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Welcome PTA Leaders!

Congratulations on kicking off your 2025-2026 PTA season! Just like a winning team on the
field, we believe that when we come together, working in harmony and with a shared purpose,
we can make a real game-changing difference in the lives of our students and families here in
CNUSD. Our adopted theme for 2025 - 2027 is "Unified for Success: One Team, One Goal —
Together for Every Child!”

At CNCPTA, we see ourselves as a team—each of you a vital player, and our entire community
a championship squad. Our goal? To score big for every child through collaboration, dedication,
and a whole lot of team spirit!

To help you stay in the game and navigate your PTA journey, the Corona-Norco Council of PTAs
has created a PTA Playbook for a successful year. Remember to check your unit bylaws and the
California State PTA Toolkit for additional resources and guidance.

We're here to coach, support, and cheer you on every step of the way! Think of us as your
biggest fans, ready to assist with training, keep you in compliance and any questions you might
have. Together, we can achieve great things—because when we unite as one team with one
goal, every child wins!

Let's play hard, work together, and make this season one to remember!

Amber Pelland

2025 - 2027 Corona-Norco Council President
president@coronanorcocouncilpta.com
Visit us at www.coronanorcocouncilpta.com

If you need anything, don’t hesitate to reach out—our team is your team!


http://www.coronanorcocouncilpta.com

Important Information and Resources

Council: Corona-Norco Council PTA
Corona Norco District: 23

Council Website (Info/Forms/Application): www.coronanorcocouncilpta.com

CNCPTA Mailing Address (Send Fees): Corona Norco Council PTA PO Box 77595 Corona, CA
92877

Monthly Meeting ID: 867 7067 2757 Passcode: CNCPTA

CNCPTA Facebook page: https://www.facebook.com/CNPTA/

PTA Leadership Toolkit: https://capta.org/pta-leaders/run-your-pta/toolkit/

Online membership: https:/jointotem.com/

PTA EZ: https://www.myptez.com/

E-bylaws: https://capta.org/pta-leaders/services/ebylaws/



http://www.coronanorcocouncilpta.com/
https://www.facebook.com/CNPTA/
https://capta.org/pta-leaders/run-your-pta/toolkit/
https://jointotem.com/
https://www.myptez.com/
https://capta.org/pta-leaders/services/ebylaws/

CORONA-NORCO COUNCIL OF PTAS
2025 - 2026 CALENDAR

WwWWw.coronanorcocouncilpta.com

June [J 1- Last day to upload new board roster to myPTEZ

2025 ** If you need assistance, please contact
president@coronanorcocouncilpta.com

17 - “Summer Training Camp” Leadership Training - 9:00 am
to 3:00 pm - In Person Training Event - CNUSD Learning
Center Classrooms

25-28th National PTA Virtual Convention http://pta.org

**No Executive Board Meeting this month**

July Happy PTA New Year!!!
2025 [J Closeout financials and complete Year End Financial Review

01/01/2025-06/30/2025.
7th - Welcome Back A, C and D Tracks!

**No Executive Board Meeting this month**
TBD - Executive Committee Meeting - Council Only

August 4th - Welcome Back B Track!
2025 7th - Welcome Back T Track!

13th - CNCPTA Family Night Out - Angels Vs. Dodgers at Angels
Stadium https://www.gofevo.com/event/CNUSD25

14th - 9:30 am - CNUSD Boardroom - Executive Board
Meeting - ALL Unit PTA/PTSA Presidents
19th - Executive Committee Meeting - Council Only

21st - Leadership Training - 5:00 pm to 8:00 pm - In Person
Training Event - CNUSD Learning Center Classrooms

September 8th - 9:30 am - General Association Meeting - Voting Body
2025 includes Unit Presidents, Admin, Superintendent, ECM and

ECM Standing Chairs - CNUSD Boardroom

TBD - School Smarts Academy

23rd - Executive Committee Meeting - Council Only

27th - Red Ribbon Event Kickof - TBD

TBD - RCOE Student of the Month Lunch - Community Partnership

CNCPTA 5/13/25 - V1
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CORONA-NORCO COUNCIL OF PTAS
2025 - 2026 CALENDAR
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October

2025 30th - 4th - Safety to School Week Campaign

Oth - 9:30 am - Executive Board Meeting - ALL Unit PTA/PTSA
Presidents

23-31 - Red Ribbon Week Theme -

“Life Is A Puzzle, Solve It Drug  Free”

28th - Executive Committee Meeting - Council Only

TBD - RCOE Student of the Month Lunch - Community Partnership

[J MANDATORY COMPLIANCE -ALL UNITS MUST HAVE AT

LEAST A PRESIDENT, SECRETARY AND TREASURER
LISTED IN myPTEZ AND AT LEAST 15 MEMBERS PAID
FOR BY OCTOBER 31.

November 6th - 9:30 am - General Association Meeting - Voting Body includes
2025 Unit Presidents, Admin, Superintendent, ECM and ECM Standing

Chairs - CNUSD Boardroom

**Unit Reflections Entries Due **

**CNCPTA Insurance Application Waivers Due**

TBD - RCOE Student of the Month Lunch - Community Partnership

[J 15th - MANDATORY Compliance - Federal Taxes, State Taxes
and RRF-1/CT TR-1 Forms Due
18th - Executive Committee Meeting - Council Only

24-28th - Thanksgiving Break

J MANDATORY Compliance - Insurance Premiums Due -

President will receive communication directly from
AlM/California State PTA

https://aim-companies.com/capta-insurance-renewal/

December 11th - 9:30 am - Executive Board Meeting - ALL Unit PTA/PTSA

2025 Presidents
**CNCPTA Reflections Award of Excellence Winners physical projects
due to move forward to next level judging at 23rd District PTA**
**CNCPTA CAPTA Legislation Conference Scholarships Due**

**No Executive Committee Meeting - Council Only**
OJ 15th - Mandatory Compliance - All Units Workers Comp

CNCPTA 5/13/25 - V1
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CORONA-NORCO COUNCIL OF PTAS
2025 - 2026 CALENDAR

WwWWw.coronanorcocouncilpta.com

Form Due
https://aim-companies.com/capta-wcreporting/

TBD - RCOE Student of the Month Lunch - Community Partnership
22 - Jan 9th - T Track Winter Break

22 - Jan 2nd - A, B, and C Track Winter Break

22 - D OF Track

January 5th - Welcome Back A, B and C Track
2026 12th - Welcome Back T Track
15th - 9:30 am - Executive Board Meeting - ALL Unit PTA/PTSA
Presidents

TBD - RCOE Student of the Month Lunch - Community Partnership
20th - Executive Committee Meeting - Council Only

27th - Corona-Norco Council PTA Reflections Awards

0 3ist - Mandatory - Last day to submit Workers Comp Form
https://aim-companies.com/capta-wcreporting/

[J Closeout financials and complete MID YEAR Financial Review
07/01/2025-12/31/2025.

February
2026 2nd - Welcome Back D Track

12th - 9:30 am - Executive Board Meeting - ALL Unit PTA/PTSA
Presidents

** CNCPTA Senior Scholarship Applications Due**
24th - Executive Committee Meeting - Council Only
TBD - RCOE Student of the Month Lunch - Community Partnership

TBD - 23rd District PTA Reflections Awards
TBD - CAPTA Legislation Conference capta.org

CNCPTA 5/13/25 - V1
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CORONA-NORCO COUNCIL OF PTAS
2025 - 2026 CALENDAR
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March
2026 2-4th - National PTA Legislative Conference - Alexandria, VA pta.org

9th - 9:30 am - General Association Meeting - Voting
Body includes Unit Presidents, Admin, Superintendent,
ECM and ECM Standing Chairs - CNUSD Boardroom

**Annual Historian Report Due**
17th - Executive Committee Meeting - Council Only

TBD - RCOE Student of the Month Lunch - Community Partnership
30th - April 3rd - Spring Break - T Track

April 6th - Welcome Back T Track
2026 7th - Founders’ Day Luncheon

15th - ALL PTA/PTSA Elections should be completed - Upload new
roster in My PTEZ

15th - **CNCPTA Convention Scholarships Due**
**No Executive Board Meeting this month**
16th - Executive Committee Meeting - Council Only

TBD - RCOE Student of the Year Celebration - Community
Partnership

May 2-4 - CAPTA State Convention - capta.org

2026 15th - 9:30 am - General Association Meeting - Voting Body
includes Unit Presidents, Admin, Superintendent, ECM and
ECM Standing Chairs - CNUSD Boardroom

26th - Executive Committee Meeting - Council Only

June **No Executive Board Meeting this month**

2026 **No Executive Committee Meeting - Council Only**

16th - “Summer Training Camp” Leadership Training - 9:00 am to
3:00 pm - In Person Training Event - CNUSD Learning Center
Classrooms

17 - 20th - National PTA Convention - Pittsburgh, PA http://pta.org

July 1st - New PTA/PTSA Term Starts!
2026 0J Closeout financials and complete Year End Financial Review
01/01/2026-06/30/2026.

CNCPTA 5/13/25 - V1
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Monthly Reports Due To Council

Every month CNCPTA requests copies of your monthly reports. We hold on to these reports for
your future unit boards and use them to reference if you ever need help. Units are not required
to turn their documents in but if your unit is interested in winning an “Outstanding Unit Award”
presented at our Annual Founders Day Luncheon then your documents must be submitted by
the due date to qualify for points. The only required documents that must be submitted to
Council include compliance documentation such as financial reviews, taxes, workers’
compensation form and your annual historian report.

Units can upload their documents to our monthly unit documentation form found in your monthly
smores newsletter. Please see our monthly Unit Documentation Form for scheduled due dates
found on www.coronanorcocouncilpta.com

Monthly Reports Due Include:

Minutes

Treasurer’'s Report AND Bank Reconciliation

Historian Hours

Membership Dues and Roster

Association Reports (Minutes, Secretary Report, Financial Report)
Financial Review

Any Fees Due

Copies of Completed Tax Forms

Advocacy Reports



http://www.coronanorcocouncilpta.com/

Corona-Norco Council

Corona-Norco Council PTA Monthly Unit Documentation 2025-2026

everychild.onevoice: *Italicized and Highlighted Items are COMPLIANCE MANDATORY*
Points will be tallied for each Unit and the top Units will be recognized as “Outstanding Units” at Founder’s Day

Forms may be accessed at Points Date Points
www.coronanorcocouncilpta.com Possible | Turned In | Received

August 14, 2025

[J Historian Hours - July

[(J May EBM Minutes

[0 May Treasurer’s Report

[J May Bank Reconciliation

(J June EBM Minutes

[J June Treasurer’s Report

[J June Bank Reconciliation

(J July EBM Minutes

[J July Treasurer’s Report

[J July Bank Reconciliation

[J General Association Minutes

[J General Association Treasurer’s Report

[J General Association Secretary’s Report

[J *Annual Financial Report - (7-1 to 6-30)

[CJ Board-Elect Attendance - CNCPTA May General
Association Meeting - 1 point per person

[J June Leadership Training Attendance - 1 point per
person

[J Membership Dues - manual dues collected must be -
turned in monthly

(S I NS T N T N B e e e T e e T e

September 8, 2025

[J Historian Hours - August

[J August EBM Minutes

[J August Treasurer’s Report

[J August Bank Reconciliation

[J *Approved Budget w/Date Adopted

[J Approved Calendar w/Date Adopted

[J *Year End Financial Review Report (1-1 to 6-30)

[J *Professional Governance Standards

[J Membership Dues - manual dues turn in monthly

[J *Conflict Whistleblower Forms (signed by all board
members)

[J Membership Totals - both Manual and TOTEM 2

[J August Leadership Training Attendance - 1 point
per person

[ Report of all EB OFcer/Chairman & dates when 4
each received general financial training

N Ol W W e

D

CNCPTA 6/2/25 - V2



Corona-Norco Council

Corona-Norco Council PTA Monthly Unit Documentation 2025-2026

everychild.onevoice: *Italicized and Highlighted Items are COMPLIANCE MANDATORY*
Points will be tallied for each Unit and the top Units will be recognized as “Outstanding Units” at Founder’s Day

September 8, 2025
[J Signed Reflections Agreement
[J *Council’s Unit Compliance Agreement Form signed 5
(New Form)
October 9, 2025
[J Historian Hours - September 1
[J September EBM Minutes 1
[J September Treasurer’s Report 1
[ September Bank Reconciliation 1
[J General Association Minutes 2
[J General Association Treasurer’s Report 2
[ General Association Secretary’s Report 2
[J *Unit Required 3 OFcers and Board Roster Entered 5
into MyPTEZ
[J *Membership Roster - both Totem and Manual
[J *Adopted Financial Review Report page 1 only - with 5)
dates Adopted by Board and Association
[0 Membership Totals -both Manual and TOTEM (15 2
members min. required for compliance)
[J Advocacy/Outreach Assessment $100.00 5
[J Council Gen’l Assessment Fee ($200.00 5
Elementary/Academy - $100.00 Intermediate/High
School)
[J Signed Reflections Agreement 3
[J *Copy of Tax Form 990N/990EZ Filing 6
[J *Copy of Tax Form 199N/199 Filing
[J *Copy of RRF-1w/CT-TR-1 (if applicable) Filing o
[ Attendance - CNCPTA September General 0
Association Meeting - 1 point per person
[J Membership Dues - manual dues turn in monthly
November 6, 2025
[J Historian Hours - October 1
[J October EBM Minutes 1
[J October Treasurer’s Report 1
[J October Bank Reconciliation 1
[J Membership Dues - manual dues turn in monthly _
[J Reflections Entry Submissions 4
[J Membership Totals - both Manual and TOTEM 2
[J *Insurance Premium - pay directly to AIM-Pay Early 5

CNCPTA 6/2/25 - V2



Corona-Norco Council

Corona-Norco Council PTA Monthly Unit Documentation 2025-2026

everychild.onevoice: *Italicized and Highlighted Items are COMPLIANCE MANDATORY*
Points will be tallied for each Unit and the top Units will be recognized as “Outstanding Units” at Founder’s Day

December 11, 2025

Historian Hours - November
November EBM Minutes
November Treasurer’s Report
November Bank Reconciliation
Membership Dues - manual dues turn in monthly -
Membership Roster - both Manual and TOTEM 4
*Insurance Premium - pay directly to AIM- Pay on
Time 3
[J *Worker’s Compensation Form - send directly to AIM 5
[J Attendance - CNCPTA November General
Association Meeting - 1 point per person
[ Membership Totals - both Manual and TOTEM 2

_ = =

0000000

January 15, 2026

[J Historian Hours - December

[(J December EBM Minutes

[J December Treasurer’s Report

[J December Bank Reconciliation

[J General Association Minutes

[J General Association Treasurer’s Report

[J General Association Secretary’s Report

[J Membership Dues - manual dues turn in monthly
[J Membership Totals - both Manual and TOTEM

[J Worker’s Compensation Form - send directly to AIM 3

N NN DN - - - -

N

February 12, 2026

[J Historian Hours - January

[J January EBM Minutes

[J January Treasurer’s Report

[J January Bank Reconciliation

[J Membership Dues - manual dues turn in monthly
[J *Mid-Year Financial Review Report (7-1 to 12-31)
[J Membership Totals - both Manual and TOTEM 2

[EEEG TN N S

ol

March 9, 2026
[J Historian Hours - February 1

[J *Historian Annual Report (Estimate the hours for 5
March - June)

[J February EBM Minutes 1

CNCPTA 6/2/25 - V2



Corona-Norco Council

Corona-Norco Council PTA Monthly Unit Documentation 2025-2026

everychild.onevoice: *Italicized and Highlighted Items are COMPLIANCE MANDATORY*
Points will be tallied for each Unit and the top Units will be recognized as “Outstanding Units” at Founder’s Day

March 9, 2026
[J February Treasurer’s Report
[ February Bank Reconciliation
[J Membership Dues - manual dues turn in monthly
[J Membership Roster - both Manual and Totem
[J Council Founder’s Day Reservations & Payment
[J Council PTA’s Unit Spotlight Award Application
[J Membership Totals - both Manual and TOTEM

[N

N ol ol N

April 6, 2026

[J March EBM Minutes

[J March Treasurer’s Report

[J March Bank Reconciliation

[J Convention Attendance

[J *Board-Elect Unit Rosters with emails and phone
numbers - upload into MyPTEZ and copy to Council
by April 15, 2026

[ Attendance - CNCPTA March General Association
Meeting - 1 point per person

[J Membership Totals - both Manual and TOTEM

[J Membership Dues - manual dues turn in monthly

May 15, 2026

(J April EBM Minutes

[J April Treasurer’s Report

[J April Bank Reconciliation

[J General Association Minutes

[J General Association Treasurer’s Report

[J General Association Secretary’s Report

[J *Adopted Mid Year Financial Review Report page 1
only - with dates Adopted by Board and Association

[J Membership Totals - both Manual and TOTEM

[J Membership Dues - manual dues turn in monthly

June 2026 - **will be requested in August 2026 for points

May EBM Minutes**

May Treasurer’s Report**

May Bank Reconciliation**

Membership Totals - both Manual and TOTEM
Membership Roster - both Manual and TOTEM
Membership Dues - manual dues turn in monthly

oo000ooo

CNCPTA 6/2/25 - V2



Corona-Norco Council

Corona-Norco Council PTA Monthly Unit Documentation 2025-2026

everychild.onevoice: *Italicized and Highlighted Items are COMPLIANCE MANDATORY*
Points will be tallied for each Unit and the top Units will be recognized as “Outstanding Units” at Founder’s Day

June 2026 - **will be requested in August 2026 for points

[J Council Leadership Training Attendance - 1 pt per
person ** points issued in August 2026

[J Attendance CNCPTA May General Association
Meeting - 1 pt per person ** points issued in August
2026

CNCPTA 6/2/25 - V2



Trainings

CNCPTA will offer both IN PERSON and general financial virtual training this year. (Virtual
training will be available later in the term.) Every officer must be trained in both their position
AND general finance. Any volunteer that will be handling money must also take general
financial training. A record of officer training should be kept in the President's binder. Training
is a PTA insurance requirement and must be done. Training dates will be announced at
meetings and also emailed to the email address registered in myPTEZ.

NOTE: 23rd District PTA will also offer training dates but their training is not specifically tailored
to our CNCPTA requirements and CNUSD.

Please email leadership@coronanorcocouncilpta.com with any questions.

A Training Tracker PDF is available at www.coronanorcocouncilpta.com under forms tab



mailto:leadership@coronanorcocouncilpta.com
http://www.coronanorcocouncilpta.com/

31Lvd ONINIVY L

301440 ANV 31vd 3201440 dNVY 31vd 321440 ANV 3.vd AVIONVNIA
ONINIVY ] 321440 ONINIVY | Jd321440 ONINIVY ] d321440 AVHINTD ANYN
oc- 0¢c —dv3IA 1vYOsid ~LINN

ONINIVYL 40 A40J3Y4 SVY1d 40 TIDNNOJ OJYON VNOUODI




31vd ONINIVY L
401440 ANV 31vg 301440 ANV 31vg d21440 ANV 3.vd AVIONVNIA
ONINIVY ] 4321440 DNINIVY | 3321440 DONINIVY ] ¥301440 AVHINTD ANWVN

ONINIVYL 40 A40J3Y4 SVY1d 40 TIDNNOJ OJYON VNOUODI




Memberships

Membership Envelopes (Distribute Envelopes/Collect Funds - Manual)

e Money is manually collected by distributing membership envelopes ($15 per box of 500-
contact council if you would like to order).

e PTA cards MUST be distributed to paid members (Free - contact council).

e Membership funds not belonging to the unit are forwarded up monthly to CNCPTA.
$6.25 per membership with new adopted National PTA Increase - see next sheet for
information. Please send payment to Corona Norco Council of PTAs along with Council
Remittance Form to PO Box 77595 Corona, CA 92877.

TOTEM (Online Membership Platform)

e Money is automatically deposited into the PTA account.

e Verify that the number of memberships on TOTEM as well as any donations are included
on all reports.

e Portion “not belonging to the unit” is not included on the budget.

e eMembership for June is applied to the following year

e Members pay the $1.00 TOTEM member fee; PTA pays the TOTEM fee for processing
donations.

Key Things to Remember

e VP of Membership (or chair) and Secretary have the official membership list (ALL
memberships including both manual AND TOTEM).

e Verify membership recorded and deposited equals total number of memberships.

e Have membership dues been recorded and divided correctly between the association
portion and income “not belonging to the unit (or council or district)”?

e Verify that income “not belonging to the unit” has been forwarded as a
disbursement/remittance through channels before June 1.

e Questions contact membership@coronanorcocouncilpta.com



mailto:membership@coronanorcocouncilpta.com
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National PTA
Dues Increase
Implementation July 1, 2025

At the June 2024 National PTA convention, delegates adopted a motion to increase the
National PTA portion of the dues by $1.00 for a total of $3.25 per member. The
increase will become effective July 1, 2025.

PTA units write in the following on their current bylaws:
Article IV, 4b — strike $2.25 and insert $3.25*.
Add: *Proviso: For the period July 1, 2024 to June 30, 2025, the National PTA
dues portion will be two dollar and twenty-five cents ($2.25), and will increase
to three dollars and twenty-five cents ($3.25) on July 1, 2025.

The association must be informed on all options and must vote on which option to use.

To pass along the $1.00 increase, it is not necessary to

Option 1 send your PTA bylaws through channels for approval.
Your PTA unit begins Your PTA unit would add the $1.00 to whatever amount
collecting $3.25 per capita ) is now being collected from each member. No bylaws
National PTA portion on submittal is required.
July 1, 2025
For example, your PTA unit that currently collects $5.00
per member would now collect $6.00 per member.
This new amount would be handwritten into the bylaws
at Article IV, Section 4 and would revise Sections 4.b.1
and 4.b.5.
Option 2 The new amount ($3.25) must be forwarded through

channels — to council if in council, or to district if out-of-
council. The difference between what is collected per
member and what is to be remitted would be included in
your PTA unit's budget. Your PTA unit would make the

Your PTA unit does not
wish to collect the
increase from members

necessary changes to Sections 4.b.1 and 4.b.5. No
bylaws submittal is required.

Your PTA unit may vote to increase its dues by following

Option 3 the regular process for revising bylaws, which includes
Your PTA unit wishes to an initial executive board vote and concludes with the
propose an increase to the adoption vote of your PTA unit's membership following
dues in addition to the the approving signature of the California State PTA
National PTA increase parliamentarian. The new dues amount would be

effective upon adoption by the membership.

06/30/2024



Corona-Norco Council PTA

2025-2026

MEMBERSHIP INCENTIVE PROGRAM
Creating Community

Through Membership!

Monthly Challenges & Prizes!

All units can enter through membership challenge google form.
All units meeting monthly challenge goal will enter an opportunity drawing to win!

AUGUST -
Start Strong!

Challenge: Principal
teachers join your PT

Prize: Custom "Welcome to

PTA!" Front-Office Poster (Not

to exceed $30)

NOVEMBER -
TOTEM Takeover!

TOTEM

Prize: Custom QR code Wa
poster (Not to exceed $40) Lz

February -
Fall in Love with PTA

Challenge: Add 17
Members for Founders D

Prize: $60 store credit .
v

for office supplies

Most Overall Members

Most Student Members
Highest % of Staff Membership
Most Improved from Last Year

Awards Include: Framed Certificate,
Mini Trophy, Social Media Spotlight!

Challenge: Be active on

Bonus Awards at
Founders Day! ,

SEPTEMBER - OCTOBER -
Community Connectors Families First!

Challenge: challenge: Enroll Challenge: 10 Family/

Local Official (School Board/City Grandparent/ Community
Council/First Responder) Members

Prize: $25 store credit for E Prize: $25 PTA store
PTA meeting snack bar credit —

DECEMBER -

JANUARY -

Staff Shout-Out! New Year, New Members!

Challenge: 15 New
Members after Winter Break

Challenge: 50%+ Staff
(including Principal) Membe

Prize: Custom PTA event
backdrop (Not to exceed $80)

Prize: Staff Appreciation V)
Banner (Not to exceed $40) _

MARCH -
Finish Line Fever!

APRIL -

Online Hustle!

Challenge: Have 20 More
Members over Last Year(24-25)
Membership

Challenge: 50%+
Memberships via TOTEM

Prize: personalized PTA

Prize: Customized PTA Meeting

Banner (Not to exceed $50) Tablecloth (Not to exceed $80)

Membership Points System

Participate in a Monthly Challenge = 10 points

Meet Monthly Challenge Goal = 20 points

100% Principal + Assistant Principal Membership = 15 bonus points
Increase Membership by 10% over last year = 30 bonus points
First Unit to Complete a Challenge = 5 bonus points

Grand Champion: Top Scoring Unit wins $100 to spend at district
store or print shop!




Compliance - These Elements Must be Complete in Order
to Operate

Keep Your Unit in Good Standing

e Atleast 15 members by date designated in bylaws (Typically October 31.)
e All officers and chairs must be members.

Current Bylaws
e Less than 5 years from the date of California State PTA parliamentarian’s signature.
Insurance Premium Paid

e Insurance premiums will be paid directly to AIM Insurance Services, emails will go out to
both president AND treasurer listed in MY PTAEZ.

e Every year you need to figure out a 10% increase, based on last year we suggest a
$300.00 budget line included in your budget

Worker Compensation Form Remitted

e Submitted directly to AIM Insurance whether anyone was paid by the PTA or not.
e Must be submitted by January 31.

Taxes Filed - ALL 3 (4) Must be Completed

e Required by the 15th day of the 5th month after the end of the fiscal year. (November 15
for most.)

#1 -Federal: 990n/990/990EZ

#2- State: 199n/199

#3- Charitable Trust Form

#4 - CT-TR-1 - If less than $50,000.00 income, you must also fill out this form.

Help is available: http://capta.org/pta-leaders/services/tax-filingsupport-center/.

Budget for tax preparation services if needed! (Especially if income is over $50,000.00.)



http://capta.org/pta-leaders/services/tax-filingsupport-center/

PTA Levels- Who Do | Contact for Help?

To receive help in a timely manner please contact Corona-Norco Council PTA for assistance first.
If you skip Council PTA and go to 23rd District PTA, State or even National PTA, your question will
be forwarded back down the channels and it will take a longer time to get an answer.
Corona-Norco Council PTA assigned each unit a Liaison. You can reach out to your assigned
Liaison, to the specific Council O cer that chairs that specific topic, or email the President
directly.

National PTA
A
CA State PTA
A
23rd District PTA
A
Corona-Norco Council PTA

A

Your Unit PTA




Types of Meetings

Association Meetings

First Meeting (August/September) Approve your budget, calendar, programs, and
fundraisers. Adopt year-end audit and present the previous fiscal year's Annual Report.
Release funds, ratify checks, share information from PTA, school district, and more!
Second Meeting (December/January) Elect Nominating Committee. Adopt mid-year audit
(if in January). Amend budget if necessary. Release funds, ratify checks, share information
from PTA, school district, and more!

Third Meeting (March/April) Elect board for the following year! Amend budget if necessary.
Release funds, ratify checks, share information from PTA, school district, and more!
Fourth Meeting (May/June) Board-elect presents budget for preliminary adoption and
funds release for summer expenses. Ratify checks, share information from PTA, school
district, and more!

The Association is the Primary Authority! (Think “Big Picture”)

Adopt the budget

Release Funds

Review financial reports

Approve minutes

Ratify the actions of the executive board
Elect the nominating committee

Electo cers




Types of Meetings

Executive Board Meetings

Have You Been Elected or Appointed to a PTA Position? You're on the Executive Board!

30 days to vote, debate, or be elected to o ce.

Principal and a teacher representative are members with voting rights.

Meets monthly (check standing rules)

Check for quorum in the unit bylaws

At least ten days notice of general business to be discussed for all executive board
meetings; at least 14 days between executive board and association meetings.

The Executive Board Handles the Work the Association Approves! (Think “Daily Snapshot”)

Adopt the plans to present to the association

Pay bills from funds released by the association

Review financial reports

Approve minutes

Ensures audits and records are complete and forwarded through channels/uploaded to
MyPTEZ

Fills vacancies post-election

e Carries out the work of the PTA!




PTA Rule of “Two”

Counting Money

o Funds must be counted by two people, one of whom is an o cer/chairman.

o Use the Cash Verification Form

o Deposits should be made as quickly as possible in the PTA account — never school or personal!

o A non-checksigner reviews and signs bank statements and reconciliations monthly to
double-check.

Authorizing Payments

o Signed by the president and secretary (verifying in the minutes!)
o Use the Payment Authorization Form

Signing Checks

o Two check signers must sign every check.

Signing Contracts

o Two o cers must sign every contract.

o “CNCPTA, by Amber Pelland, President and Christen Vargo, Vice President of Leadership”




Advocacy Opportunity Ideas - Month By Month Calendar

Here are some ideas to help plan your program year. It's best to pick the advocacy ideas
that best reflect the needs of your school community! You can pick one, none or all of
them - It’s up to you! Remember the idea is to help spread awareness! Have fun and be
creative! Questions? Contact advocacy@coronanorcocouncilpta.com

August
Kaitlyn's Law/Purple Ribbons https://riversideca.gov/rpd/resources-forms/kaitlyns-law

September
Childhood Cancer Awareness Month/Gold Ribbons

October
Red Ribbon Week, Anti Bullying/orange ribbons and Breast Cancer Awareness month

November

World Kindness Day November 13th, National Diabetes Awareness
Month

December
"Enjoy your community"/Yellow Ribbon Month, Give the gift of literacy

January
National Mentoring Month

February

American Heart Month, Black History Month, Teen Dating Violence Month, Happy Lunar New
Year and National PTA Take your Family to School Week

March

Women's History Month, National Nutrition Month, Read Across America
Day

April
National Volunteer Month, National Autism Month, Stress Awareness Month, Child Abuse
Awareness Month

May

National Mental Health Awareness Month


mailto:advocacy@coronanorcocouncilpta.com
https://riversideca.gov/rpd/resources-forms/kaitlyns-law

Corona-Norco Council PTA 2025 — 2026

Amazing Advocate Program

Help keep track of your Amazing Advocacy Programs your PTA/PTSA has participated in this
year with this sheet. Earn points by uploading your advocacy programs to our Advocacy Google
Form every month! The units with the most points will be eligible to win the Amazing Advocate
Award, which will be presented on April 7, 2026 at the Annual Corona-Norco Council PTA
Founders’ Day Luncheon.

DOCUMENTATION

To be eligible, units must submit their programs every month to the Advocacy Google Form:
ENTER FORM LINK HERE- coming soon!

DEADLINE
All documentation must be submitted no later than March 12, 2026, by 11:59 P.M.
UNIT NAME:

UNIT PRESIDENT:

Raise Awareness to Promote Child Health & Safety

Advocacy Month By Month

Auqgust 2025

[J PURPLE RIBBONS = (1) point
[J Decorate your school with purple ribbons to raise awareness for Kaitlyn’s Law.
Don’t Forget — Double Check! No Kids Left in Cars!

O DESIGNATE PURPLE SPIRIT DAY_= (1) point
The campus community wears purple to support Kaitlyn’s Law!

[J DELIVER PURPLE MESSAGE = (1) point
Share information about heatstroke (hyperthermia) and Kaitlyn’s Law through
newsletters, websites, social media, posters, or banners.

Revised 05/2025 -1 of 4



September 2025

0 GOLD RIBBONS_= (1) point
Decorate your school with gold ribbons to promote Childhood Cancer Awareness
Month.

O DESIGNATE GOLD SPIRIT DAY_ = (1) point
The campus community wears gold to support Childhood Cancer Awareness
Month!

O DELIVER GOLD MESSAGE = (1) point
Share information about childhood cancer through newsletters, websites, social
media, posters, or banners.

OJ = (1) point
Decorate your school with orange ribbons to promote kindness and anti-bullying
programs and initiatives.

O = (1) point
The campus community wears orange to support kindness and anti-bullying
initiatives!

O = (1) point

Share information to promote kindness and anti-bullying programs and initiatives
through newsletters, websites, social media, posters, or banners.

October 23 - 31, 2025

0 RED RIBBONS = (1) point
Decorate your school with red ribbons to raise awareness for National Red
Ribbon Week. Promote drug prevention campaigns and activities.

0 DESIGNATE RED SPIRIT DAY = (1) point
The campus community wears red to support National Red Ribbon Week!

[J DELIVER RED MESSAGE = (1) point
Share information to promote drug prevention campaigns and initiatives through
newsletters, websites, social media, posters, or banners.

Revised 05/2025 -2 of 4



November 2025

O BLUE RIBBONS IN NOVEMBER = (1) point

Decorate your school with blue ribbons to promote Juvenile Diabetes Awareness
Month.

O DESIGNATE BLUE SPIRIT DAY = (1) point
The campus community wears blue to support Juvenile Diabetes Awareness
Month!

0O DELIVER BLUE MESSAGE = (1) point
Share information about juvenile diabetes through newsletters, websites, social
media, posters, or banners.

Bonus Points!!!

[J Food Drive = (5) points
Organize a food drive in your campus community.
Earn (5) bonus points for organizing a Corona-Norco Settlement House Food
Drive.

[J Blood Drive = (5) points
Organize a local blood drive with the American Red Cross or LifeStream.

[J Advocacy Project = (5) points
Develop/implement a project to meet the needs of children in your campus

community.

[J Kindness Campaign = (5) points
Create and implement a fun way to incorporate kindness on campus.

[J Community Advocacy = (20) points
Host a PTA/PTSA activity booth at a local community event.

[J Erom Graduating to Advocating = (5) points
Enroll in EA100 and become a graduate by completing all ten chapters of the

program. Must submit confirmation of completion.https://ed100.0rg

Revised 05/2025 - 3 of 4


https://ed100.org

[J California State PTA Legislation Conference = (5) points
e Date TBD (usually February):

https://capta.org/programs-events/legislation-conference/

e Send a member from your unit to the California State PTA Legislation
Conference.

e Your unit may apply for a scholarship to attend the Legislation Conference
through Corona-Norco Council PTA by emailing the following officers:
president@coronanorcocouncilpta.com, evp@coronanorcocouncilpta.com, and
leadership@coronanorcocouncilpta.com prior to January 10th, 2026.

[J Leqislative Advocacy = (5) points
e Participate in the Corona-Norco Council PTA Legislative Safari.

The tentative date will be determined based on interest and participation.

[J Advocacy Alerts = (5) points
e \When requested, attend the local school board, city council, or county supervisor

meeting(s).
e A representative from Corona-Norco Council PTA will be present to confirm
attendance.

[J California State PTA Spotlight Award = (5) points

Share your unit program(s) by applying for the California State PTA Spotlight
Award.

https://capta.org/programs-events/awards-for-ptas/spotlight-awards/

Apply to CAPTA by March 1, 2026, and submit confirmation of e-mailed
application(s).

[J Corona-Norco Council PTA Spotlight Award = (5) points
New this year!

Share your unit program(s), and your unit will be eligible to win $200 for
merchandise through Shop PTA or marketing materials through the CNUSD Print
Shop.

e https://docs.google.com/forms/d/e/IFAIPQLScgL NO68HT Cei7-zhCRyy4uW-EY
c1QjLgHCz3v-fRp2Y CYcBA/viewform?usp=sharing

Total points:

Verified by council representative/date:

Revised 05/2025 -4 of 4
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Budget

A sample budget is included to help you get started. Your budget should be built around your
calendar and your fundraisers should be planned to fund your budget.

Council Fees ****May Be Updated*****

1. Council Assessment Fee - $200 for Elementary, $100 for Intermediate and High
Schools

2. Council Outreach/Advocacy Fee - $100

3. Founders Day Fee - $30 per person (Unit allowed up to 12 guests including their admin
rep and honoree)

Compliance Fees

1. Insurance Premium (Suggested $300).
2. Taxes (If you pay a tax preparer).

Other Suggested Budget Line Items

California State PTA Legislative Conference
California State PTA Convention (Fresno - 2026)
National Legislative Conference

National PTA Convention

PN
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BUDGET (SAMPLE)

FISCAL YEAR
Name of Unit IRS EI#
Council District PTA
Bank Name Account #
Bank Address
BALANCE ON HAND from previous year $
ESTIMATED RECEIPTS
Administration
Interest Income $
Membership dues (unit portion only) $
Donations $
Membership dues, Totem (unit portion only) $
Donations, Totem $
Program Income (list programs individually)
$
Fundraising Income (list fundraisers individually)
Spirit Wear Sales $
TOTAL $
RECEIPTS NOT BELONGING TO UNIT
Council, district, State and National PTA membership per capita $
Founder’s Day Freewill Offering $
TOTAL $
TOTAL RECEIPTS $

ESTIMATED DISBURSEMENTS
Operating Expenses
Membership Envelopes

Insurance Premium

Newsletter and Publicity
Council/district leadership workshops

Convention (State/National PTA)

Officer and chair expense reimbursement

Past President’s Pin

Honorary Service Award

State Charity Registration Renewal (RRF-1 filing fee)

Electronic Payment Processing Fees

Totem Donation Processing Fees

Program Expenses
Programs and assemblies

Reflections Program

Family Engagement

Emergency Preparedness
Hospitality

Fundraising
Carnival

Book Fair

Gift Wrap

Carry-over to next year

Unallocated Reserve

TOTAL

DISURSEMENTS NOT BELONGING TO UNIT
Council, district, State and National PTA membership per capita

@ & @ B B B H L & & B P B R R R o R R

Founder’s Day freewill offering

TOTAL $

TOTAL DISBURSEMENTS $

BALANCE ON HAND $

Date

Treasurer’s Signature

(Sample only, please customize with the programs and fundraisers specific to your unit.)
Revised October, 2024



Bylaws

Everyone in your executive board must have a copy of your unit's bylaws. Bylaws should be reviewed
annually, and updated every five (5) years by the bylaws committee of the association, chaired by the
parliamentarian. The procedures and instructions to complete the bylaws are found inside the front cover
of each set of bylaws. You will receive an email if your bylaws are out of date and need to be reviewed and
updated this year. Below you'll find instructions and helpful resources to get you started. Please reach out
if you have any questions. We are here to help you.

Instructions:

1. Request your Ebylaws access (see below). If you cannot access your bylaws or DO NOT have a current
copy you can email president@coronanorcocouncilpta.com for a copy.

2. Meet with your bylaws committee and review your bylaws. (use the bylaws worksheet)

3. Go into the Ebylaws website and make your changes.

4. Download a copy of the changed bylaws.

5. Submit a copy of the changed bylaws along with the bylaws submittal form to
parliamentarian@coronanorcocouncilpta.com

6. Once received, the Council will forward your changes to 23rd district where they will be reviewed and
then sent to CA State PTA for approval.

7. Once approval from the State comes back you will need to present your bylaw changes at your next
association meeting for association approval. (Motion)

8. Last Step!!! Once your association approves your changes add the dates/signatures to your bylaws
submittal form and upload that form and your new bylaws into your PTAEZ account under document
management tab. If you need access to your PTAEZ account please email
president@coronanorcocouncilpta.com for login info.

9. Congratulations!!! Once you've completed these steps your unit is good with your bylaws for the next 5
years!!! (Although since we do have board changes it is suggested to review your bylaws with the board
once a term).

Request your EBylaws Access: https://capta.org/pta-leaders/services/ebylaws/
Essential Role of Bylaws: https://capta.org/pta-leaders/run-your-pta/bylaws-and-standing-rules/

Unit Bylaws Worksheet Attached: This sheet will help you review your bylaws with your board.
Once completed you can change your bylaws with any updates in the Ebylaws online.
(Hint**This is a great cheat sheet just to fill in and keep in your binder with all your important unit
information)

Easy Bylaws review PDF

Instructions for Completing Bylaws PDF

Bylaws Q&A:
https://capta.org/pta-leaders/run-your-pta/bylaws-and-standing-rules/meeting-notice-quorums-a
nd-voting/bylaws-ga/
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UNIT BYLAWS WORKSHEET FOR E-BYLAWS

INSTRUCTIONS: Fill out this worksheet to record information about your unit’s Bylaws. It
provides a quick summary for building your Bylaws online with the E-Bylaws Program.

UNIT INFORMATION (AUTO-FILLS IN E-BYLAWS WITH UNIT DATA):

Unit Legal Name:

Name of PTA District: 23rd District PTA

Name of PTA Council: Corona Norco Council PTA

School Street Address:

City: ZIP:
PTA Organization Date: Grades in School:
Fiscal Year Starts: Fiscal Year Ends:
National PTA ID #: California PTA ID #:
IRS Federal El #: FTB #: CT #:

Individually Incorporated Unit — Corporation #:

Membership Dues: $ per member (and program auto-fills the following data):
$2.25 National PTA, $2.00 California State PTA  § District $ Council
$ (This amount remains in unit.)

Officers: President, Secretary, Treasurer, Parliamentarian and Historian and
(Check all of your unit board positions):

[] Executive Vice President EVP serves notice of president’s vacancy? [] Yes [] No

[ Vice Presidents — How many? [] Corresponding Secretary
[C] Financial Secretary [] Auditor
Nominating Committee: # of Members: # of Alternates:

Date officers assume duties (month/day e.g. July 1):

Association Meetings: (Week/Day e.g. Third Monday):
Months:
Months:
Annual Meeting Month: Quorum (the greater of 11 or # of officers + 4):
Special Meetings called at written request of (number) of board members.

Revised: July 2019
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Board Meetings: (Week/Day e.qg. First Monday):

Amount authorized for unbudgeted items between association meetings: $

Special Meetings called at written request of (number) of board members.

Quorum (the greater of 5 or majority of officers + 1):

Council Membership (Auto-fills in E-Bylaws with Council Information):

Number of additional delegates for regular meeting:

[] Elected OR [] Appointed in (Association meeting month.)
Length of term: year(s)  # of additional delegates for Annual Meeting:
Council Assessment (if any) $ Due to council on:

Vice Presidents: (Add area of responsibility and title for VPs — e.g. ‘Programs Chairperson’):

First Vice President serves as

Second Vice President serves as

Third Vice President serves as

Fourth Vice President serves as

Fifth Vice President serves as

Sixth Vice President serves as

Additional Check Signer: (Elected officer who does not reside in same household as president,
treasurer, financial secretary, or auditor. Also, can’t be the secretary or the auditor):

President, treasurer and:

Standing Committees (List committees that function all year):

|:| Membership |:| Programs |:| Fundraising |:| Hospitality |:| Family Engagement

Note: If you have 10 or more standing committees, increase your minimum board and association quorums by
half their number (e.g., 10 standing committees: increase quorums by 5). Specialists such as a volunteer
coordinator or webmaster are not included in this list.

Revised: July 2019
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INSTRUCTIONS — To submit updated bylaws for review and approval:
x Complete this form, listing proposed bylaws amendments on page 2
x  Send form and three (3) double-sided copies of updated Bylaws and Standing Rules plus four (4)
extra Signature Pages to your council PTA, if in council, or your district PTA

1. PTAINFORMATION:
Unit:

council: €orona-Norco Council of PTAs
District pPTA: 23rd District PTA

Organization Date:
California State PTA ID#:
National PTA ID#:

Employer Identification #:

Franchise Tax Board #:

Registry of Charitable Trust #:

Incorporation #:

Grade Levels:

Fiscal Year:

2. THE ENCLOSED BYLAWS AND STANDING RULES (Check all that apply):
[] New Unit [] New Council [] organization Date:
[l Update to current standard bylaws with no changes
[J change of Status/Fiscal Year (District PTA to attach original COS form signed by district president)
[J Proposed amendments as listed on page 2

[J Additional Standing Rules attached [J No additional Standing Rules
FOR OFFICE USE ONLY — DISTRICT PTA OFFICER/CHAIRPERSON TO COMPLETE:
Name:
District Position: [ ] President [J Parliamentarian [J other
Street Address:
City: Zip Code:
Email: Phone:
Date Submitted to District PTA: Date Submitted to State PTA:
California State PTA Advanced Leadership Tools

July 2017

REJ J



3. LIST OF AMENDMENTS - For each proposed amendment to the bylaws:
x  List the current wording and the proposed change

Bylaws updated with: No changes Changes as follows:

Page # | Article# | Section # Proposed Amendments (Attach additional pages if necessary)

4. BYLAWS SUBMITTED BY (Please print or type):

! 0N, - .8/) 01 L 13#(& SO, - .§/) 0142

5.6)!

78917108151 #2!

2)H9; ;%)002!

, 92!

=5/1,1;)2

7-1#)1!

>6.42

Revised: August 2018

California State PTA Advanced Leadership Tools
July 2017




Financial Review

Your unit must complete at least 2 Financial Reviews in a year. You must also complete
whenever bank accounts are closed or check signers are changed/removed.

1. End of Year Financial Review (January 1, 2024- June 30)
2. Mid-Year Financial Review (July 1, 2023 - December 31st)

Who completes a Financial Review?

e Your elected PTA financial reviewer provided they are qualified.

e Your financial reviewer and review committee (Need committee if your elected Financial
Reviewer does not have a qualified financial background.)

e A Financial Review Committee - anyone that did not touch pta money during that review
period AND not related to check signers by blood, marriage or reside in same household

e Council

e Paid independent Financial Reviewer (NO review committee needed if the financial
reviewer is CPA, etc..)

Financial Reviewer Duties

All accounts are reviewed separately. (Every account needs a separate review.)
Trace financial transactions through all the records.

Ensure proper accounting for income and expenditures.

Ensure that all expenditures have been authorized in the minutes.

A Financial Reviewer is never a check signer, not an appointed officer, chair or any
related individuals.

Please email your Financial Review, including checklist, recommendation page AND bank
statement to financialreviewer@coronanorcocouncilpta.com.

You will also need to upload a copy of your Financial Review to your myPTEZ account. If you
need help with your Financial Review please reach out to
financialreviewer@coronanorcocouncilpta.com

Remember, your Financial Reviews are a compliance requirement from California State
PTA and our insurance company AIM. If reviews are not completed, the insurance
company may deny any claim made.


mailto:financialreviewer@coronanorcocouncilpta.com
mailto:financialreviewer@coronanorcocouncilpta.com

Five Minute Financial Review Procedure

® Step 1:! Look at the checks. Verify

»  Two signatures on every check
 Payee, amount and date match the treasurer’s report

. Purpose of payment is included in the check’s note section

® Step 2:! Look at the deposits. Verify

» Date and amount match the treasurer’s report

»  Deposits have been timely

® Step 3:! Assure no online payments or withdrawals have been made using a debit/ATM card.

Assure no cash withdrawals have been made.

® Step 4:! Reconcile the bank statement to the treasurer’s report.

*  Make adjustments for checks that have not cleared and deposits not shown.

® Step 5:! If necessary, contact the treasurer to determine the source of any errors. Corrections, if
required, are included in the next treasurer’s report. Report findings, if any,! to unit president,

treasurer and financial reviewer (if the reviewer isn’t the financial reviewer).

The five-minute financial review will not reveal that the treasurer allocated income incorrectly, but it
will point out that a deposit showing on the treasurer’s report didn’'t actually make it to the bank or that
a check cashed by the bank didn’t show up on the treasurer’s report. If this happens, ask more

guestions and investigate further.

Notes:
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FINANCIAL REVIEW REPORT

Date Fiscal Year

Name of Unit IRS EIN
Council Corona-Norco Council PTA District PTA 12

Bank Name Acct Name
Bank Address City/Zip
Membership Dues Per Bylaws $
Total Members YTD E-Members YTD

Dates covered by this review to

Check numbers included in this review to

BALANCE ON HAND as of end of the last review period (date)

RECEIPTS since last review TOTAL

DISBURSEMENTS since last review
BALANCE ON HAND as of (date)

B HHPH P

BANK RECONCILIATION
BANK STATEMENT BALANCE as of (date)
DEPOSITS not yet credited (add to balance)
$ $ $

@+

UNCLEARED CHECKS (List check number and amount)

# $ # $ # $
# $ # $ # $

TOTAL uncleared checks (subtract from balance) $
BALANCE in bank account as of (date) $ *

*These lines must balance

Read the followingw h e n fihahc&l reviewer's r e p or t | havwe exgninecdtime:financial records of the treasurer
of PTA/PTSA and find them:

[ Correct with no recommendations.

[ Correct with the attached recommendations.

] Substantially correct with the attached recommendations and findings.

[] Partially correct. More adequate accounting procedures need to be followed so that a more thorough
financial review report may be given.

incorrect
Attach separate report of explanation and recommendations to executive board.
A separate financial review form must be completed for each bank account.

Date Financial Review Completed Date Review Examined by Committee

Date Executive Board Adopted Date Association Adopted

Financial Reviewer s Siegnat ur Pr i mNtaeng

Financial Reviewer is a qualified accountant? |:|Yes |:| No (If Yes, Financial Review Committee is not required.)

Definition of qualified accountant can be found in the Insurance Guide.

Review Committee Signature(s)

(Copies to: unit president, secretary, and treasurer;
Upload a copy of the report and findings as one file to the document retention system)

Revised November 2022




PIA

everychild.onevoice.

),1$1&,%/7 5(9,( = CHECKLIST Unit Name Date

DESCRIPTION
Financial Records Provided: List missing records/forms not completed on recommendation report.

YES NO N/A

0 Bylaws & Standing Rules [ Budget(s) O Last )IQDQFLD) 5HYIHZ Report [ Ledger [ Checkbook register

0 Cancelled checks (including voids) O Authorizations for Payment O Cash Verification Forms [12QIQH "HSRVLI )RIP
0 Bank statements bank books deposit slips 0 Bank Reconciliations [ Receipts/bills 0 ()7 $&+ %Ll 3D\ )RIPV

0 E[HF Eoard minutes [ Association minutes Committee reports U Treasurer Reports (Board & Association)

0 Financial Secretary Records 0 Annual Financial Report [ Workersf Compensation Annual Pa\roll Report form

0 IRS Forms 990/990EZ/990N (I State Form 199 ([State Form RRF-1 [State Form &7 75 (if required)

As required for PTAs with employees or independent contractors:

0 IRS Form 941 O IRS Form 1099 [0 State Form DE-6 (1 State Form DE-542  Other:

Beginning Balance Records

1. Check to see if amount shown on first bank statement (adjusted for outstanding checks and deposits) corresponds to
the starting balance recorded in checkbook register, ledger, treasurer{s report and ending balance of last IlQ UHYIHZ

Bank Reconciliation

1. All bank statements opened SUQIHG, reviewed, signed & dated monthly by non-check signer

2. All bank statements reconciled by treasurer and reviewed, signed & dated monthly by non-check signer

3. Ending balances (checkbook register, ledger and treasurer report) agree with last bank statement
(adjusted for outstanding checks and deposits not posted to bank statement)

4. Deposits and Checks Written: (signed by two authorized check signers per the bylaws)
a) Recorded in checkbook register
b) Recorded in ledger in proper line items/categories/columns
c) Agree with treasurer reports

5. Electronic payments and deposits recorded in checkbook register, ledger and treasurer reports

6. Bank charges and interest recorded in checkbook register, ledger and treasurer reports

Membership

1. Amount recorded and deposited equals total number of memberships received
# (members) @ $ (membership dues listed in bylaws) = $

2. Amount forwarded to next level PTA equals total number of memberships received (HVV 727 (O RQIQH PHPEHUVKLSV
# (members) @ $ (per capita amount listed in bylaws) = $

Insurance + premium(s) SDIG to LQVXUDQFH FRPSDQ\ by due date

Minutes

1. Original budget and updates/changes approved by association and recorded in minutes

2. Funds released by association and recorded in minutes as released

3. All expenditures approved and recorded in executive board minutes
(List those expenditures not approved on recommendation report)

4. All expenditures approved/ratified in association minutes (List those expenditures not approved on recommendation report)

5. Committee minutes record plans, proposed expenditures, and total of monies earned

Authorizations for Payment (signed by secretary and president)

1. All authorizations written for approved amounts (List missing authorizations on recommendation report)

2. All authorizations have receipt/bill attached (List missing receipts/bills on recommendation report)

3. Authorizations match checks written

Income

1. Deposits properly supported

2. Cash Verification Forms used with two QRQ UHIDIHG people counting money and signing

3. Income received matches deposits recorded in checkbook register, ledger and treasurer reports

4. Designated income spent as specified

Financial Secretary Reports

1. Filed for every association and board meeting

2. Receipts/Deposits agree with ledger & register

Treasurer Reports

1. Filed for every association and board meeting

2. Agree with ledger and checkbook register

3. Annual Financial Report

Committee Reports

1. Committee reports for all fundraisers submitted or report in minutes.

Reporting Forms and Tax Returns

1. Verify that all forms have been filed annually (if required)

LQDQFLDI 5HYIHZ Reports

1. BUHYLRXV )LQDQFLDI SHYIHZ FRPSIHIHG

2. )LQDQFLD! 5eview SHSRUI H[DPLQHG by ILQDQFLDI review committee or conducted by qualified accountant

3. Present written report with recommendations to executive board

4. Present )LQDQFLD) 5HYIHZ Seport to association for adoption

5. 8SIRDG FRPS(HIH UHSRUI DV RQH ILH IR GRFXPHQ!I UHIHQILRQ VAVIHP

)LQDQFLD) 5HYLHZ Recommendations

All 3No” answers should be included in the report as recommendations to change financial procedures.

At the completion of the IHYHZ, meet with president and financial officers to discuss recommendations and any corrections as needed.
When errors have been corrected by a financial officer and accounts are accurate, draw a double line in red ink where the IHYIHZ
concludes on all_records. Sign & date the IHYIHZHG materials.

Mismanagement * Is mismanagement suspected? (Contact district PTA president immediately for assistance if yes.)

SHYLVHG 1RYHPEHU




Corona- Norc@ouncil PTAF i n a nRda vail e w

RECOMMENDATIONS
ALL UNITS: This form must be included with all Financial Review reports.

Unit name Reviewer's Name

(List recommendations below and include those corrections made from the last recommendations.)

Corona-Norco Council PTA-September 2004



Corona Norco Counci l of PTA’

Financial Review Report Page 3
All Units: This form must be included with all Financial Review Reports.

Unit Name: Reporting Period:

1) Does this PTA/PTSAusetheaccount i ng pr o g? QimieoheMyYrMNT E Z”

2) If not, which accounting program is being used?

3) Were prior Financial Review recommendations corrected? Circle one: Y or N

4)boes your Unit’'osm$ Fand"” Reay me sdrisAigntwithahei zat i on”
current CAPTA Toolkit? Circle one:Yor N

F

5) Areinventorylistspr ovi ded or report e dCiiclewonetYloreN Secr et ary’ s

(Example: T-shirts, Spirtwear, popcorn, Student Store merchandise, lists of equipment owned)

6) Scholastic Dollars: Did your Unit receive Scholastic Dollars or receive cash payment(s) for the
bookfair(s) held? Credits earned Circle one:Y or N Cash Payment earned Circle one:Y or N

A) What is the amount of Scholastic Dollars currently available? $
B) If cash earned, what is the amount of the total cash earned? $

7) Amount of MONTHLY service charge/bank fees charged to your PTA by their bank: $
TOTAL amount of service charge/bank fees for THIS reporting period: $

8) How many bank accounts does this PTA have? (Include all checking & savings)
(Reminder: Separate Financial Review Report Forms must be prepared for all accounts)

9) DoesthisPTA/ PTSA Unit have @heddaBUplracouet?  Account or °“

10) Have all Reports and Compliance Forms been uploaded into PTEZ? Y or N

11) Have all Reports and Compliance Forms been uploadedinCounci | ' s document reten

system? YorN

12) Financial Reviewers Name: Date:
Phone # Email:
Financial Reviewers Name: Date:
Phone # Email:
Financial Reviewers Name: Date:
Phone # Email:

2025-2026 CNCPTA  cer

S

1



Taxes

Taxes are due for all units to Council in October 2024. Units must submit a copy to the
council AND upload into myPTEZ.

THE LAST DATE TO COMPLETE TAXES IS NOVEMBER 15th!!! Please file an extension if
needed.

TAX LINKS AND INFORMATION (UNDER $50,000 REVENUE) Units must complete ALL 3 (4)
forms. Instructions are attached. Links can be found along with video on our website

WWW.coronanorcocountilpta.com

1. Form 990-N (IRS) IRS Form 990-N Electronic Filing System (e-Postcard)

2. Form 199N (State) 199N California e-Postcard | FTB.ca.gov

3. RRF-1 (Charitable Trust Renewal) RRF-1. Annual Registration Renewal Fee Report and
Instructions

4. CT-TR-1 - Must be completed with RRF-1 if income under $50,000.
https://oag.ca.gov/system/files/media/ct-trl-form.pdf

TAX LINKS AND INFORMATION (OVER $50,000 REVENUE) Units must complete ALL 3
forms. Instructions are attached. Links can be found along with video on our website

WWW.Ccoronanorcocouncilpta.com

1. Form 990-EZ and 990 (Federal)_https://www.irs.gov/publ/irs-pdf/f990ez.pdf

Form 990, Return of Organization Exempt From Income Tax

2. Form 199 (State)_https://www.ftb.ca.gov/forms/2020/2020-199.pdf
3. RRF-1 (Charitable Trust Renewal) RRE-1, Annual Reqistration Renewal Fee Report and
Instructions



http://www.coronanorcocountilpta.com/
https://www.irs.gov/pub/irs-pdf/p5248.pdf
https://www.ftb.ca.gov/file/business/types/charities-nonprofits/199N.asp
https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrf1_form.pdf
https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrf1_form.pdf
https://oag.ca.gov/system/files/media/ct-tr1-form.pdf
http://www.coronanorcocouncilpta.com/
https://www.irs.gov/pub/irs-pdf/f990ez.pdf
https://www.irs.gov/pub/irs-pdf/f990.pdf
https://www.ftb.ca.gov/forms/2020/2020-199.pdf
https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrf1_form.pdf
https://oag.ca.gov/sites/all/files/agweb/pdfs/charities/charitable/rrf1_form.pdf

crra  PORNA - RSTIEAISR U2 05 TR M2y3 UK C21Y wwCn 720 23y THI2ya IKI- TSR 1y n{ $onbl e
(Orig. 0912017) oK25S 1yl 233 NSOSILIEE IS y2UY I8 bpninnan 20 (a3 _
MAIL TO: . For Reqistry U Onl
Registy of Charitable Trusts ANNUAL TREASURER'S REPORT (FerRegstyse DNl
e RS ATTORNEY GENERAL OF CALIFORNIA
Section 12586, California Government Code
STREET ADDRESS: 11 Cal. Code Regs., Section 301
1300 | Street
Sacramento, CA 95814
(916) 210-6400 (FORM CT-TR-1)
WEBSITE ADDRESS:
www_0ag_ca.gov/charities 9y /K HIiI-6tS
M engal bay ol |—
John J. Smith Elementary PTA £—|9yUSI t¢ 1 yI-Y'S 13 aK2y 2y e oefl-i | \l/
Name of Organization State Charity Registration Number CT0123456
1934 Anv Street £—|9yuSI 40K 224 LIKeaiOl- I-RRISEA |
Address (Number and Street) _ TR S T0 I Corporation or Organization No. < l:
VISl a0K22 et aul-u

My Town, CA 90000 < 9ySt ka2t
City or Town, State and ZIP Code Federal Employer |.D. No. 12-3456789

R

T \\I

For annual accounting period (beginning 7 / 1 /2019 ending _ 6 / 30 /2020 )\ ?g%ﬁg?i@;gﬁgggﬁm

142 1v26V1-d CIlb 21 9lb

BALANCE SHEET v
9yuSli fAl-oifiie 1-Y 2dzylioal 2&SRI AF I-LILIEIOI-6£S0
713K 2y KIyRIyotiRly3 Bt
ASSETS \, OHIyOS y ORSOLY3 LIABILITIES azil tea gift y2i K (Z{S I-y® f-o1fiiSas
Cash $ 8,452.0 I-002aryidad I ?AéOll-f eSHISYR! | | Accounts Payable $ 0.00 é
Savings $ 0.00 <- IHI-y0S ty"al-dly3a 10024ryli6a Salary Pa