Sample Proposed Budge

(Name of PTA)
Fiscal Year of the Proposed Budget
(Date of the Meeting)

Budget
Estimated Beginning Cash Balance, (Date) .................. $ 1,250.00
RECEIPTS
Dues-300 members (Local portion @ $ 1.50) ........... 450.00
T=Shirt SAIES.....veiiieeiieecee et 2,500.00
INtErest INCOME.......coiiiiiiie e 30.00
Total Gross RECEIPLS.....cvevvveeieieveeiese e 2,980.00
TOTAL FUNDS AVAILABLE..........cccooviiiiiiiee $ 4,230.00
EXPENDITURES
Bonding/INSUranCe ..........ccooviirineneiecese e 301.00
Fall Festival........cooooiiiii e 750.00
HOSPIAIILY ..o 50.00
Membership Campaigns .........cccooereieiiienineneeees 150.00
V0ICE SUDSCIIPLIONS ...veevvecieeie e 300.00
T-SNITES 1. 2,000.00
Printing, Postage, & Office Supplies..........ccccvcvvirernennn. 100.00
SUMMET SEMINAT......eeitieieieeie e 400.00
Total EXPenditures.........cocovviieieieiiisese e 4,051.00
Balance to be carried forward ...........cccocoveiiiennnnnn 179.00
TOTAL $ 4,230.00

This is a sample of a budget that would be presented at the final meeting of the cu

t

rrent year to

authorize the association’s expenses for the summer months and until the association’s first
meeting of the new year. At that time, this budget would be amended to include all income and

expenses for the full fiscal year.

Receipts Not Belonging to Local PTA $1,100 *
State and National Dues 300 members @ $3 900
Sales Tax 200

Disbursement of Monies not Belonging to Local PTA $1,100 *

* Should be the same dollar amount

Approved By:

Approved Date:
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Sample Proposed Amended Budget

(Name of PTA)
Fiscal Year Ending (Date)
(Date of the Meeting)

Budget
Beginning Cash Balance, (Date) $ 1,124.76
RECEIPTS
Dues-700 members (Local portion @ $ 1.50) ........... 1,050.00
Fall Festival..........cooovvveiiiiiiece e, 6,000.00
T-Shirt SAIES ....cviviieiieiee e 4,500.00
Cultural ArtS EVENL........ooieiieecie e 1,200.00
POPCOIN SAIES ...t 500.00
Recycling INCOME ........coiiiiiicicice e 300.00
INEErESt INCOME ... 120.00
Directory Sales .......cccviveiiiieie s 450.00
BOOK FIT ..ot 12,000.00
Total Gross RECEIPLS......cvrveiririeiie e 26,120.00
TOTAL FUNDS AVAILABLE $27,244.76
EXPENDITURES
BONAING/INSUFANCE........couiitiieieieiieeiie et 301.00
SPRAKEN FEES ... ittt e 1,500.00
Founders Day, Endowment & Building Donations................... 30.00
COUNCH DUES ....cviiivieiisiesc e 50.00
CURUIAE ATES ..o 500.00
Drug & Alcohol EAUCAION..........cccceviiiiicicecc e 500.00
Fall FESHIVAL ......coiviiiiiice s 3,000.00
[ L3 (0] VA 2010 G SSS 75.00
[ (015 o) LY/ 400.00
Leadership Training........coccoveereieieneiie e 625.00
Life Memberships.........coiiriiiiieiiese s 145.00
Membership Campaigns........ccoeverieieiire e 150.00
The Voice SUDSCHPLIONS ......cceviiiiiiieie e 300.00
Parent EQUCALION..........cccoiiiiiiiie e 600.00
POPCOrN & SUPPHIES ....covveiiiie e 165.00
DIFECLOTIES .vvveviveietirie et 200.00
oSS vttt 2,000.00
Volunteer SUPPHIES ....vvvvv v 100.00
Printing, Postage, & Office SUPPlIES.......ccvvvvvvvvivvirve i, 880.00
Officer & Chairmen's Reimbursements..........cccocevevvrereenieenn 580.00
Teacher SCholarships.........cooveeiiiiis e 2,000.00
[ T010] G0 1L 7,000.00
(4011101 1 o] o [P URRRT 1,000.00
SUMMEE SEIMINAL ....eeiiiieiiiie e 500.00
Area Spring CoNferencCe ... viniieiiniece e 100.00
Fall WOrKShOpP ..o 50.00
Total EXPeNditUres .........cocvvvieiiiiiieieee e 22,751.00
Balance to be carried forward .......................... 4,493.76
TOTAL $ 27,244.76

Adopted by Association

(date)
This is a sample of a budget that would be presented at the first regular meeting of the current year. It would be presented as an amendment to
the original budget that was presented at the final meeting of the previous year.

Receipts Not Belonging to Local PTA $3,450 *
State and National Dues 700 members @ $3 2,100
Sales Tax 1,350
Disbursement of Monies not Belonging to Local PTA $3,450* (Should be same amount)
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Sample Amended Budget

(Name of PTA)
Proposed Mid-Year Amended Budget
As of (Date)

Approved Proposed
YTD Actual Budget Budget Changes

Balance from Previous Year, (Date).......c.ccoceveirieneieneieeieese e $1,124.76 1,124.76
RECEIPTS
Dues-700 members (Local portion @ $ 1.50)........cccuveireienneinineneereseesieiene 900.00 1,050.00
Fall Festival ..........ccovvvivreeiresee e ....6,257.00 6,000.00 6,257.00
T-Shirt SAIES ....ceeveeeeee e ....3,660.00 4,500.00
CURUIAT ATES EVENL ...oiieeie ettt ettt ettt e ettt e st e e st e s sttt eessabeessbaeeseanes 0.00 1,200.00
[ 0] T L o] RSOSSN 500.00 0.00 500.00
POPCOIN SAIES ....eviiviieie ettt a et sa et neas 165.00 500.00
RECYCIING INCOME ....o.viiiiiieice et ebe 330.00 300.00 330.00
Interest Income 120.00
Directory Sales 450.00
BOOK FAIT ..ottt ettt ene e 12,000.00

TOTAL GROSS RECEIPTS ..ottt 12,110.00 26,120.00 26,907.00

TOTAL FUNDS AVAILABLE........ccooi it $13,234.76 27,244.76 $28,031.76
EXPENDITURES
BONAING/INSUIANCE ..ottt 301.00 301.00
Speaker Fees 1,500.00
Founders Day, Endowment & Building DONations.............ccccceeereeieencnencieeenne. 30.00 30.00
Council Dues 50.00
Cultural Arts 500.00
Drug & Alcohol Education 500.00
Fall FESTIVAL ......cviiciiiec e 3,000.00 3,900.00
History Book... 75.00
Hospitality ...........cc..c.... 400.00
Leadership Training..... 625.00
Life Memberships.........ccoceoeieiiiiiiieieces 145.00
Membership Campaigns .........cccccevervrenenne. 150.00
The Voice SubSCriptions..........c.ccccovveeinieiens 300.00
Parent Education................. 600.00
Popcorn & Supplies 165.00
DITECLOTIES ..veveiiiett ettt bbb 200.00
TS hITES et 2,000.00 2,600.00
Volunteer SUPPHIES......coevriiiiiiiiceece . 100.00 150.00
Printing, Postage, & Office SUPPHIES .......cviiiiiiieieieee e 476.23 880.00
Officer & Chairmen's ReiMbUrSEMENtS ........cccceveiieiriiiiieree e 115.00 580.00
Teacher Scholarships........c.cccoovenevineiieieinn 2,000.00
Book fair........cccceeuvennen. 7,000.00
Convention............. 1,000.00
Summer Seminar ............. 500.00
Area Spring Conference... 100.00
Fall Workshop ................. 50.00

Total EXPENTITUIES .....ccueiviieiciieierie e 13,046.55 22,751.00 24,301.00
Balance to be Carried FOrward ............cooocviiiiie it 188.21 4,493.76 3,730.76
TOTAL oottt e et et sa e e e $13,234.76 27,244.76 $28,031.76
Receipts Not Belonging to Local PTA $3,450 *

State and National Dues 700 members @ $3 2,100
Sales Tax 1,350

Disbursement of Monies Not Belonging to Local PTA $3,450 *

* Should be the same dollar amount
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Report of Fund Raising Activities

Event

Date to treasurer Amount Date of report Date on Treasurer Report | board/general

Total amount collected

Total amount paid to company

Total amount sales tax

Total amount profit
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Itemized Receipt Form
(To be used when giving funds to treasurer)

Event Date
Chairman Phone No.
Person completing form Phone No.

(Please make sure that there are always 2 people counting money to protect the reliability of the count)

Check # Check Amount Check # Check Amount

Total of checks $

Bills # Amount

$100

$50

$20

$10

$5

$2

$1

Total

Coins # Amount

Dollar

50 Cent

Quarters

Dimes

Nickels

Pennies

Total

Total Cash $

Total Deposit $

Counter’s Signature

Counter’s Signature Date

Received by Treasurer Date

(When turning in a deposit, please allow time for another count of the total deposit so a receipt can be given to the person
turning in the deposit.)

Texas PTA Basic Training Series: Treasurer 5 Resources — July 2008



PTA Deposit Voucher

Account: Deposit Date:

Deposited by:

Account to Credit:

(If the deposit reflects more than one account, please identify each and amount that should be credited to each.)

Cash/Check For Amount
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Any PTA
PTA Address
City, Texas ZIP
Name, Telephone

DATE

CHECK WRITER
ADDRESS
CITY, TX. ZIP

Dear Mr. (Mrs.) NAME,
The following check(s) issued by you, was returned by the bank:

Check: NUMBER
Dated: DATE
Amount: $ 0.00

Reason for return: CHOSE ONE (Insufficient funds, Account Closed, etc.)

The issuance of such a check is a violation of the Texas Penal Code for which you may be arrested, tried
and if convicted, receive a fine and/or imprisonment.

This is a demand for payment in full for a check or order not paid because of lack of funds or insufficient
funds. If you fail to make payment in full within ten (10) days after the date of receipt of this notice, the
failure to pay creates a presumption for committing an offense, and this matter will be referred for
criminal prosecution.

This is to advise you that if the check(s) is/are not paid off within ten (10) days after receipt of this letter,
I will have no alternative but to file a complaint for prosecution. Please mail a money order, or cashiers
check in the amount of $ 0.00 ($ 0.00-check, and *25.00 for return check charge), to the above address. |
will mail your check(s) after | have received payment in full. If you have any questions, you may contact
me at TELEPHONE.

I trust this is all that will be necessary in the premises.

Sincerely,

NAME
Treasurer

***Notes **k%k

* Please note you must give advance notice of a return check charge. The maximum amount is

$30.00, you may set any amount to cover the expense of collection. It is recommended to request driver’s
license numbers on all checks.

Send the letter and a copy of the check, (certified - return receipt requested) to the check writer. Keep the stamped
green receipt for proof of certification. The 10 days begins on the day they receive the letter. If the check is not
paid by cash or money order within 10 days, complete an Affidavit of Issuance of Bad Check and turn over to the
Justice of the Peace. Keep copies of all items in your file!
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PTA Reimbursement Voucher

Payable to: Date needed:
Address: Phone:

Check requester: Date:

Account to Debit: Invoice #

(If your invoice reflects more than one account, please identify each and amount that should be deducted from each.)

Item Place of Purchase Amount

Total:

(Receipts should be attached and sales tax should not be reimbursed)

Treasurer’s Notes: Remarks:

Date Invoice Received:

Plan of Work: Motion: ________

Date Approved: Paid:

Check Number:

Amount of Check:

Chairman’s Authorization:

Treasurer’s Signature:

President’s Signature:
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Sample Financial Report

(Name of PTA)
(Time Period for Report)
(Date of the Meeting)

Beginning Balance as of (Date) $ 1696.60

Receipts (List all receipts item by item)

Membership Dues $ 100.50
T-shirts $ 750.00
School Store $ 142827
Total Receipts +$  2,278.77
Disbursements (List all disbursements by check number and the
budget line item account name from which the expense was paid)
#204  Suzy Jones, Leadership Training (Summer Leadership Seminar) $ 127.66
#205  Ann Jackson, Membership (supplies) $ 22.88
#206 Texas PTA, Dues (state and national) $ 134.00
#207  Ann Matthews, Parent Education (videos) $ 44.00
#208 Kathy Smith, Arts In Education (speaker fee) $ 250.00
Total Disbursements -$ 578.54
Ending Balance as of (Date) TOTAL $ 3,396.83

Please Note: The beginning balance of the treasurer's report should coincide with the ending balance

from the previous meeting. Therefore, there are different reports for the executive board
and the association meeting.
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CERTIFICATE OF EXEMPTION

N Pma 01339 (Back)
r@_k 22 (Rev. 5-07/6)

TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION

Mame of purchaser, firm or agency

Address (Streel & number, P.O. Box or Route number) Fhone {Area code and number)

City, State, ZIP code

I, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable
items described below or on the attached order or invoice) from:

Seller:

Street address: City, State, ZIP code:

Description of items to be purchased or on the attached order or invoice:

Purchaser claims this exemption for the following reason:

| understand that | will be liable for payment of all state and local sales or use taxes which may become due for failure to comply with
the provisions of the Tax Code and/or all applicable law.

lunderstand that it is a criminal offense to give an exemption certificate to the seller for taxable items that | know, at the time of purchase,
will be usedin a manner other than that expressed in this certificate, and depending on the amount of tax evaded, the offense may range

from a Class C misdemeanor to a felony of the second degree.

Purchaser Title Daie

NOTE: This certificate cannot be issued for the purchase, lease, or rental of a motor vehicle.
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID.
Sales and Use Tax "Exemption Numbers" or "Tax Exempt" Numbers do not exist.

This certificate should be furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts.
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RESALE CERTIFICATE

aime 01-339
R (Rov.8.07/6)

TEXAS SALES AND USE TAX RESALE CERTIFICATE

Name of purchaser, firm or agency as shown on permit Phone {Area code and nurnber)

Address (Street & number, P.O. Box or Route number)

City, State, 2IP code

Texas Sales and Use Tax Permit Number (must conlain 11 digils)

Out-of-state retailer's regisiration number or Federal Taxpayers Registry (RFC) number for retailers based in Mexico

I | (Retailers based in Mexico must also provide a copy of their Mexico registration form to the seller.)

|, the purchaser named above, claim the right to make a non-laxable purchase (for resale of the taxable items
described below or on the allached order or invoice) from:

Seller:

Street address:

City, State, ZIP code:

Description of items to be purchased on the attached order or invoice:

Description of the type of business activity generally engaged in or type of items normally sold by the purchaser:

The taxable items described above, or on the attached order or invoice, will be resold, rented or leased by me within the geographical
limits of the United States of America, its territories and possessions or within the geographical limits of the United Mexican States, in
their present form or attached to other taxable items to be sold.

| understand that if | make any use of the items other than retention, demonstration or display while holding them for sale, lease or rental,

| must pay sales tax on the items at the time of use based upon either the purchase price or the fair market rental value for the period
of time used.

| understand that it is a criminal offense to give a resale certificate to the seller for taxable items that | know, at the time of purchase, are
purchased for use rather than for the pumose of resale, lease or rental, and depending on the amount of tax evaded, the offense may
range from a Class C misdemeanor to a felony of the second degree.

Purchaser Title Dale
sign
here

This certificate should be furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts.
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