
FUEL THE 
MISSION

PTA TREASURER 
ESSENTIALS



PURPOSE OF TRAINING
• Learn financial best practices to keep your PTA strong and compliant

• Understand key filings, such as the IRS Form 990

• Get tips for managing funds responsibly

• See how the treasurer’s role directly supports the broader PTA mission and impact
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Use Q&A for 
questions during 
this session



PRESENTERS

Victor Chen

Virginia PTA Treasurer
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Karin Wallace

Chesterfield County 
Council of PTAs 

(CCCPTA) President



THE MISSION OF PTA
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To make every child’s potential a reality by engaging and empowering families and communities to advocate for all children

To make every child’s potential 
a reality by engaging and 
empowering families and 
communities to advocate for 
all children

Learn more at vapta.org/vision-mission-and-values

https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409
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TREASURER’S
ROLE
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Virginia PTA Local Unit & Council PTA 
Uniform Bylaws (2025), Article 8, Section 4

• Manage all PTA funds, maintain accurate 
financial records, and make authorized 
payments in accordance with the budget

• Provide regular financial reports, prepare 
year-end reports, and ensure accounts 
are reviewed per bylaws

• Complete and submit required filings 
(Form 990, financial reviews, dues 
payments) on schedule

• Read the treasurer section of the Local 
Unit & Council PTA Uniform 
Bylaws: https://vapta.org/bylaws

https://vapta.org/bylaws


A TREASURER IS ALSO...
A key partner in PTA success!

• Shaping priorities → work with the President to 
align the budget with PTA goals and mission.

• Keeping us on track → provide financial oversight to 
ensure responsible spending and compliance.

• Part of the team → collaborate with all officers and 
committees to turn plans into action.

• The budget isn’t just numbers—it’s our roadmap 
for impact
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WHY COMPLIANCE MATTERS

• Builds trust → shows members, donors, 
and the community we handle funds 
responsibly

• Protects funding → keeps grants, 
donations, and tax-exempt status safe

• Supports our mission → ensures every 
dollar advances PTA goals for kids and 
families
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PTAS ARE 501(C)(3) NONPROFIT ORGANIZATIONS
PTAs are tax-exempt organizations:

• PTAs do not pay federal/state 
income taxes on their revenue (i.e., 
funds brought in)

• Donors may be able to deduct 
donations on their federal income 
tax returns

• All officers have a fiduciary duty to 
the organization and help to 
maintain and protect the exempt 
status
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PTAs in Virginia:

• Are part of Virginia PTA’s umbrella 
exemption with the IRS

• Have their own EIN

• Have an official name of
“Virginia Congress of Parents and 
Teachers –
[Name of School PTA]”

• Must meet all Standards of Affiliation 
(SOA) set in the uniform bylaws in order to 
stay under the Virginia PTA umbrella

Read more at https://vapta.org/finance-basics

https://vapta.org/finance-basics
https://vapta.org/finance-basics
https://vapta.org/finance-basics
https://vapta.org/finance-basics


STANDARDS OF AFFILIATION (SOA) (HTTPS://VAPTA.ORG/STANDARDS-AFFILIATION)

Local units must maintain their tax-exempt status as a subsidiary of Virginia PTA 

• Know your EIN (Employer Identification Number)
• Follow Local Unit Uniform Bylaws (https://vapta.org/bylaws)
• Remit state and national PTA dues to Virginia PTA EVERY MONTH through Givebacks

• Also submit via Givebacks:
✓ Officers' names and contact information (by June 15 or upon election)

✓ Copy of membership list (when remitting dues—must upload to Givebacks if not 
using Givebacks for membership sales)

✓ Local Unit Organizational Structure Form (by August 1, even if no changes)

✓ Copy of insurance certificate (by August 1 and upon renewal)
✓ Copy of IRS Form 990 filing (by August 1) 
✓ Copy of Financial Review (by August 1)
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After a review of your materials, you will receive a new 
501(c)(3) determination letter (aka SOA letter) in Givebacks 

https://vapta.org/standards-affiliation
https://vapta.org/standards-affiliation
https://vapta.org/standards-affiliation
https://vapta.org/bylaws


INSURANCE

GENERAL LIABILITY WITH 
MEDICAL PAYMENTS

DIRECTORS & OFFICERS 
LIABILITY

FIDELITY BOND PROPERTY INSURANCE



IRS FORM 990: TAX FILING FOR NONPROFITS
All PTAs must file a version of the Form 990 
with the IRS by August 1 annually.

Filing Form 990-N:

• If your PTA brings in revenues that are 
less than $50,000 annually (based on a 
three-year average), the required form is 
the 990-N (e-Postcard)

• Filed directly on the IRS website using an 
account that authenticates your 
individual identity (Login.gov or ID.me)

• During business hours, need to wait just 
minutes to be accepted
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Filing Form 990-EZ or Form 990:

• If your PTA brings in revenues between 
$50,000 and $200,000 annually, the 
required form is the 990-EZ

• If your PTA brings in revenues more 
than $200,000, the required form is 
the full Form 990

• Both Form 990-EZ and Form 990 must 
be filed electronically with an 
approved online provider (can be done 
in MoneyMinder, by your CPA, etc.)

In addition to filing, upload to Givebacks 
the IRS confirmation form (990-N only) or 
the entire Form 990-EZ or Form 990





REQUIRED ANNUAL FINANCIAL REVIEWS 

 What You DO Need

• Transparency in following proper financial procedures

• A process to identify and correct any recordkeeping issues

• Outgoing Treasurer gathers all records for review period 
and gives them to Financial Review Committee to 
complete the form

• Completed financial review form and financial records 
given to incoming Treasurer, who—with Incoming 
President—signs form 

• Financial Review submitted via Givebacks by August 1 and 
shared with Executive Board

• Review adopted by the general membership at first 
meeting
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 What You DON’T Need

• An audit

• A “pass or fail” process

• An accountant—get a committee together, 
or (even better) participate in a financial 
review exchange (aka swap) run by your 
Council

Normally, complete your financial 
review in July after the end of the  
fiscal year (deadline August 1)

If a treasurer resigns or is removed, 
complete your financial review 
immediately



DEVELOPING A 
BUDGET
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• Review last year’s budget with outgoing and 
incoming officers and committee chairs
o Plan programs, events, and calendar for the year 

before school starts

o Coordinate with the principal on school needs 
before school starts

• Estimate yearly expenses and set membership 
goal
o Expected income and expenses need not match; 

keep sufficient reserve

o Virginia PTA portion ($1.50) and National PTA 
portion (now $3.25) of dues should NOT be 
listed in income

• Budget presented and voted on at first general 
membership meeting of the year

•



BUDGET SUGGESTIONS

• Officers to attend (1) Capitol Day at the General 
Assembly; and (2) Virginia PTA Annual Meeting
o Recommendation: $200-$250 per hotel room plus meals and 

gas, if overnight 

• Advocacy expenses (printing, postage, signs, stickers, 
magnets, etc.)  
o Recommendation: $200-$250 

• A budget line for marketing (PTA/PTSA signage, 
printing, stickers, banners, etc.)  
o Recommendation: $200-$250 
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REMINDERS ABOUT FUNDRAISING
A PTA is NOT a fundraising organization--our purpose is to advocate for childrenWe are not exclusively focused on teacher appreciationWe do not pool and then provide money for principalsWe don't raise funds for families in a personal emergencyInstead, educate families, teachers, administration, and the community on the needs of schools and how they can advocate for resources from the school district, state, etc.3:1 rule: for every 1 fundraising activity, aim for 3 non-fundraising activities designed to build community, help parents, or advocate for the schoolPlan fundraising to meet budget needs All fundraising activities must be approved by general membership as part of budget (note: in some school districts, the principal must also approve)

• A PTA is NOT a fundraising organization--our purpose is to advocate for children

o We are not exclusively focused on teacher appreciation

o We do not pool and then provide money for principals

o We don't raise funds for families in a personal emergency

• Instead, educate families, teachers, administration, and the community on the needs of 
schools and how they can advocate for resources from the school district, state, etc.

o 3:1 rule: for every 1 fundraising activity, aim for 3 non-fundraising activities 
designed to build community, help parents, or advocate for the school

• Plan fundraising to meet budget needs 

o All fundraising activities must be approved by general membership as part of 
budget (note: in some school districts, the principal must also approve)
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https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409


WHAT PTA CAN’T FUND
Money or items that directly benefit one family or small groupCapital / building improvementsMaintenance contracts for donated equipmentTeacher or staff salaries or professional membership duesPersonal use items for staffDiscretionary funds Contract obligations beyond your term⚠️ A PTA cannot collect, donate, or raise funds for another organization, even if they are in the same school (but can donate to another PTA)

• Money or items that directly benefit one family or small group

• Capital / building improvements

• Maintenance contracts for donated equipment

• Teacher or staff salaries or professional membership dues

• Personal use items for staff

• Discretionary funds 

• Contract obligations beyond your term

 A PTA cannot collect, donate, or raise funds for another organization, 
even if they are in the same school (but can donate to another PTA)
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BE CAUTIOUS …
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• Donations or contributions of materials or equipment to a school district 
become the property of the district 
oDistrict is free to use the equipment in any manner it deems appropriate

• School or staff grants
oWork with school administration

oCreate a Grants Committee that includes the principal or their designee

oCreate a grant application and specify the maximum amount that will be granted

oApplicants must specify how the item will be used and provide an invoice/receipt

oCommittee must approve the grant application before the item is purchased or 
reimbursement is provided

• Gifts and gift cards (considered taxable income, same as cash)



DEBIT CARDS & ELECTRONIC PAYMENTS
Per bylaws, bank checks still must have 2 signatures (reduces fraud)But debit cards and electronic payments (PayPal, Stripe, etc.) allowed Each transaction needs a check request form with 2 officer approvals New guidance: can use Venmo for BusinessBut don't use your personal accounts for your PTA business! Have an established organizational account not tied to 1 personPayPal: set up business account, then apply for nonprofit statusCash app currently allows just person-to-person payments, so not allowed Virginia PTA continuing to develop policies on electronic payments

• Per bylaws, bank checks still must have 2 signatures (reduces fraud)
o But debit cards and electronic payments (PayPal, Stripe, etc.) allowed 

o Each transaction needs a check request form with 2 officer approvals 

• New guidance: can use Venmo for Business
o But don't use your personal accounts for your PTA business! Have an 

established organizational account not tied to 1 person

o PayPal: set up business account, then apply for nonprofit status

o Cash app currently allows just person-to-person payments, so not allowed 

• Virginia PTA continuing to develop policies on electronic payments

19Always keep records of debit card usage

https://go.microsoft.com/fwlink/?linkid=2006808&clcid=0x409


BEWARE OF SPEAR PHISHING

• Spear phishing: targeted phishing attack 
that uses personal information or 
connections to deceive victims

• Victims often enticed to click on links for a 
number of reasons, including: 
o Curiosity and fear: attackers will exploit 

emotions to bypass processes or rational 
thinking 

o Authority impersonation: messages may 
appear to come from executives or persons 
with a position of authority

o Timing and context: emails may seem relevant 
to current events or projects

20
Always check about requests for vendor payments!



RECORDKEEPING BEST PRACTICES
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Permanent record items (for year under review 
unless otherwise stated)
• Financial Review for year prior to review year
• Any interim Financial Reviews (if applicable)
• Certificate (just 1 page) for insurance coverage
• 501(c)(3) determination letter from Virginia PTA
• Agenda and minutes for all board and general 

membership meetings
• List of all PTA/PTSA members (e.g., in Givebacks)
• Organizational Structure Form
• Accepted confirmation page for IRS Form 990-N 

(or entire form submitted for Form 990-EZ/990)
• Virginia Sales Tax Exemption letter (if applicable)

TREASURER RECORDS
New guidance! Rather than keeping a binder, 
now you can store all records online (using 
Google Drive, Microsoft SharePoints, etc.)

Transaction records for year under review

• Approved Budget and all amendments 

• All monthly Treasurer Reports

• Final Budget Report (actual vs. budget)

• All statements for bank and other financial 
accounts (including PayPal, Venmo, etc.)

• Transactions register with a running balance

• All Check Request Forms with attached 
receipts or invoices (including for any debit or 
electronic payments)

• All Deposit Record Forms with attached bank 
deposit slip (and, if applicable, Cash Counting 
Forms) 

• Checkbook and unused checks

Note: New sample versions of the boldface 
forms above will be available shortly at 
https://vapta.org/finance-basics  

https://vapta.org/finance-basics
https://vapta.org/finance-basics
https://vapta.org/finance-basics
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SHARED DRIVE VS. BINDERS

Regardless, keep your files organized according to 
what is required in the Financial Review—see
https://vapta.org/sample-docs for examples of 
how to create sections/folders for your physical 
binder or shared drive

Should only go wholly online if you have a managed 
workspace like Google Workspace (e.g., shared Google 
Drive) or Microsoft 365 (SharePoints), both free for nonprofits

https://vapta.org/sample-docs/
https://vapta.org/sample-docs/
https://vapta.org/sample-docs/
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• Use some version of a Check Request Form (for 
payments), Deposit Record Form (for deposits), 
or all-in-one Treasurer Request Form (on right)
o Links to forms in right-hand sidebar here: 

https://vapta.org/finance-basics 

o Note that these forms will be revised shortly 

• DEPOSITS: attach bank deposit slip or 
PayPal, etc., report 

• EVENTS WITH CASH: use Treasurer Request 
Form shown to right
o Request Cash Box option if need change in cash

o Fill out Cash to Deposit section and deposit ASAP

RECORDKEEPING: 
DEPOSITS

Maintaining your PTA records throughout the 
year leads to an easy Financial Review

https://vapta.org/finance-basics
https://vapta.org/finance-basics
https://vapta.org/finance-basics
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• Use some version of a Check Request Form (for 
payments), Deposit Record Form (for deposits), 
or all-in-one Treasurer Request Form (on right) 

• PAYMENTS: need receipt, contract, or invoice
o Bank checks always need 2 signatures (per bylaws)

o Do not write checks to self or "cash" (have 3 check 
signers)

o Debit and electronic payments need 2 approvals on form; 
can be done by email, but need to attach printed email

o Teacher grant forms need principal signature

• Best to set a reimbursement policy
o “Receipts must be submitted within 30 days of expense 

and no later than the last day of the school year" 

o Can reimburse via PayPal, etc., but note that fees charged
Maintaining your PTA records throughout the 
year leads to an easy Financial Review

RECORDKEEPING: 
PAYMENTS



• Can use Google Forms, etc., to collect 
reimbursement requests (as shown on right)
o Can also use editable PDFs

o Check Request Forms do not have to be physically 
signed, but indicate approval in some traceable way

• Remember: digital records must be accessible for 
the end-of-year Financial Review
o For example: bring your laptop to a financial exchange 

and make your MoneyMinder account accessible to the 
review committee
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GOOGLE FORMS AND 
DIGITAL RECORDS
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• At EVERY board meeting, present the 
Treasurer Report

• Can be created in MoneyMinder 
automatically ($299 a year)

• Free options: Cashbook, Zero, or just use 
an Excel or Google Sheet spreadsheet

• Keep your records up to date and 
complete a treasurer report every month 
regardless of whether you have a meeting 
scheduled 

TREASURER REPORTS

https://www.cashbook.com/
https://zero.co.uk/
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BANK RECONCILIATION

• Every month, share bank 
statements and transactions 
register with a PTA member who is 
not a check signer on your PTA's 
bank account

• This person should do the bank 
reconciliation:
o Take previous month's balance 

o Add any income for that month

o Subtract any expenses for that month

o Should equal the amount in the 
running transactions register

o Note any uncleared checks



29

BUDGET REPORT

• Every month (if possible) create a Budget 
Report based on your member-approved 
Budget
o Can be integrated into Treasurer Report; 

MoneyMinder does this automatically, as shown 
on right

• Budget Report should list every budget line 
item, how much was budgeted, and how 
much was spent to date in this fiscal year 
(i.e., actual vs. budget)
o This becomes the Annual 

Financial Report required to be included with your 
Financial Review

• The Budget is a living document 
o May make adjustments, but need general 

membership to approve any increase in your 
overall budget that is over $500 (cumulative, 
across all line items)
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KEEP IN PERMANENT RECORDS
• Bylaws and organizational documents

• Tax-exempt status documents

• Minutes

• Financial Reviews

• Officer list

• Contracts/leases in effect

• Legal correspondence

• Insurance records and claims

• End-of-year financial statement and budget (aka 
Budget Report): 10 years

• Grant award agreement letters: 10 years

KEEP 7 YEARS

RECORD RETENTION REQUIREMENTS

• Cash receipts
• Canceled checks
• Invoices
• Purchase orders

KEEP 3 YEARS
• Bank reconciliations
• Correspondence
• Duplicate deposit slips
• Petty cash vouchers

From the National PTA's records retention schedule: 
https://www.pta.org/docs/default-source/files/training/course-
tools/treasurer/english/records-retention-schedule.pdf

https://www.pta.org/docs/default-source/files/training/course-tools/treasurer/english/records-retention-schedule.pdf
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• Can use Google Drive 
(https://drive.google.com), 
Microsoft OneDrive 
(https://onedrive.live.com), 
etc. to store and share files
• This can be as simple as 

sharing your personal 
PTA/PTSA folder with others

• To go wholly online, set up a 
Google Shared Drive or 
Microsoft SharePoint not tied 
to 1 user

• Anyone with editing access 
to folder can add, delete, or 
change files, and you can set 
multiple editors (or 
managers)
• You can collectively edit the 

folder's files in real time 
(using Google Docs, Word, 
etc.; changes auto-saved)31

SHARING 
FILES 
ONLINE

https://drive.google.com/
https://onedrive.live.com/


• Your Google Drive or Microsoft 
OneDrive/SharePoint folders can be 
synced with your computer 

• Bottom screenshot: example in 
Windows

• For Google Drive, you'll need to 
download the Google Drive desktop 
app (free at drive.google.com)

• OneDrive is built into Windows (just 
use the Sync button when viewing the 
OneDrive/SharePoint’s Documents)
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SYNCING YOUR 
ONLINE FILES



• Create links to specific files or folders in Google 
Drive or OneDrive 
• Click on Share icon and then click Copy Link

• Link stays same even if you edit file or change folder!

• You can also make those links publicly viewable 
(if you want to share the file or folder with your 
general membership, for example)
• Under General access, change setting from 

Restricted to Anyone with the link

• Works great for meeting minutes, treasurer reports, 
budgets, etc.
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MAKE 
FILES OR 
FOLDERS 
PUBLIC



• Sharing public links works for folders, too!

• Give your General Membership a single link 
to your Treasurer Reports or Minutes folder 
so you don't have to keep updating the link
• Add that permanent link to your website and/or 

create a QR code (QR code generators built into 
Chrome browser and offered for free widely)

• Note that you can right-click on a file and 
Share or Copy Link for that file directly from 
the file directory (e.g., Windows Explorer)
• This is built into Windows for 

OneDrive/SharePoint files
• If you install Google Drive’s desktop app, you 

can also do this for Google Drive files
• To make the file public, remember to change 

permissions so “anyone” can view
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BEST PRACTICES FOR 
SHARING FILES AND 
FOLDERS



FREE RESOURCES 
FOR NONPROFITS
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https://www.google.com/nonprofits/offerings/workspace OR https://www.microsoft.com/en-us/microsoft-365/nonprofit

https://www.google.com/nonprofits/offerings/workspace
https://www.microsoft.com/en-us/microsoft-365/nonprofit
https://www.microsoft.com/en-us/microsoft-365/nonprofit
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• Your PTA/PTSA can get free basic online tools from Google, such as Shared Drives 
and custom email addresses: 
https://www.google.com/nonprofits/offerings/workspace

• Google Workspace (or Microsoft 365, also free for nonprofits) lets you create a file 
system just for your PTA/PTSA

• Unlike a normal Google Drive or OneDrive folder, a Shared Drive (Google) or SharePoint 
(Microsoft) is not tied to a specific person

• Use Google Domains or another domain registrar to get a domain name (e.g., 
hccpta.com) and then link that domain to Google Workspace

• Once that's done, you can have email addresses like treasurer@hccpta.com rather than 
hccptatreasurer@gmail.com ...

GOOGLE 
WORKSPACE 
FOR 
NONPROFITS
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https://www.google.com/nonprofits/offerings/workspace
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Q&A
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THANK YOU
TRAINING@VAPTA.ORG

WWW.VAPTA.ORG

mailto:training@vapta.org

