
 Madden Elementary School PTO 

 Plan of Work 

 Posi�on  Treasurer 
 Posi�on Type  Elected – Execu�ve Board 
 Role Overview  The Treasurer shall prepare the annual budget for review and approval by The Execu�ve Board and PTO Members, explain the 

 variances between budget and actual figures; maintain the bank account and reconcilia�on. The Treasurer reconciles deposits 
 and records sales records for each fundraiser. 

 The Treasurer shall present monthly financial reports and prepare Federal and State returns and other required reports with the 
 assistance of a CPA. 

 The Treasurer shall be authorized to sign on all bank accounts as one (1) of two (2) required signatures on all checks. 
 Budget for Role Ac�vi�es 

 Required Ac�vi�es  Start Date  Comple�on 
 Date 

 Notes  Budget 

 Maintain & reconcile 
 bank accounts 

 July 1  June 30 

 Responsible for 
 Classroom 
 Enhancement fund 
 reimbursements 

 Monthly 
 checks 

 Maintain documenta�on for all submissions 

 PTO ac�vity 
 reimbursements 

 Monthly / as 
 needed checks 

 Maintain documenta�on for all submissions, bank deposits and wri�ng checks as needed 

 Annual FBISD audit  July 1  August 15  Prepare documenta�on per FBISD requirements for submission with annual PACKET. 
 Provide secretary with insurance cer�ficate, audit forms/findings, sales tax exemp�on 
 verifica�on le�er, and anything else needed 

 Maintain PTO 
 insurance 

 August 1  August 15  Prepare documenta�on per FBISD requirements for submission with annual PACKET 
 Call for copy of insurance cer�ficate (takes a few days, cer�ficate needed by August 30  th  ) 

 Send QuickBooks file 
 to accountant 

 October 1  Quarterly  Create accountants copy and email file to account quarterly for sales tax 

 IRS return  November 15  Annual  Send accountant’s file from previous school year (a�er audit has been completed) to 
 accountant so accountant can file with the IRS 

 Dona�on Receipts  July 1  December 30  Ensure that fundraiser chair has copy of dona�on receipt le�er, and that tax informa�on 
 on the le�er is correct 

 Tax Exempt Forms  July 1  June 30  Issue tax exempt forms for purchases as needed 



 Pre-K / Kindergarten 
 Orienta�on 

 Coordinate with Membership 
 ●  Coordinate details with Exec Board/School Admin for more formal presenta�on than 

 has happened in the past 

 Resources 


