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             2012 - 2013
Flagstaff Academy PTO Treasurer Guidelines

What do I do with incoming funds (checks and cash)?

PTO Treasurer-Elect, deposits ALL funds for the PTO.  All money brought to school whether through backpacks or brought into the office staff is placed into the PTO lockbox on the front desk counter.  This is to protect those who are handling the money.  If your committee receives funds any other way use the CHECK/CASH DEPOSIT form and place the funds along with the form in the PTO lockbox on the counter at Flagstaff Academy. Remember to have two people count the funds. 
Weekly, the Treasurer-Elect will photocopy all checks and provide to appropriate committee chairs, treasurer, and president.  Check copies will be placed in your file folder on the wall next to the lockbox at the front desk, for your records. For events generating daily deposits greater than $500.00, funds counting must occur the day of the event with a PTO Executive Committee Member for immediate deposit.  If you have any questions, please contact Treasurer Elect.
Who do I go to if I need PTO money?

PTO Treasurer, Kate Fordham, processes all requests for money via the three forms below. Please complete the appropriate form and leave it in her folder above the lockbox at the front desk of the school. She will pick up forms each Friday and will turn around requests within one week.  Checks will be sent via mail to your home unless other arrangements are made.  Kate can be reached at 303-875-1931 or kfordham26@comcast.net.

1. Payments to a third party:  Use the CHECK REQUEST form.

2. Reimbursement:  Use the EXPENSE REIMBURSEMENT form.  Requests for reimbursement must be made within 30 days of the expenditure.  Any receipts presented later than the 30 days will be considered a donation to the PTO.  Rare exceptions will require a written explanation and approval by the PTO board.  
3. Cash drawer (for an event):  Use the CASH DRAWER REQUEST form.
Kate can provide committee income and expense reports to you as well. 
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