usually, local PTAs would not have entries on these lines.

Line 6                        Check the box for gaming if any special-event amount is from gaming. Gaming includes, 
  but is not limited to, bingo, raffles, casino nights and coin-operated gambling devices.

Line 6a                      Income entered on this line would be from activities that were not included on line 1 and 
  that did not involve the sale of merchandise. Income on this line is from special    
  fundraising events and activities whose primary purpose is to raise funds.

Line 6b                     Any expenses incurred from the activities reported on line 6a would be entered on this line.

Line 6c                      Subtract line 6b from line 6a.

Line 7a                      Income entered on this line would be from activities involving the sale of merchandise or   
  a product (e.g., T-shirts, pizza, books) and would be income that is not included on line 2 
  or line 6a minus returns and allowances.
 
Line 7b                     Any expenses incurred from the activities reported on line 7a would be entered on this 
  line, including the cost to the PTA to purchase the product or merchandise that the PTA 
  resold.

Line 7c  Subtract line 7b from line 7a.

Line 8                        Any income not already reported would be entered on this line. A description of that   
  income must be included.

Line 9  Add together lines 1, 2, 3, 4, 5c, 6c, 7c and 8 and enter the total on this line.

Line 10                      If the PTA distributed some of its funds in the form of grants, that amount would be   
  entered on this line.

Line 11  A PTA should not have an entry on this line.

Line 12  A PTA would, generally, not have an entry on this line unless it was an employer.

instructions for IRS form 990-EZ, con’t.
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Line 13                      If the PTA paid for accounting, legal or other services or made payments to individuals   
  who acted as independent contractors in providing services to the PTA, those expenses 
  would be entered on this line. If payments were made to an independent contractor, the 
  PTA may need to file a Form 1099-MISC. Do not include the portion of membership 
  dues that is sent to New York State PTA.

Line 14  A local PTA most likely would not have an entry on this line.

Line 15                    Enter amounts for the types of expenses outlined, if those expenses can be determined.   
    (If the PTA publishes a newsletter, those expenses would be entered here.) Do not include 
    any expenses already included on lines 6b and 7b.

Line 16  Any expense not already included in this report should be entered on this line. 
    A description will have to be attached. (See example below.)

   
  Schedule for Part I, Line 16   
    

(Name of PTA) (Employer 
Identification Number) 

 
Program expenses ....................................................960 Insurance ......................................................................200 

 

Supplies ........................................................................180 Lobbying expenses ..................................................220 
 

Meeting and convention........................................581 Total other expenses............................. $2,141 

 

Line 17  Add together lines 10, 11, 12, 13, 14, 15 and 16 and enter the total on this line.

Line 18                     Subtract line 17 from line 9. If line 17 is more than line 9, enter the difference between 
    the two amounts in parentheses.

Line 19                     The entry on this line would be from last year’s Form 990-EZ. It would be the same as 
    the “carry forward” from last year to the beginning of the current year.

Line 20  A PTA should not have an entry on this line.

Line 21  Add together lines 18, 19 and 20 and enter the total on this line.

Part II: balance sheets

Line 22(A) The entry on this line should be the total of all the PTA’s funds in its checking and 
 savings accounts or other investments at the beginning of the current year – which is the 
 same as at the end of last year. This amount should be the same as line 19 (if the    
 accounting method specified in item G is cash).

Line 22(B)               The entry on this line should be the total of all the PTA’s funds in its checking and   
                  savings accounts or other investments at the end of the current year. This amount should   
 be the same as line 21.

Line 23(A) 
and 23(B) Usually, a local PTA would not have an entry on this line.

instructions for IRS form 990-EZ, con’t.
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Line 24(A)
and 24(B) Usually, a local PTA would not have an entry on this line.

Line 25(A) Add together lines 22(A), 23(A) and 24(A) and enter the total on this line. 

Line 25(B) Add together lines 22(B), 23(B) and 24(B) and enter the total on this line. 

Line 26(A)
and 26(B) Usually, a local PTA would not have an entry on this line. However, if there is a balance   
 due to the state PTA for state and national dues, that amount would be entered here.

Line 27(A) Subtract the entry on line 26(A) from the entry on line 25(A).

Line 27(B)               Subtract the entry on line 26(B) from the entry on line 25(B). Please note: The entry on   
 line 27(B) must agree with the entry on line 21.

Part III: statement of program service accomplishments

This is a very important part of the 990-EZ. This should be a thoughtful collaboration of the executive 
leadership. Funders pay particular attention to this area. Review the IRS instructions very carefully. The 
following are examples of programs:

Line 28                     Parent Involvement. Add together all expenses related to this program service and enter  
 them under “Expenses” on line 28a. Fully describe the types of services provided. Include 
 any expenses in the form of grants in the space provided.

Lines 29,
30, and 31 Same instructions as for line 28.

Line 32                     Add together the “Expenses” from lines 28a, 29a, 30a and 31a and enter that total on this 
 line. Please note: The total does not have to equal the total amount of expenses listed on 
 line 17.

Part IV: list of officers, directors, trustees and key employees

List each and every officer and board member of the local PTA. Attach a separate sheet of paper if necessary. In 
columns C, D and E, a PTA would usually enter a zero.

Part V: other information

Line 33 PTAs would usually answer “No.”

Line 34                     PTAs would usually answer “No.” Examples to answer yes would be changes in bylaws, etc.

Line 35a PTAs would usually answer “No.” If the answer is “Yes,” you are required to file    
 Form 990-T to report unrelated business income.

Line 36 PTAs should answer “No” unless the PTA is dissolving.

Line 37a Enter a zero.

instructions for IRS form 990-EZ, con’t.
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Line 37b                  PTAs should answer “No.” A 501(c)(3) organization will lose its tax-exempt status if it   
 engages in political activity.

Line 38a PTAs should answer “No.” They should not be engaged in this activity.

Line 39a
and 39b No response is required.

Line 40a                  Enter the amount of excise tax paid for each section: 4911 (excess lobbying 
 expenditures), 4912 (disqualifying lobbying expenditures), 4955 (political expenditures). 
 The amount in each should be zero for local PTAs.

Line 40b                  Refer to “Excess Benefit Transactions,” on page 32 of this guide, for a definition of  
 excess  benefit transaction. Local PTAs should enter “No.”

Lines 40c, 40d,
and 40e Should be zero for local PTAs.
 
Line 41                     Insert state name if required.

Line 42a                  List the name, phone number and address of the current treasurer.

Line 42b                  PTAs would usually answer “No.” Line 42c PTAs would usually answer “No.” 

Line 43                     No response is required.

Line 44                     PTAs would usually answer “No.” to all.

Line 45a, 45b        PTAs would usually answer “No.” 

Line 46                     PTAs would usually answer “No.” 

Line 47                     PTAs would answer “No.”

Line 48                     PTAs would answer “No.”

Line 49                     PTAs would usually answer “No.”

Line 50 This line is only applicable to PTAs with highly paid staff (greater than $100,000 per 
 calendar year).

Line 51                     This would not be applicable for most PTAs.

Line 52                     Answer “Yes” and attach Schedule A.

Sign and date the return. It should be signed by the president.
PTAs exempt under Section 501(c)(3) must also complete and file Schedule A. PTAs exempt under
Section 501(c)(3) may be required to complete and file Schedule B. The completed Form 990-EZ must be 
mailed to the IRS service center by the 15th day of the fifth month following the end of the PTA’s fiscal year.

instructions for IRS form 990-EZ, con’t.
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RETAIN A COPY OF THE 
COMPLETED Form 990-EZ 
FOR THE PTA’s PERMANENT 
RECORDS. You should also 
forward a copy to your region 
or New York State PTA office, if 
requested.

Schedule A (Form 990 or 
990-EZ):

Schedule A must be filed with 
forms 990 and 990-EZ.

Schedule A provides the IRS with 
information that is generally not 
available on Form 990 itself. The 
schedule is focused on determining 
whether the organization’s 
actions during the past year were 
consistent with its tax-exempt 
status. If they were not, the entity’s 
tax exemption may be at risk. 
Given the importance of this issue, 
the completion of Schedule A 
should not be taken lightly by those 
organizations required to file it.

instructions for IRS form 990-EZ, con’t.

Schedule B (Form 990 or 
990-EZ): is schedule B 
necessary?
Most PTAs in New York State do 
not need to file Schedule B.

To determine whether your PTA 
is required to file Schedule B, first 
complete your PTA’s Form 990-
EZ or 990. If the total of line 1 
on 990-EZ or line 1d on 990 and 
the membership dues on line 3 is 
greater than 33 1/3 percent of total 
revenue (see line 9 on 990-EZ and 
line 12 on 990), then your PTA will 
be required to file Schedule B.

Example: Line 1 – Contributions, 
gifts, grants, and similar amounts 
received: $1,000 – plus line 3 – 
Membership dues and assessments: 
$1,200 – is 54.2 percent of line 
9 – Total revenue: $4,062. Since 
54.2 percent is greater than 33 1/3 
percent, this PTA cannot mark the 
box in item H. Instead, this PTA 
will need to file Schedule B.

Next, determine whether any one 
contributor has given the greater 
of $5,000 or 2 percent of line 1 on 
990-EZ or 1d on 990. For instance, 
if line 1 is $50,000, 2 percent is 
$1,000. This PTA would fill out 
Schedule B for any contributor who 
gave $5,000 (the greater amount) 
or more for the entire year. If no 
one contributor gave the greater 
amount, then Schedule B would be 
attached to the Form 990-EZ or
990, with “N/A” noted in Part I of 
the schedule. No other information 
would be needed.

Please note: Schedule B is not a 
substitute for the list of contributors 
required for Part IV-A (Support 
Schedule) of Schedule A. Also, 
Schedule B is not open to public 
inspection and should not be 
furnished when a request for a copy 
of the Form 990 is fulfilled.

Please refer to the IRS 
instruction booklet for Schedule 
B for line-by-line instructions on 
how to complete Schedule B.
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frequently asked questions

If you have a question about the 
finances in your organization, 
contact your state PTA or National 
PTA headquarters. Following 
are answers to some of the more 
frequently asked questions.

QDoes a PTA or school 
hosting a movie night need 
to pay a special charge or  

  receive a special permit?

A Yes. Movies are protected 
by copyright. A special 
license must be purchased 

to show movies to large groups. 
Movies shown in schools are not 
considered educational events. 
Go to the Movie Licensing USA 
website, www.movlic.com/k12/
index.html, for more information. 
Movie Licensing USA is the sole 
licensing agent for most of the 
major studios.

Q Can our PTA donate money 
to other not-for-profit 
organizations?

A If permitted by the PTA 
bylaws, the PTA can vote 
to donate its funds to a 

not-for-profit organization. The 
recipient must be a 501(c)(3) not-
for-profit organization and must 
have a mission similar to PTA’s, 
that is, it must be school- or child-
related. Units should not donate 
to individuals, such as a fund for a 
child needing an organ transplant, 
because the PTA mission focuses 
on all children.

PTA resources

Q Where can I find a list of 
what we can and cannot 
spend money on?

A There is no published list 
from either the National 
PTA or the IRS. Your 

mission and your 501(c)(3) (tax- 
exempt) status should guide your 
decisions. Expenditures from the 
PTA budget must support the PTA 
mission. If there is a question 
about an expenditure, a good 
rule of thumb is to authorize the 
expenditure only if you could 
defend the expense to the IRS 
in case of an audit. You can find 
additional resources that address 
this issue on the IRS website.

Q What if the IRS contacts 
me?

A Whenever the IRS contacts 
you, read their letter 
carefully. Contact your 

region PTA and send a copy of the 
letter immediately. Be certain you 
understand their request or concern. 
Gather all of the facts related to the 
issue or concern addressed in their 
letter. Mark the deadline issued 
in the letter and do not miss it. In 
the past, New York State PTA has 
been able to contact the IRS on 
your behalf. This is no longer an 
option. Your region and New York 
State PTA can advise you prior 
to contacting the IRS. Contact 
the IRS, if necessary, and ask for 
clarification if the request or issue 
is not clear to you. Be certain to 
get the name and serial number of 
the agent assisting or answering 
your questions. Take notes of the 
conversation; the agent with whom 
you are speaking is taking notes 
and recording the call.

Once you are certain you 
understand the issue or concern 
raised by the IRS, clearly address 
the issue as calmly and on-point 
as possible. Do not digress. Once 
you have addressed the IRS’s issue 
or concern, state clearly what you 
want in return. For example, if the 
IRS’s letter states that you have 
not filed a 990 and they want you 
to pay a large fine, you need to 
provide copies of the 990 if you 
filed it, or the reason why you 
didn’t file. Then you can request an 
abatement of the fees.

Be prepared to address a minimum 
of three letters regarding this issue 
before a resolution is found. But 
don’t panic or lose hope. If you 
are in the wrong, explain what 
happened, show what you did to 
correct the problem, and reassure 
them that it won’t happen again.
 Make sure that all correspondence 
sent to the IRS is mailed with 
“return receipt,” and retain the 
receipt and the returned card with 
your correspondence.

contact us
For additional resources on 
managing your PTA finances, 
visit National PTA at www.pta.org 
or New York State PTA at www.
nyspta.org.

http://www.movlic.com/k12/index.html
http://www.movlic.com/k12/index.html


55New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

letter to clarify school vs. PTA funds



56New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

introduction to insurance
The PTA is an educational not-for-
profit organization whose many 
programs and projects are “to	
promote	the	welfare	of	children	
and	youth...” In order to protect 
PTAs in case of litigation, the New 
York State PTA secures liability 
insurance and fidelity coverage.

This summary presents a discussion 
about a General Liability, Fidelity 
Bond and Crime insurance program 
specifically created for PTA. It is 
to help you understand how you 
can better protect yourself, your 
PTA unit and your state PTA from 
the threat of financial loss and/or 
lawsuits.

This summary has been developed 
to assist PTA leaders in selecting 
appropriate fundraising activities, 
sponsored programs and events. 
Using this summary will help 
prepare for the risks associated 

PTA	Insurance	Broker:
Robert E. Welch, 
Senior Vice President
Rose & Kiernan, Inc.
99 Troy Road
East Greenbush, NY 12061
1-800-242-4433
Fax: 1-518-244-4261
Website: www.rkinsurance.com
Email: Rwelch@rkinsurance.com

PTA	insurance	certificates/updates:
Nancy Cashman
1-800-242-4433
Fax: 1-518-244-4261
Email: NCashman@rkinsurance.com

PTA insurance carrier: 
Philadelphia Insurance 

Companies

with these activities. Although this 
summary is only a guideline, PTA 
leaders should be careful when 
choosing fundraising activities to 
lessen the chances of injury and 
future lawsuits.

In order to avoid litigation and to 
adhere to the Historical Purposes 
of PTA for New York State PTA, 
activities of the GREEN	LIGHT	
section should be the ones pursued. 
While we recognize the activities in 
this Insurance and Loss Prevention 
Summary are not insurance policy 
exclusions, they do give guidance 
as to what should be avoided. 
When planning activities for 
your organization now and in the 
future, a direction might well be to 
“gravitate	towards	the	GREEN.” 
Risk management and loss control 
procedures are in place to provide 
guidance to New York State PTA 
members.

http://www.rkinsurance.com
mailto:Rwelch%40rkinsurance.com?subject=
mailto:NCashman%40rkinsurance.com%0D?subject=
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insurance coverage
independent contractor/vendor 
has in-force liability insurance 
with at least $1,000,000 
(written with AM Best Rated 
A Company), naming the PTA 
unit/council and the New York 
State Congress of Parents and 
Teachers, Inc. as Additional 
Insured.

b) Be provided with an 
Indemnification and Hold 
Harmless Agreement from the 
contractor. This would hold 
PTA harmless from any and all 
liability that arises out of the 
operations of the independent 
contractor or vendor (sample on 
page 22).

c) Refrain from using any 
independent contractor/vendor 
unwilling or unable to provide 
a) and b).

When PTAs enter into a contract 
with individuals who perform 
various services for monetary 
rewards, they institute a 
relationship that may require 
Workers’ Compensation and other 
far-reaching consequences 
including IRS tax and penalty 
problems, that are outside of the 
scope of PTA liability coverage. 
New York State PTA has obtained 
guidelines from its attorney 
regarding such independent 
contractor status (see	page	19). 
Any units involved in activities 
requiring Workers’ Compensation 
coverage must purchase a separate 
policy.

fidelity bond
New York State PTA carries 
Fidelity Bond and Crime insurance 
which protects the Congress and 
affiliated units/councils against 
loss of money or property caused 
by fraudulent or dishonest acts of 
volunteers and employees. Each 
incident is covered up to $200,000 
with a $2,500 deductible. PTAs 

filing a claim must be prepared 
to file criminal charges against 
the person accused of taking the 
money.

To protect the unit:
• Dual signatures are required on 

all PTA checks.
• There should be no pre-signing 

of checks.
• There should be a monthly 

bank reconciliation (balancing 
of the checkbook) performed 
by an association officer, 
usually the treasurer normally 
responsible for banking 
functions. The	treasurer	
should	not	report	that	the	
books	were	reconciled	by	
another	board	member.	
Either	the	“reconciler”	
should	report	or,	if	the	
“reconciler”	is	not	at	the	
meeting,	the	President	can	
report	it,	presuming	that	the	
“reconciler”	has	advised	him/
her.

Should a loss occur, a Financial 
Discrepancy Report (included in 
this section) should be completed 
by an officer and mailed or emailed 
to the region director, the New York 
State PTA office, and the New York 
State PTA treasurer. The Financial 
Discrepancy Report is not a claim. 
It is notification of a loss and a 
confidential communication.

TIP
When planning your 

programs and budget 
for the year, use the 
Green Light List for 

ideas of activities that 
are safe and fun for 

everyone! 

The purpose of the policy is to 
protect the PTAs, including all 
volunteers and employees, from 
third party claims or lawsuits 
alleging negligence. It provides 
protection for the usual events 
and operations of PTAs. This 
is not accident insurance. The	
injured	party	MUST	PROVE	
NEGLIGENCE	in	order	to	
receive	any	payment	for	the	
injuries.

While PTA-sponsored activities are 
covered under the policy (subject to 
its terms and conditions) currently 
in force, there are some activities 
that present a risk or do not support 
the PTA Purposes. (See	YELLOW	
LIGHT	page.)	In addition, there 
are some activities that present an 
extremely high risk and should not 
be held (See	RED	LIGHT	page).

If any questions exist as to the 
relevancy of coverage, please 
contact Rose & Kiernan, Inc. and 
then your region director prior to 
the scheduled activity.

independent contractors 
and insurance 
A concessionaire or commercial 
vendor is a person (or organization) 
who has a for-profit attraction 
(such as a magic show) that they 
will operate or conduct on behalf 
of the PTA for a percentage of 
the receipts, or for a specific 
sum of money. Such a person (or 
organization) is an independent 
contractor. The PTA is protected 
against claims or suits arising 
out of the operations of these 
independent contractors. However, 
the independent contractor is 
afforded NO protection under the 
PTA policy.

When	using	an	independent	
contractor,	the	PTA	should:
a) Obtain a Certificate of 

Insurance showing that the 

continued on page 58
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insurance coverage, con’t.
accident insurance
PTA’s coverage does not cover 
accidents unless liability is proven.

transportation
PTAs are also advised never to 
transport individuals to or from 
any event in private passenger 
autos but, instead, to	work	with	
the	school	district	to	use	school	
buses	or	chartered	bus	services	
in	compliance	with	the	conditions	
on	the	yellow	sheet.

directors and officers (d&o) 
insurance
New York State PTA carries a D&O 
policy which insures the Congress 
and affiliated units and councils 
against claims for a wrongful act 
for directors and officers. D&O 
insurance is a specialized policy 
coverage for harm resulting from 
making policy and managing the 
affairs of the association. For 
example, an accident occurring 
at a PTA event will ordinarily be 
covered under general liability 
because it involves bodily injury. 
If a lawsuit is filed to stop the PTA 
from holding the event, that would 
be covered by the D&O policy.

incident report and claim 
handling
Should an incident occur, a report 
form should be completed by an 
officer of the organization (who 
is not the potential claimant) and 
mailed or emailed to the region 
director, the New York State PTA 
office, and the New York State PTA 
treasurer. The	incident	report	is	
not	a	claim.	It	is	a	notification	of	
an	occurrence	and	a	confidential	
business	communication.

Do	not	solicit	a	claim.	Do not 
promise coverage. The insurance 
company will investigate reported 
claims and decide their validity.

payment procedures
• Insurance bills are sent to the 

units in April.
• Insurance payments are due to 

the New York State PTA Office 
June 1.

• Two signatures are required on 
all PTA checks.

• Once payment is received 
and accepted, a Certificate of 
Insurance will be mailed to 
your unit president in July/early 
August.

• School districts are required to 
ask PTAs to provide proof of 
insurance to hold activities on 
school grounds. It is extremely 
important that your PTA is in 
compliance!

• If your district requires special 
wording on the insurance 
certificate, contact Rose & 
Kiernan, Inc. or your region 
director.
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YELLOW	LIGHT      
Occasionally, PTAs want to 
sponsor activities which may 
require additional insurance 
coverage, waivers of liability and 
certificate of insurance. PTAs must 
strictly adhere to PTA guidelines 
and/or other special arrangements. 
The following forms are available 
from your region director: 
• Independent Contractor 
•  Student Health Inventory and/ 

or Parental Consent Form 
• Indemnification and Hold 

Harmless Agreement. 

All  conditions must be met before 
undertaking any activities listed on 
the YELLOW	LIGHT	pages. 

insurance recommendations for PTA activities
Some activities can be dangerous and jeopardize the safety of our children and youth in spite of precautions 
taken. Think ahead, weigh the consequences and plan carefully. Such activities can jeopardize the insurance 
coverage for all PTAs in New York State.

Be sure to refer to the following recommendations before planning your PTA activities.

GREEN	LIGHT approved 
activities and events are listed on 
the GREEN	LIGHT page of this 
summary.

RED	LIGHT 
Certain activities and events should 
be avoided. Individual PTA officers 
may be held personally liable 
for conducting any event listed. 
The RED	LIGHT page in this 
summary lists the activities which 
are not recommended.

New York State PTA and Rose 
& Kiernan, Inc. reserve the right 
to deny requests for additionally 
insured on the Certificate of 
Insurance for participation in RED	
LIGHT activities.
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green light activities

Arts & Craft Activities
Arts in Education Programs
Auction/Silent Auction
Balloon Artist (non-helium 
inflation)
Band Concerts
Baseball Toss (through target) 
Bean Bag Toss
Bike Displays
Book Fair
Carnivals (without amusement 

vendors) 
Christmas Tree Sales (no cutting) 
Colored Sand Painting
Community Forums

Approved activities and events are listed below. Plan carefully and take all necessary 
precautions to have a safe activity.

Under no circumstances should any PTA unit, council or region sign a Hold Harmless Agreement for a vendor 
or provider or agree in any way that the PTA will be held responsible for liability. Review all contractual 

arrangements very carefully to make sure that they do not contain such provisions.

Costume Carnival (costume rentals) 
Craft Fair*
Craft Workshops
DJs
Dances
Dinners (pasta, international, 

barbecue) 
Enrichment (academic)
Face Painting
Family Portraits 
Fashion Shows
Flea Market
Football Throw (through target) 
Founders Day Dinner
Gift Wrapping 

Golf Tournaments 
Hobby Shows 
Holiday Boutique 
Ice Cream Socials 
ID Bracelets
Karaoke 
Magic Shows 
Math Fair 
Movie Night
Parent Education Workshops 
Performing Arts
Pizza Night 
Plant Boutique 
Reading Night 
Reflections Program 
Ring Toss
Roll Reversal Plays
Rummage Sales
Safety Programs 
Sales (such as)

• Gift Wrap
• Greeting Cards
• Fruit

Sale of Logo Items 
Scarecrow Competition 
Science Fair 
Silhouettes 
Spelling Bee
Sponge Toss (using goggles) 
Storytellers/Performers
Swap Meets* 
Talent Shows
Walk-A-Thon (adults only)
White Elephant Sale 

* operated by PTA members with 
all receipts going to PTA (see 
YELLOW LIGHT page for non-
PTA vendors)

Fundraising activities 
where students may go 

door-to-door should not be 
done under any 
circumstances.
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yellow light activities

The number [e.g., (1)] following 
each activity refer to the 
CONDITION(S) that must be met 
prior to PTA voting to sponsor an 
activity or event.

Any for-Hire Transportation
 Charter Services ...................(2) 
 Limousine Services ..............(2) 
Babysitting at PTA Meeting  ......(3) 
Bowling ......................................(1) 
Carnival with Amusement  
 Vendors ................................(2)
 (no motorized rides)
Craft Fair ....................................(2) 
Enrichment Program
 Academic  .....................(1), (4) 
 Ballet/Dance .................(1), (4) 
 Athletic Sports 
 (non-contact) .................(1), (4)
Exercise Class ............................(1)
Grad Night for Elementary or 
 Middle School...............(1), (2) 
Haunted House ...........................(5)
Holiday Boutique  
 for non-PTA vendors ...........(2)
Student Walk-A-Thon ..........  (1)(6) 
Swap Meets                                                           
 for non-PTA vendors ...........(2)

CONDITIONS
(1) Obtain a signed PTA student 
permission from each student’s 
parents or guardian. Anyone 
eighteen or older may sign their 
own waiver. (See attached form.) 
This activity should be done with 
extra caution and supervision.

(2) Obtain a Certificate of 
Insurance and an endorsement 
naming PTA as Additional Insured 
on the policy with an AM Best 

Rated A Company. Better to have 
the school district hire the bus.

(3) The only babysitting that is 
allowed is at PTA meetings where 
parents are continually on campus 
and the following conditions are 
met: the “babysitters” do not 
change diapers, there are at least 
two unrelated adults (18 years or 
older) in attendance at all times, 
and coffee or other hot fluids are 

kept outside of the babysitting 
room or area.

(4) Have at least two unrelated 
adults (18 years or older) in 
attendance at all times. 

(5) On school grounds and with an 
inspection from the fire department.

(6) Coordinate with local police if 
using public roads.

Occasionally, PTAs want to sponsor activities which pose a risk and do not support the Mission of PTA, and/
or may require additional insurance coverage. PTAs must strictly adhere to the conditions as indicated. Please 
contact the insurance agent and the region director or assistant director before undertaking any of these 
activities listed on the YELLOW	LIGHT	pages.

Under no circumstances should any PTA unit, council or region sign a Hold Harmless Agreement for a vendor 
or provider or agree in any way that the PTA will be held responsible for liability. Review all contractual 
arrangements very carefully to make sure that they do not contain such provisions. 



62New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

red light activities
New York State PTA has adopted certain policies regarding permissible PTA activities in order to minimize the 
risk of exposure. New York State PTA strongly recommends that certain activities be avoided because they are 
dangerous and jeopardize the safety of our children and youth and adults who may participate. Such activities 
and events also jeopardize the insurance coverage for all PTAs in the state. PTA officers may be held personally 
liable for conducting any of the events listed below. These activities should not be contemplated, even if the 
vendor has its own insurance.

Aircraft Demonstration 
Animal Rides/Hay Rides 
Bungee Jumping
Casino Night
Childcare (see Babysitting – 

YELLOW	LIGHT page) 
Crossing Guards
Darts/Dart Games
Donkey Baseball/Basketball Dunk 

Tanks
Contact Sports (e.g., Football, 

Hockey, Soccer, Lacrosse, 
Rugby)

Fireworks Sales
Flush Tank/Dunk Tank
Flushem
Gold Redemption – Gold for Cash
Gymnastics
Hot Air Balloons/Balloon Ride (on 

ground or in the air) 
Ice Fishing Derby
Ice Skating and Roller Skating
Inflatables (e.g., Astro Walk, Castle 

Bounce, Cosmo Walk, Moon 
Walk, Slides, Mazes)

Martial Arts 
Motorized Rides/Amusement Parks
Paint Ball Guns
Pyrotechnic Displays 
Rock Climbing Walls 
Rocket Launching 
Roller Blading
Ropes/Challenge Courses
Skateboarding 
Slam Dancing (Moshing, Stage 

Diving) 
Slides
Snow Activities (e.g., Skiing, 

Snowboarding, Snowmobile 
Rides, Sledding)

Swimming 
Transportation*
Velcro Walls
Water Activities (e.g., Boat Rides, 

Sailing, Canoe, Kayak, Water 
Skiing, Whitewater Rafting, 
Surfing)

*PTAs are also advised never to 
transport individuals to or from 
any event in private passenger 
autos but, instead, to work with 
the school district to use school 
buses or chartered bus services in 
compliance with the conditions on 
the YELLOW LIGHT page.

New York State PTA and Rose & 
Kiernan, Inc. reserve the right to 
deny requests for additionally
insured on the Certificate of 
Insurance for participation in 
RED LIGHT activities.

PTA	funds	can	never	be	used	to	
pay	for	alcohol.
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student permission slip
NEW YORK STATE PTA®

One Wembley Court, Albany, New York 12205-3830
1-518-452-8808  • Toll Free 1-877-569-7782  •  1-518-452-8105 (Fax)

_________________________________________  has my (our) permission to 
{Name of Minor}

participate in___________________________________________ on  _____________  
   {Event or Activity}      {Date}

at ______________________  from_________________ to  ________________
   {Location}    {Beginning Time}  {Ending Time}

I (we), as parent(s) or guardian(s) of the minor, do hereby, for my________________________________,  
           {Son/Daughter}

myself, my heirs, executors and administrators, remise, release and forever discharge

____________________________  ________________________ ____________________
 {PTA Unit}     {PTA Council}   {PTA region}

and the New York State Congress of Parents and Teachers Inc., and all PTA officers, employees and agents of 
each of the foregoing, acting officially or otherwise, from any and all claims, demands, actions or causes of 
action on account of referred. I hereby certify that the minor is my ________________________________
           {Son/Daughter}
and that his/her date of birth is ______________________   and I do hereby certify that to the best of my 
knowledge and belief said minor is in good health. In case of illness or accident, permission is granted 
for emergency treatment to be administered. It is further understood that the undersigned will assume full 
responsibility for any such action, including payment of costs. I hereby advise that the above named minor has 
had all the following allergies, medicine reactions or unusual physical condition which should be made known 
to a treating physician. (If none, please write the word “none”.)                                                                        

1.                                                                                                                                                                          
 {Signature}  {Print Name}  {Address}  {City}   {Phone}

2.                                                                                                                                                                          
 {Signature}  {Print Name}  {Address}  {City}   {Phone}

Alternate Adult:

                                                                                                                                                                          
 {Signature}  {Print Name}  {Address}  {City}   {Phone}

 



64New York State PTA Resource Guide Section 5 - finance and insurance

finance and  
insurance

aprobacion de los padres y rununcia del estudiante
NEW YORK STATE PTA®

One Wembley Court, Albany, New York 12205-3830
1-518-452-8808  • Toll Free 1-877-569-7782  •  1-518-452-8105 (Fax)

_____________________________ tiene mi (nuestro) permiso para participar
 {nombre del menor}

en el _______________________________  on  _____________________    
   {actividad o evento}    {fecha}

en  _________________________________  entre  ______________ y  ____________   
   {lugar}       {hora}

Yo (nosotros), come padre(s) o guardian(es) del menor, por la presente, por mi _________________________ 
            {higo/hija}

A mi mismo, mis herederos, ejecutores y administradores, liberta y descarga para siempre a

_____________________________   __________________________     _________________________
   {nombre de unidad de PTA}               {nombre del consequ de PTA}              {numero de distrito de PTA}

y a New York State Congress of Parents and Teachers, Inc., y a todos los oficiales de la PTA, empleados y 
agentes de todos estos grupos funcionando o no funcionando en su capacidad oficial, de todos los danos y 
causas de accion en cuenta del referente. Por esto certifico que el menor es mi ________________________  
             {hijo/hija}
y que su fecha de nacimiento es y por las presente certifico que el menor esta bien de salud. En case de 
accidente o enfermedad, tiene permiso para obtener tratamiento de emergencia. Yo acepto toda responsabilidad 
por estas acciones incluyendo los gastos. Les aviso que el mencionado menor tiene las siguientes alergias, 
reacciones a medicacion o condicion fisica que se le debe hacer saber al medico que atienda a mi hijo/hija. (en 
Case de que no haya nada, favor de escribir “nada.”)                                                                                                             

1.      
{Firma}  {en letra de molde escribaru nombre}  {direccion}   {ciudad y telefone}

1.      
{Firma}  {en letra de molde escribaru nombre}  {direccion}   {ciudad y telefone}

Adulto alterno:

      
{Firma}  {en letra de molde escribaru nombre}  {direccion}   {ciudad y telefone}
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NEW YORK STATE PTA®

One Wembley Court, Albany, NY 12205-3830
1-518-452-8808  • Toll Free 1-877-569-7782  •  1-518-452-8105 (Fax)

_____________________________________________  agrees to participate in
{Name}

______________________________________  on  ___________________________
     {Event or Activity}      {Date}

at ______________________  from_________________ to  ________________
   {Location}    {Beginning Time}  {Ending Time}

I do, hereby, for myself, my heirs, executors and administrators, remise, release and forever discharge

____________________________  ________________________ ____________________
 {PTA Unit}     {PTA Council}   {PTA region}

and the New York State Congress of Parents, and Teachers Inc., and all PTA officers, employees and agents of 
each of the foregoing, acting officially or otherwise, from any and all claims, demands, actions or causes or 
action on account of referred. I do hereby certify that to the best of my knowledge and belief said adult named is 
in good health. In case of illness or accident, permission is granted for emergency treatment to be administered. 
It is further understood that the undersigned will assume full responsibility for any such action, including 
payment of costs. I hereby advise that the above named adult has had all the following allergies, medicine 
reactions or unusual physical condition which should be made known to a treating physician. (If none, please 
write the word “none”.)                                                                                                                                       

1.                                                                                                                                                                          
 

2.                                                                                                                                                                          

Signature:                ___________________________________________________________

adults agreement and waiver
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financial discrepancy report form
NEW YORK STATE PTA®

One Wembley Court, Albany, New York 12205-3830
1-518-452-8808  • Toll Free 1-877-569-7782  •  1-518-452-8105 (Fax)

Name of PTA ________________________________________________  Unit Number ___ - ______

PTA Address ________________________________________________  Region__________________

City________________________________  State __________________  ZIP ______________

Date ___________________________

Contact Person/Position ____________________________________________________________________
     {Name}      {Position}

Phone Number ______________________________________________

Amount of Financial Discrepancy $______________________________

Date of Discovery ____________________________________________

Provide details of financial discrepancy and how it was discovered

Proof of Discrepancy (Please attach copies)

Police Report (if any) # _____________________________________________

Send (mail or email) one copy of this form to the New York State PTA Office, one copy to the Region Director, 
and one copy to the New York State Treasurer. Keep one copy in your file with copies of documented proof.

THIS	IS	A	CONFIDENTIAL	DOCUMENT	USED	FOR	INSURANCE	INVESTIGATIVE	PURPOSES.
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Date Of Incident {MM/DD/YY} ________________________________________________

Name of PTA ________________________________________________  Unit Number ___ - ______

PTA Address ________________________________________________  Region__________________

City________________________________  State __________________  ZIP ______________

Phone (______)____________    Fax (______)____________   

Name Of Injured (If Any): ________________________________________________      Age   ___________

Name Of Event      

Place Of Incident      

Type Of Event      

Type & Extent Of Incident      

Narrative Description Of How Incident Occurred      

If Injury Sustained, Was Treatment Rendered At Scene?  ____ Yes  ____ No

Were Authorities Involved? I.E.: Police, EMT, Ambulance ____ Yes  ____ No

Is There Any Hospital Report? ___ Yes  ___No Attach Report If Available

Was Injury Due To Any Act Or Negligence Of PTA? ____Yes  ____ No

Explain

   
What Were Injured Party’s Duties During The Activity? (If Any)      

PTA Contact Person (Person In Charge)

Name      

Address      

City               State     Zip      

Home Phone (       )               Work Phone (       )          

NEW YORK STATE PTA®

One Wembley Court, Albany, New York 12205-3830
1-518-452-8808  • Toll Free 1-877-569-7782  •  1-518-452-8105 (Fax)

incident report form

continued on page 68
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If Incident Involved A Concessionaire Or Vendor:

Company Name      
 
Address      

City                       State    Zip            Phone (        )         

Note:   Attach A Copy Of The Vendor’s Certificate Of Insurance

Name Of Person Preparing This Report      

Address      

City                       State    Zip            Phone (        )         

Note: Attach A Copy Of The Approved Building/Facility Use Permit For This Activity

Please Note Any Additional Information You Feel Is Important      

This	Is	A	Confidential	Document	Used	For	Insurance	Investigative	Purposes.

Send one copy (mail or email) of this form to the New York State PTA Office, one copy to the Region Director 
and one copy to the New York State PTA Treasurer. Keep one copy in your file with copies of any other 
documents.

incident report form, con’t.
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vendor agreement form
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notes


