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Introduction    

    

Aiken County Public Schools recognizes the important and vital roles that booster 
organizations play in our school system. Accordingly, we encourage strong relationships 
and partnerships with these organizations to help enhance the academic and 
extracurricular programs of our students. This handbook has been developed to 
provide a framework, which outlines policies and procedures relative to parent 
organizations operations, reporting requirement, and school relations.    

    

In addition, the handbook contains forms that may be used by PTO/booster 
organizations to conduct general business functions such as record keeping, 
fundraising, etc. Aiken County Public Schools handbook should serve as a quick and 
handy reference for parent organizations by providing guidance and clarifications on 
board policies and procedures. A web page has been setup for parent organization on 
the school district website under I am a parent. Here you will find more information 
and examples that may be used. Training is always available. You can contact the 
Internal Auditor for more information.    
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The Aiken County Board of Education has established policy and procedures for 
Parent Organization as it relates to Student Activities (Parent Organizations relations). 
A copy of this policy, (KBE Relations with Parent Organizations Issued 8/12), can be 
found in this handbook (see Page 3). All Parent Organizations are required to adhere to 
the provisions of the policy. As such, highlights of the parent organizations are 
presented in this handbook, as well as, forms that may be used to facilitate compliance 
with its contents.      
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Board Policy    

    

Policy KBE Relations with Parent Organizations Issued 8/12    

Purpose: To establish the basic structure for board and district relations with parent organizations.    

    

The board looks upon school support groups as an integral part of the district. These groups can 

help the district promote an effective educational program. The board encourages the 

participation of parent organizations, parent and teacher organizations, booster organizations and 

similar volunteer groups.    

    

These groups will not have administrative authority in connection with the operation of the school. 

The board has final authority over all phases of school operations. Equipment donated to the 

school becomes the property of the district. Many parent organizations have their own bylaws and 

organizational structures, and must follow certain tax reporting and/or registration regulations 

required by the state or federal governmental entities.    

    

The board encourages administration, staff and employees to be supportive and 
accommodating to the activities of these groups. The board may request a statement of 
purpose and regulations governing a proposed group's involvement in support of the education 
program. For those organizations that are involved in fundraising activities on behalf of 
district and student endeavors, the board supports the administration's right to request that 
reasonable financial safeguards be utilized by such groups and to request periodic review of 
financial records. The administration may provide guidelines for prudent financial 
management and is authorized to provide some training assistance to those officers in parent 
organizations who are authorized to handle funds and keep records.    
    

These support groups need administrative approval for any events, programs or operations that 

involve the following: Participation of children    

Operation of a school service    

Charges to children    

Solicitation of children    

Communications sent home with all children in a school    

    

This policy governs all groups currently in existence in the district as well as those formed after the 

date of adoption of this policy and any revisions to the same. Adopted 11/9/71; Revised 2/26/02, 

8/14/12    
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The relationship between a parent organization and schools should be one of 

cohesiveness. The following should be followed by school district employees when 

asking for financial assistance from the parent organization:    

    

1. A wish list should be made with input from all school personnel at the start of 

the school year.     

2. The wish lists should be turned into the principal or his/her designee.     

3. The collection of lists should be put into one list in order of importance.    

4. Wish list will be turned into the parent organizations board by the principal or 

designee.    

5. The parent organizations will sit with the board and decide which items they will 

work on for the school year.    

6. There should be no evidence of intentional management override of control 

procedures by persons in authority.    
    

7. If the parent organization allows faculty or staff to ask for mini grants during the 

year all forms should be handed into the principal or designee. The principal or 

designee will then sign off and turn the form into the parent organization.     
    

8. No school employee will fill out fundraising forms for the parent organization. 

All fundraising forms must be filled out, signed and turned in by someone 

designated from the parent organization.     

9. No school employee will collect nor hold money for any parent organization. All 

funds will be collected by the parent organization. A box can be setup for student 

to drop funds in for the parent organization. The box must have a lock and no 

one but the parent organization should have access. Funds must be picked up on 

the day of collection.     



Parent Organization Handbook    

    

5    

    

10. If a parent organization is reimbursing or paying for travel of faculty or staff all 

district policy and procedures must be followed.     

11. No gift cards should be given to administration or teachers to purchase items 

needed for the school. A check should be written to the school and a letter given   

as how to use it. If giving gift cards to faculty and staff as a gift please have 

employee sign as receiving. Also, amount should not exceed amounts listed in 

board policy.      

    

All parent organizations should be given a copy of this procedure by the school:     

Review of the organization's by-laws by current officers. We have found several sets of 

bylaws with good financial requirements such as splitting the treasurer's duties into a 

deposit treasurer and a disbursement treasurer.     

• Consider bonding those who have check signing responsibility.     

• Having officers check to make sure yearly "reports" to the state (for non-profit 

organizations: and/or any informational tax returns are being followed.    

• Require dual signatures on checks.    

• Have a counting team (for events and drives) and a “deposits treasurer" who will 

make timely deposits of cash and check and have a countersignature from a 

“counting team" member. (A copy of such deposit information shall be retained 

by the deposit treasurer and a copy shall be given to the treasurer for his/her 

bookkeeping entries). Issuing receipt for all funds collected for fundraising. Have 

a protocol established for cash-handling and turn-ins at events such as school 

carnivals where numerous persons may be receiving funds (most of such events 

use a “ticket purchasing” methodology to cut down significantly on the numbers 

of persons with cash responsibility.    

• Have monthly bank statements mailed to a non-financial officer; this person 

would maintain a copy of the statement before turning over to the treasurer. Also, 

give a copy of the monthly bank statement to the principal or designee. Bank 
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statement should also have a copy of cleared checks and deposit attached every 

month.  The school should be given a copy of your yearly audit by September 1.  

• Set a minimum number of required meetings of the organization for the school 

year and have a treasurer's report and balance presented and kept with the minutes 

of the organization at each meeting.     

• File a financial report with the school –based liaison (principal or designee) at 

least twice per year for information purposes.    

    

• Reconcile bank statements within thirty days of receipt and resolve any 

discrepancies with the bank immediately.    

• All fundraisers/monies collected must be approved by principal and Executive 

Directors before they take place. If not approved funds would have to go through 

the school.    

• Parent organization must have own tax id number cannot use the school systems.    

• If or when the parent organization would no longer exist all property purchased 

would be signed over to the school as the owner. As well as all funds would be 

turned over to the program at the school.  
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Booster Club/PTO – Guidelines for Hiring Third Party Employees     
   

• Parent organizations may not influence or otherwise cause third party entities to 

compensate ACPSD employees. Influencing includes donating or contributing to 

another entity.   

• Any person(s) hired for additional work by parent organizations or booster club 

organizations for assisting with band, athletics, or PTA-type activities will be paid 

directly by the hiring organization, with the exception of currently employed school 

district personnel.   

• All persons hired to work with our students, or for parent organizations, will be 

employed with the principal’s knowledge and concurrence if such hires are working 

directly with students, in the building, or on school grounds during the school day.  

• All persons paid for working with our students must have a SLED check, a 

National Sex Offenders Registry Check, and a TB test given and read prior to 

beginning the work with our students. (The school should get a copy of each of these 

clearances).    

• Present District employees cannot be paid additional money to increase a 

supplement for a job they are currently paid to do by the School District.    

• Any current District employees hired by the Booster Club for extra time pay must 

be paid by the organization but handled through the District’s accounting 

department. School bookkeepers will assist the organizations with this process.    

• All Booster Club/Parent organizations must assure that additional payments to 

personnel do not violate High School League guidelines.    

• All responsibilities and control of any team or band must be in the hands of the band 

director, head coach, or acting head coach and such ultimate responsibility may not 

be delegated to any assistant or volunteer.    

• Under High School League rules, persons paid by the adjunct organization must do 

nothing other than assisting with the activities of the band, team, or activity. If they 

become involved in any confrontation or issue, the school will be exclusively 

responsible for the decision on whether or not to continue the individual in a paid 

position.    

• No third-party employee contracts will be issued by Booster Clubs, Parent 

Organizations, or District employees that tie the School District in any way to such 

person’s employment with the organization.    

• If a Booster Club/Parent Organization pays a present District employee 

compensation under an arrangement between the organization and the employee, 

the organization will require the District employee to keep a time sheet of his/her 

hours worked.    

• There should be a clear division of employment responsibility/duties between the 

Booster Club/Parent Organization and the District so there will be no express, 
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implied, or apparent authority by the organization to contract with, or otherwise 

bind, the District concerning such employment.    

• All payments by the organization should be by checks made out directly to the 

person employed by the Booster Club/Parent Organization (except as described 

above for a present school employee). No funds will be transferred for personnel 

payment from the parent or “booster” organization to district accounts without the 

approval of the principal and the Assistant Superintendent.    

• Parent or Booster club organizations shall be responsible for providing IRS and/or 

State Revenue Department forms and filings (except for present school employees 

whose payments by the parent or booster organization are channeled through the  

District’s Accounting Department    
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District and School Level Interaction and Support   

   

Booster organizations and PTO groups exist for the support and betterment of 

the school or schools with which they are aligned.  While they are legally separate and 

distinct entities from their supported schools, time has shown that this symbiotic 

relationship works much better when a school administrator holds a close working 

relationship with the leadership of the booster or parent/Teacher organization.  This 

serves the mutual benefit of shared goals and benefits for the school itself and also 

frequently encourages a positive energy at both ends of the respective organizations.     

    

The principal (or his appropriate certified designee) shall have overall 

responsibility to coordinate booster and parent organizations and activities as they relate 

to, or reflect upon, the school, and to ensure compliance with Board policy and 

procedures related to Booster clubs and parent support groups and reporting 

compliance.     

    

In this regard the principal or designee can act as the liaison to work with any 

particular booster organization on an activity-by-activity basis.  Such representative from 

the school shall be familiar with, support, and observe all activities of the 

organization(s).  It is the responsibility of such school liaison to help coordinate and 

ensure adherence to good business procedures and specifically Board Policy KBE.  

However, the support organization will be operated by its own designated officers and 

members.      

    

The principal or designee may (but is not required to) serve as an ex officio, 

nonvoting member of the executive committee of any booster club or organization and 

attend its meetings.  This will help ensure continuity of booster club or PTO functions or 

activities from year to year.      

    

The Principal or designee may assist with the booster or parent organization’s 

general operations at the school.  The principal or designee should periodically consult 

with the organization leadership as to the currency of its documentation such as bylaws, 

present budget, federal tax i.d. number, a list of the officers’ names, addresses, and 

contact information, as well as proposed meeting dates.  In addition, the liaison may 

maintain a file folder of such information in a central location at the school as a back-up.    

    

The principal (or liaison designee), and Executive Director must approve all fund 

raisers and have the right to access (view only) and review monthly bank statements, 

and related annual financial statements.  The principal has the right to require that the 



Parent Organization Handbook    

    

10    

    

booster or parent organization’s books be audited by the District’s Internal Auditor at the 

request of the organization’s leadership, or when unexplained irregularities or questions 

come to the liaison’s attention and such action is deemed prudent.  Any requested 

review by the District’s auditor shall be performed only with the District Superintendent’s 

permission, and the result will be considered unofficial and for the information of both 

parties.     

    

In addition, the principal will approve the initial formation of any new booster or 

parent support organization and reserves the right to request the disbanding of a 

booster or parent support organization if it is not operating in the best interests of 

students and/or the school’s instructional or extracurricular programs.  Such disbanding 

may be reviewed by the Superintendent, or his District level administrative designee, if 

requested by either the principal or the organization.      

    

Booster Club/PTO Operations    
    

Booster and parent support organizations can only receive funds through 

dues, fundraising activities, or donations to the organizations.       

    

The officers are responsible for recommending fundraising activity programs to its 

membership.  These activities shall, in general, contribute to the educational/ 

extracurricular experience of students and shall be an adjunct to the school’s 

instructional program or extracurricular philosophies.     

    

All booster and similar parent organizations shall serve as a support group 

for the advancement of the school or departmental objectives.  Under no 

circumstances shall such organizations operate in opposition to, or in careless or 

intentional disregard to, the school’s goals or Board policy or procedures. If a 

parent organization should disband or need to closed all funds are to be donated to 

the school in which funds were raised with a letter as to how the organization 

would like the funds used to support the students     

    

Bylaws    
    

All booster organizations shall have written Bylaws, passed by its members 

during regularly called and announced meetings, and such Bylaws shall cover or set 

forth the following information in general terms:    

    

• Name of Organization    
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• Purpose of organization    

• Basic policies of the Organization    

• Membership requirements (and dues if applicable)     

• Methods of maintaining the financial records of the organization    

• Relationship, if any, the organization holds with any national or state 

organization    

• Officer selection; election procedures and duties    

• Procedures for notifying members of its meetings     

• Schedule of minimum proposed meeting dates and places    

• Determination letter verifying exempt status, if applicable    

• Recommended minimum bonding requirements for all financial officers    

• Methods for maintaining the financial records of the organization    

• The right of the principal or certified designee to be an ex officio nonvoting 

officer of the organization.     

• Financial reporting requirements     

• Audit Requirements    

    

In addition, every effort will be made to coordinate the above criteria with any state or 

national booster club requirements to avoid duplication or double burdens on the local 

organization.     

    

    Finally, a copy of the Bylaws shall be maintained in the Information File which 

shall be kept in the principal’s office or school safe location.     

    

Annual Reporting Requirements    
    

Each booster or parent support organization is required to complete an 

organization information folder, as described above.  Names, addresses, and contact 

information for each officer, and the proposed meeting dates are to be included in the 

folder.      

    

The information folder should be reviewed and approved for compliance by the 

school principal and updated by the booster or support organization during the year if 

any new officers are elected and/or terminated after the beginning of the school year.      

    

Booster club organizations should prepare a budget (or statement of then present 

financial condition) at the beginning of each school year.  No fund-raising activities can 
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be approved without a targeted budget.  The budget shall be submitted to the principal 

or designee and kept on file at the school.      

    

In addition, the financial records and books of each booster or parent 

support organization shall be audited at least annually by a qualified, independent 

person or company. If the organization has gross receipts of $55,000.00 or more 

you must have a professional audit performed. For organizations whose national or 

state requirements provide for annual audits, such reports may be accepted in lieu 

of a local audit.    

    

The Internal Auditor of the Aiken County Board of Education shall have the right, 

but not the responsibility, to conduct audits from time to time, as stated elsewhere in this    

section.    Copies of audit reports shall be maintained by each principal in the 

Information Folder maintained by the school.      

    

Organization Structure    
    

Booster clubs and parent support organizations may file for non-profit 

incorporation status through the Secretary of State’s Office in Columbia, S.C..    

However, this is not a requirement.  It is a Booster club or parent support organization’s 

decision to file for tax exempt status [501(c)(3)] with the Internal Revenue Service.  

(Some organizations already have received such formal tax-exempt status.)     

    

Booster clubs or parent support organizations that choose not to file for tax 

exempt status (and even those that have the status),  shall be responsible for adhering 

to all applicable state and federal guidelines concerning non-profit groups, and 

specifically with state law and guidelines regulating raffles, as well as any annual 

reporting and registration fees.      
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Annual Raffle Registration Form Page 1 of 4    

SOUTH CAROLINA SECRETARY  

OF STATE    
PUBLIC CHARITIES DIVISION    

ANNUAL RAFFLE REGISTRATION FORM    
Filing Instructions & Information    

 Upon acceptance of this registration form, the applicant organization will be issued a letter confirming that it has 

registered with the Secretary of State for the purpose of conducting nonprofit raffles as provided under S.C. Code of 

Laws §§ 33-57-100, et. seq. This letter will be sent via email to the contact person listed below.    

 Once accepted, this raffle registration shall expire on the 15th day of the 5th month, or 4 ½ months, after the end of 

the  charitable organization’s fiscal year. For example, if the organization’s fiscal year runs from January 1st to 

December 31st, this registration will expire on May 15th. If the organization’s fiscal year runs from July 1st to June 

30th, this registration will expire on November 15th.    
 We do not accept this filing by fax or email; you may mail this form to South Carolina Secretary of State, Attn: 

Division of Public Charities, 1205 Pendleton St., Suite 525, Columbia, SC 29201.    
 This registration form must be accompanied by a filing fee of $50.00 made payable to the Secretary of State.    
 Please type or print clearly. You may attach additional pages as necessary.    
 Please contact our office with any questions at 803-734-1790 or charities@sos.sc.gov.   Check 

one: [ ] Initial Registration [ ] Renewal    
Current Fiscal Year Dates ______________ to ______________ (mo/day/year) (mo/day/year)    
Federal Employer’s Identification Number: _____ - _______________ Raffle Registration ID: ______________   
(Renewal only)    
1. Legal Name of Organization:    
a. Doing Business As (DBA) Names:    
(If applicable)    
b. Former Names Used by the Charity:    
(If applicable)    

c. Organization’s Website:    
(If applicable)    
d. Please provide a contact person for this organization:    
Name Title    
Address, City, State, Zip Code   Daytime 

Phone Email    
2. Please describe the purpose for which this organization is organized and operated:  Annual Raffle Registration 

Form Page 2 of 4    
3. a. Is this organization recognized by the South Carolina Department of Revenue and the United States 

Internal Revenue Service as exempt from federal and state income taxation pursuant to the Internal 

Revenue Code?    
[ ] YES [ ] NO    
b. If you answered “yes” to question 3a, please indicate the Internal Revenue Code section under which the  
organization is exempt, and attach a copy of the determination letter recognizing the organzation’s taxexempt 
status from the Internal Revenue Service, along with any changes, amendments or revocations to that letter, to 
this registration form:    
[ ] 501(c)(3) [ ] 501(c)(4) [ ] 501(c)(6) [ ] 501(c)(7) [ ] 501(c)(8) [ ] 501(c)(10)    
[ ] 501(c)(19) [ ] 501(d) [ ] Other    
4. a. Is this organization a class, department, or organization of an educational institution?    
[ ] YES [ ] NO    
b. If you answered “yes” to question 4a, provide the name of the educational institution:    
5. a. Is this organization currently registered as a charitable organization with the Secretary of State, or has this 

organiztion filed an annual application for registration exemption with the the Secretary of State, in compliance with 

the South Carolina Solicitation of Charitable Funds Act?    
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[ ] YES [ ] NO    

b. If you answered “yes” to 5a, list the organization’s Charity ID:    

c. If you answered “no” to 5a, indicate the reason that the organization is excluded from the filing requirements of 

the South Carolina Solicitation of Charitable Funds Act:    
[ ] The organization is a church, synagogue, mosque or other house of worship.    
[ ] Other    
6. a. Enter the state and country in which the organization was legally established, as well as the date of 

establishment:    
State____________________________ Country_______________________ Date _________________    
(mo/day/year)    
b. Form of organization:    
[ ] Corporation [ ] Unincorporated Association [ ] Other    
c. If the organization is a corporation, provide the name and street address of its registered agent.    
_______________________________________________________    
Name (This cannot be the name of the organization.)    
Street Address (PO Box cannot be accepted.) City State Zip Code  
Annual Raffle Registration Form Page 3 of 4 7. Complete a or b, 

whichever applies:    
a. Physical address of the organization:    
Street Address (PO Box cannot be accepted.) City State Zip Code    
b. If the organization does not maintain an office, please provide the name and address of the person having physical 

custody of the organization's financial records:    
Name    
Street Address (PO Box cannot be accepted.) City State Zip Code 8. Addresses of any of this organization’s 

offices in South Carolina. Attach a list if necessary.    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code    
9. Names and addresses of any chapters, branches or affiliates of this organization in South Carolina. Attach a 

list if necessary.    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code    
10. For the current fiscal year, please provide the names and addresses of this organization’s officers, 

directors, trustees, and board members. Attach a list if necessary.    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code Title    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code Title    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code Title    
___________________________________________________________________________________________    
Name Address, City, State, Zip Code Title    

11. a. Have any of the organization’s officers or directors been the subject of a criminal conviction under S.C. 

Code § 33-57-170, including the offenses of conducting a nonprofit raffle in violation of the statutorty provisions 

governing raffle registration; violating the statutory provisions governing raffles with the intent to deceive or defraud 

an individual or nonprofit organization; or providing false information to the Secretary of State’s Office in a raffle 

registration or financial report?    
[ ] YES [ ] NO    
b. If you answered “yes” to question 11a, provide the date and description of any such conviction as well as the 

name  of the person convicted. Attach a list if necessary.    
Annual Raffle Registration Form Page 4 of 4    
I certify that the information furnished in this application and all attached supplementary information is true and 

correct to    
the best of my knowledge, information and belief. I understand that the giving of false or misleading information may    
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constitute a misdemeanor carrying a penalty upon conviction of a fine of not more than two thousand dollars or  
imprisonment for not more than one year, or both, for a first offense. A second or subsequent offense may constitute 

a    
felony carrying a penalty upon conviction of a fine of not more than five thousand dollars or imprisonment of not  
more than five years, or both.    
CHIEF FINANCIAL OFFICER / TREASURER CHIEF EXECUTIVE OFFICER / PRESIDENT    
_________________________________________ _________________________________________    
Print Name Print Name    
_________________________________________ _________________________________________    
Signature Date Signature Date    
_________________________________________ _________________________________________    
Mailing Address Mailing Address    
_________________________________________ _________________________________________    
City, State, Zip City, State, Zip    
_________________________________________ _________________________________________ Phone Number 

Phone Number    
* The persons signing this form as CEO/President and CFO/Treasurer must be designated as such on the 
current fiscal year’s list of officers, directors, trustees, and board members. If not, the registration will be 
returned for correction.    
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FORM MUST BE COMPLETED AND SIGNED BY ALL PARTIES BEFORE FUNDRAISER 
TAKES PLACE.     

A COPY OF COMPLETED FORM MUST BE GIVEN TO SCHOOL BOOKKEEPER    

    
NO FUNDRAISER SHOULD TAKE PLACE WITHOUT PROPER SIGNATURES    

 

PTO and Booster Club Fund-Raiser Requests    
    

Name of School: ___________________________________________________    

    
Company providing product:   _______________________________________    

    
Item(s) sold DO NOT LIST AS MISCELLANEOUS: ________________________________    

    

     
Cost of item(s) being sold: __________________________________________    

    
Selling Price of item(s): ____________________________________________    

    
Dates of Sale: _____________________________________________________    

    
Anticipated Profit: _________________________________________________    

    
Purpose of Fund-Raising Activity:    

 

   
    

   
    

   
    

   
All Funds will be collected by PTO/Booster Volunteers and deposited into the PTO/Booster Bank Account. No 

funds will be deposited into school accounts.    

    
PTO/Booster Officer_______________________________________ Date ____________    

    
Principal _________________________________________________ Date ____________    

    
Assistant Superintendent/Director___________________________________Date_____________    

The bottom portion should be filled out by Treasures and returned to PTO/Booster President, Vice 
President and school bookkeeper.    
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Total amount of money collected/deposited: ____________________________________     

    
Total cost of fund-raising items paid out: _____________________________________    

    

Net profit or loss amount ________________________________________________    

    

    

    

    

We recommend paying with checks.  However, if debit or credit cards are used, we recommend 

that some sort of check-and-balance be in place.      

    

If debit or credit cards are used, we recommend that the attached sheet or a similar sheet be used.    

    

This would provide a record of the event (i.e., spaghetti dinner, carnival, etc.) and what was 

purchased (drinks, food, decorations, etc.).      

    

The card user (the person making the purchase) may also be one of the signers at the bottom of the 

page.    

    

The form would be signed prior to the purchase by two people, to evidence the purchase is has 

been authorized, and after the purchase, to evidence that approved items were purchased.      

    

A copy of the debit or credit card receipt(s) could be attached to this form for recordkeeping 

purposes.    
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DEBIT/CREDIT CARD RECORD    

    

    

    

DATE:        ______________________    

    

    

    

CARD USER:    ______________________    

    

    

    

EVENT:    __________________________________________________________    

    

    

    

ITEMS TO BE PURHCASED:    ________________________________________    

    

______________________________________________________________________    

    

______________________________________________________________________    

    

______________________________________________________________________    

    

______________________________________________________________________  

SIGNATURES:            ________________________________________ 

(APPROVAL TO USE CARD)    

    

                    ________________________________________    

    

    

    

SIGNATURES:            ________________________________________ (AFTER 

PURCHASE/ VERIFICATION)                                                   

________________________________________    
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Your School Name PTO -   

Reimbursement Request -    

Form use:  Use this form to get reimbursed for expenses in support of PTO activities.  Submit this 

completed “Reimbursement Request” form plus your receipt(s) to the PTO Ledger Treasurer (keep a copy 

for yourself).  You will receive your check in the U.S. mail.    

Instructions:  This form must be submitted to the Ledger Treasure within forty (40) days after the date of 

the expense.  Each expense included in the total must have a corresponding receipt attached to this form.    

Person Making Request:  Phone #:  Email:     
        

Budget Category / Event / Committee: Amount:    

 $    

Date of Expense:    
    

Date Request Submitted:    
    

Included in Annual Budget: (  Yes  /  No  ) or 

approved at Board Meeting: (    /    /    )    

Reason for Check Request (Supplies, Refreshments, etc.):    
              

Make Check Payable to:    
      

Address of Payee:        

      
Email:     
      

City:    
      

State:    
      

Zip:    
      

Phone:    
      

    

Requested By:    
    

Approved By:    
(PTO President)    

    

Approved By:    
(Executive Committee Member – if required)    

    

Concurrence By:    
(PTO Ledger Treasurer)    

    

Check #:    
      

Check Issued (Date):   
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Your School Name PTO - Check  

Request -    

Form use:  Use this form when a check is needed in advance of the transaction, such as for a mail order 

purchase, an assembly, to pay a vendor, or you will have a bill that must be paid by the PTO.    

Instructions:  This form must be submitted to the Ledger Treasure in order to request checks to pay 

vendors or other third parties at least three (3) business days before the check is needed.  Each expense 

must have a corresponding bill or invoice.  PTO checks must be signed by at least two officers, so advance 

warning is appreciated.    

Person Making Request:  Phone #:  Email:    
        

Budget Category / Event / Committee: Amount:    
     

Date Request Submitted:    
    

Date Check Needed:    
    

Included in Annual Budget: ( Yes / No ) or 

approved at Board Meeting: (    /    /    )    

Reason for Check Request (Supplies, Refreshments, etc.):    
    
            

Make Check Payable to:    
    

Address of Payee:    
    

Email:    
    

City:    
    

State:    
    

Zip:    
    

Phone:    
    

    

Requested By:    
    

Approved By:    
(PTO President)    

    

Approved By:    
(Executive Committee Member – if required)    

    

Concurrence By:    
(PTO Ledger Treasurer)    

    
Check #:    
      

Check Issued (Date):    
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Your School Name PTO    

- Fund Advance Receipt and Statement -    

Form use:  This form documents your receipt of a fund advance against an Event Budget.    

Instructions:  You are responsible for safeguarding this money and documenting all purchases.  Account 

for each expense on this statement and attach all related receipts.  Return completed form with 

associated receipts and any remaining funds to the Ledger Treasurer within three (3) business days 

following the conclusion of the event.    

Fund Advance Receipt    

Person Responsible for Funds:  Phone #:  email:    
        

Budget Category / Event / Committee: Event Date: Amount Advanced:  

Date Advanced:    

 $    

Ledger Treasurer (sign & date):    
    

Person Responsible for Funds (sign & date):    
    

    

      Fund Advance Statement    

Date    
Amount    

Description of Expense (attach receipts)    
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Total Spent    

            

          

    

Raffle Report   Date: _____________________    

    

Revenue:    

    

   

# of Tickets Sold _________        Receipt # ________    __________    

Cost per ticket ___________                 ________     __________  Gross  

Receipts ___________    

    

Expenses:    

Vendor_______________________ Amount _____________ Ck# ________________    

Vendor ______________________  Amount ______________Ck# ________________    

Vendor _______________________Amount ______________ Ck# _______________    

    

Total expenses _____________ Profit  (Loss) 

_______________    

    

Prizes   Please circle whether prizes were purchased or donated.    

    

Prize _________________________ Winner’s Name___________________________   

Value _________________________ Address________________________________    
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Vendor ________________________      ________________________________    

    

Prize __________________________ Winner’s Name __________________________   

Value __________________________ Address _______________________________    

Vendor _________________________               _______________________________  

Request to Purchase    

    

Teacher Name ___________________________________________________    

Class___________________________________________________________    

Item(s) you wish to receive __________________________________________    

________________________________________________________________   

________________________________________________________________    

    

What will item(s) be used for ______________________________________________    

______________________________________________________________________    

______________________________________________________________________    

______________________________________________________________________   

______________________________________________________________________    

    

Amount including shipping and taxes ________________________________________    

    

Signature of Principal or    

designee______________________________________________________________   

Signature of Board Member________________________________________________    

    

Funds given to school to purchase☐    

Item(s) purchased by organization ☐        

Date _________________________    
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Guidelines and Questions on Conducting an Audit    

    

July 1, ___ to June 30, _____    

    

Cash Receipts    

1. Ae records maintained of all receipt books and other numbered forms used in 

acknowledging the receipt of cash?     

2. Are all the copies of voided receipts retained?    

3. Are issuances of receipt books, listing sheets, and temporary books to individuals 

and activities identified with the receipts acknowledging initial receipt of the 

monies?    

4. Is cash turned in by individuals traced to the initial receipt?    

5. Are all cash receipt recorded promptly when received?    

6. Are cash deposits made promptly?    

7. Are cash receipts from fund-raising activities turned in promptly?    

    

Cash Disbursements    

1. Are cash balances reconciled with bank balances monthly, and are detailed 

items listed on bank statement recorded on the books?    

2. Are voiced checks retained?    

3. Are expenditures properly approved?    

4. Are cash expenditures supported by a vendor’s invoice or receipt?    

5. Are disbursements by check properly signed?    

6. Are refund forms attached with signed and dated receipts?    

7. Are authorized expenditures for which no disbursement has been made reviewed 

for current status?    

8. Does the parent organization use unauthorized petty cash? Receipts and  

Fundraising Activities    
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1. Are fundraising activities in accordance with those approved by the school 

district?    

2. Are all fundraising activities approved by the school principal and Executive 

Director?    

3. Are complete minutes of booster organization meetings prepared on a timely 

basis?    

4. Do the minutes properly reflect approval of fundraising activities?    

    

    

    

Purchases    

1. Are items of purchases in accordance with the intentions of the booster 

organization, and are they reflected in the minutes?    

2. Are club monies spent to further the purposes of the school?    

3. Are contractual obligations properly authorized?    

4. Are proper controls exercised to prevent expenditures in excess of funds?    

5. Are timely payments made on all purchases?    

    

Financial Statements    

1. Are monthly reports (treasurer reports) of financial transactions of organization 

accounts prepared and submitted to the organization president and other 

appropriate officers, principal and other booster club members?    

2. Are periodic financial statements of budgeted and actual revenues and 

expenditures prepared and submitted to appropriate officers?    

3. Is an annual budget adopted by the executive board?    

    

Reconciliations    

    

1. Are bank statements reconciled monthly?    

2. Are bank accounts reconciliations reviewed and approved by the president of the 

booster organization?    

3. Are reconciliations given to the principal periodically for review?    

4. Are copies of bank statements being given to principal monthly?    
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I have read and understand the policy and procedure that are listed in this handbook. I understand 

that no fundraiser can be started without the proper approval. The proper approval is receiving  
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the form back with all signatures. At the end of the fundraiser we will complete the bottom of the 

form and give a copy to the school bookkeeper. We will give a complete copy of bank statements 

to the school on a monthly basis.  I understand that a web page is setup on the school district 

website with more information. It can be found under I am a parent then scroll down to PTO 

section.    

      

Signatures:    

    

President:    __________________________________________________________________    

    

Vice President:  _________________________________________________________________    

    

Treasurer:          _________________________________________________________________    

    

Secretary:          _________________________________________________________________    

                        


