
Treasurer’s Resource Guide

Samples and Forms



PTA Vision
Every child’s potential is a reality.

PTA Mission
To make every child’s potential a reality by engaging and empowering 

families and communities to advocate for all children.

PTA Purposes 
•	 To	promote	the	welfare	of	children	and	youth	in	home,	school,		 	 	

  community and place of worship.
•	 To	raise	the	standards	of	home	life.
•	 To	secure	adequate	laws	for	the	care	and	protection	of	children		 	 	

  and youth.
•	 To	bring	into	closer	relation	the	home	and	the	school,	that	parents		 	 	

  and teachers may cooperate intelligently in the education of 
 children and youth.
•	 To	develop	between	educators	and	the	general	public	such	united		 	 	

  efforts as will secure for all children and youth the highest 
	 advantages	in	physical,	mental,	social	and	spiritual	education.	
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Officer/Chair Name:(Nombre de 
Oficial/Presidente de Junta)

Position: 
(Posición)

Year: 
(Año)

Reproduce as needed for the appropriate number of goals. (Se puede reproducir para metas adicionales.) 

Responsibilities/-
Duties: 
(Responsabilidades)

Committee Members:
(Miembros del Comité)

Goal: 
(Meta) 

Evaluation Process: 
(Proceso de Evaluación)

Specific Action Steps 
(Proceso Especifico de Acción) 

Start Date 
(Fecha de Empiezo) 

Completion
Date

(Fecha de Terminación) 

Budget
(Presupuesto)

Resources: 
(Recursos)

PLAN OF WORK 
(Plan de Trabajo) 
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Equipment/Money Donations Sample Form #1 
[Agreement to donate a specific sum of money to 

the school/district for a specific purpose.] 

 
Agreement between   PTA and    
 (School/School District) 

The   PTA is donating $  to the   

school/district for the following purpose/purchase(s) of:   . If 

this purchase is not made by   , this amount will be returned to the PTA. The PTA 
                                                              (Date) 

will be provided with a  copy of the purchase order or requisition and a copy of the paid invoice. 
 
Signed   Date:   
 PTA President 

  Date:   
 Principal/Administrator 
 
-------------- In the case of equipment purchase, also complete the following  -------------- 
 

The   PTA is donating money for purchase of the following:  

The/these item(s) will become the property of the school. It is to be used for the following purpose(s):   

 . 

The PTA may use the item(s) under the following conditions:   

  

 . 

The school will be responsible for maintenance of the item and for providing supplies. In case of loss or 

theft, the school will be responsible for replacement and agrees to replace the item with a like kind. Any gift 

given by the PTA is without any future liability protection or guarantees by the PTA. 
 
 
Signed:    Date:      
 PTA President 

  Date:      
 Principal/Administrator 
 
* The  PTA membership must provide for any expenditure through a budget adoption/ amendment and a 
specific vote at a membership meeting. This agreement is void if not ratified by the membership. 
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Equipment/Money Donations Sample Form #2 
[Capital equipment purchased by the PTA, donated to the school.] 

 
 

Agreement between   PTA and    
 (School/School District) 
 

The   PTA has purchased the following   and 

is donating it/them to the   for the following use(s)/purpose(s): 
 (School) 

 . The   PTA  

may/may not use the items under the following condition(s):   

 . The school will be responsible for the maintenance of  

the item(s). The school also will be responsible for providing for the safe and continuing operation of the  

item(s). In case of loss or theft, the school will be responsible for replacement and agrees to replace the 

item with a like kind. Any gift given by the PTA is without any future liability protection or guarantees by 

the PTA. 
 
 
 
 
Signed    Date:   
 PTA President 
 

   Date:   
 Principal/Administrator 
 
 

 

 

* The  PTA membership must provide for any expenditure through a budget 
adoption/amendment  and a specific vote at a membership meeting. This agreement is void if not 
ratified by the  membership. 
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Equipment/Money Donations Sample Form #3 
[For capital equipment purchased by the PTA, ownership to be retained by the PTA,  

the item to be stored at the school. Example:  popcorn popper.] 

Agreement between   PTA and    

 (School/School District) 

The  PTA has purchased the following for its own use:    

    .  

This equipment will be stored at   

 (School) 

but will remain the property of the PTA. 

It may be used only by PTA members or under their supervision. This item may be used by school  

staff and/or     students. Anyone using the property other than 

the PTA will pay for supplies and maintenance  If the item is damaged when its use occurs outside the 

PTA, then repayment for cost or damage will be required. 

Signed    Date:  

 PTA President 

Date:

 Principal/Administrator 

* The  PTA membership must provide for any expenditure through a budget 

adoption/amendment and a specific vote at a membership meeting. This agreement is void if 

not ratified by the membership. 
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____________ PTA/PTSA 
Records Retention Policy 

The ___________________ PTA/PTSA adopted this policy regarding records retention on ___________ (date).
This policy shall be reviewed by the ______________ PTA/PTSA executive board annually and may only be 
changed by a majority vote of the association at a membership meeting.  This document shall be maintained by the 
secretary of this PTA. 

Description of Record(s) Manner of Record-Keeping* Disposition 
Accounts payable records 7 years
Annual financial reconciliation reports Permanent 
Articles of Incorporation, if applicable Permanent 
Bank reconciliations 1 year 
Bylaws, including all amendments Permanent 
Cash receipt records 7 years 
Checks (canceled) (see exception, next line) 7 years 
Checks (canceled) for important payments, i.e., 
taxes, special contracts, etc.  (Checks are filed with 
the papers pertaining to the transaction.) 

Permanent 

Contracts and leases (expired) 7 years 
Contracts and leases still in effect Permanent 
Corporation reports filed with the secretary of state, 
if incorporated 

Permanent 

Correspondence with customers or vendors 1 year 
Correspondence (general) 3 years 
Correspondence (legal) Permanent 
Duplicate deposit slips 1 year 
Employee records (post-termination), if applicable 3 years 
Employment applications, if applicable 3 years 
Ethics/Conflict of Interest Policy Secretary  Permanent 
Equipment owned by the PTA Permanent 
Financial statements (year-end) and budgets 10 years 
Grant award letters of agreement 10 years 
Insurance records, accident reports, claims, 
policies, certificates 

Permanent 

Inventories (products and materials) 7 years 
Invoices 7 years 
Journals (ledger books) Permanent 
Minute books of board, association and committees Permanent 
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Description of Record(s) Manner of Record-Keeping* Disposition 
PTA charter Permanent 
Purchase orders 7 years 
Record retention policy Permanent 
Sales records 7 years 
Standing rules (current) Permanent 
Tax-exempt status documents 
 Letter assigning IRS Employee Identification 

Number (EIN) 
 Form 990/990-EZ and Schedules, as filed with 

IRS 
 State tax information returns, as filed 
 Form 990-T, if applicable, for unrelated 

business income 
 Correspondence with IRS 
 Other information returns filed with the 

government 

Permanent 

Vouchers for payments to vendors, officers, etc. 
(includes allowances and reimbursements to 
officers, members, etc., for travel and other 
expenses) 

7 years 

 
 

*  The “Manner of Record-Keeping” refers to both the storage location as well as the type of record 
(electronic or print). 
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Non-Signer Review of Bank Statement 
      PTA 

Bank Statement Date:        

Date statement reviewed:        

I verify that I have checked this bank statement for the following and have noted any 
concerns below: 

 Checks appearing in non-sequential order 

 Checks made out to “cash” 

 Checks made payable to non-approved vendors 

 Checks written for non-approved expenses 

 Missing check numbers 

 ATM/Debit/Electronic Transfers 

 Checks made out to an individual for an even dollar/cent amount (i.e. $20.00) 

 Transactions on statement verified against financial report(s) 

Items of concern:        

_____________________________________________ 
Printed Name of Reviewer 

_____________________________________________ 
Signature 

_______________________ 
Date 
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SAMPLE FINANCIAL RECONCILIATION REPORT 

Name of Local PTA ______________________________________ Date  ___________________________  
 
Council PTA ____________________________________________ Area PTA #  ______________________  

Balance on Hand 
 (Date of last financial reconciliation) $  ___________________  

Receipts 
  (From last financial reconciliation to date of current financial reconciliation) __________ $  
 
 Total Cash $ ____________________  

Disbursements 
 (From last financial reconciliation to date of current financial reconciliation) __________ $   
 

Balance on Hand 
  (Date of financial reconciliation) $  ___________________  

 Date of Financial Reconciliation    

 We have examined the records of  _________________ PTA and find them to be:  

 (Choose one of the following) 
 correct. 
 incomplete. 
 substantially correct with the following adjustments: 

 
    
 
    
 

 incorrect. 
  
 The following irregularities were found: 
 
    
 
    
 
 We make the following recommendations: 
 
    
 
    
 
 Financial Reconciliation Committee signatures:  
 
  _____________________________________   __________________________________________  

  _____________________________________  

 Date financial reconciliation completed:__________________ 
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Sample Financial Reconciliation Assignments Divided 
by Three Person Committee 

Committee Member #1 
Please place a check by each of the following items that you have for the financial reconciliation.
____  Checkbook 

_____  Membership Meeting Treasurer Reports 

_____  Approved & Amended Budget 

_____  Membership Meeting Minutes 

_____  Copy of the Executive Board Roster 

Check list over the checkbook 
_____ yes _____ no check register was kept 
_____ yes _____ no check book was balanced to bank statement 
_____ yes _____ no checkbook was kept in ink only 
_____ yes _____ no corrections were single lined corrected 

Check list over membership meeting Treasurer Report 
_____ yes _____ no reports were given at every meeting 
_____ yes _____ no beginning balance is the same as last report’s ending balance 
_____ yes _____ no every deposit was listed on reports (or provided as back-up) 
_____ yes _____ no every check and service fee was listed on reports (or provided as backup) 
_____ yes _____ no ending cash balance on report can be referenced to checkbook ledger 

entry
_____ yes _____ no verify that the fund-raising events with total sales brought 
    in and amount paid to company were designated in the financials 

Check list over membership meeting minutes 
_____ yes _____ no minutes were taken at every meeting 
_____ yes _____ no budget was approved by the membership 
_____ yes _____ no all fund-raising events were approved by membership (via a 

budget line item or as an individual motion) 
_____ yes _____ no reports by the treasurer were given at every meeting and included in the 

minutes
_____ yes _____ no proposed budget for new year was approved @ annual meeting 
_____ yes _____ no verify that (up to two) tax-free sales dates were designated in the minutes 

(can be declared in executive board or membership minutes; one or the 
other)

_____ yes _____ no verify quorum was present at all meetings 

Check list over the budget and executive board list 
_____ yes _____ no a copy of the executive board is given 
_____ yes _____ no a copy of the budget is given 
_____ yes _____ no if budget is amended, a copy is given 
_____ yes _____ no did a budget line spend more than what was approved; if so was a 

reasonable explanation given 
_____ yes _____ no were plans of work given to form the budget 
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Committee Member #2 
Please place a check by each of the following items that you have for the financial reconciliation.

____  Bank Statements 

_____  Executive Board Treasurer Reports 

_____  Treasurer Annual Report 

_____  Deposits with bank receipts 

_____  Executive Board Minutes 

_____ Last Financial Reconciliation Report

Check list over the bank statement 
_____ yes _____ no bank statement was reconciled each month in a timely manner 
_____ yes _____ no bank statement was opened, reviewed, initialed and dated by a non-signer on the 
    account appointed by the president 
_____ yes _____ no if corrections were made, a reasonable explanation was given 
_____ yes _____ no checks had two authorized signatures 
_____ yes _____ no payee and authorized signature not the same 
_____ yes _____ no checks not made payable to “cash” 

Check list over executive board meeting Treasurer Report 
_____ yes _____ no reports were given at every meeting 
_____ yes _____ no beginning balance is the same as last report ending balance 
_____ yes _____ no every deposit was listed on reports (or provided as back-up) 
_____ yes _____ no every check and service fee was listed on reports (or provided as backup) 
_____ yes _____ no ending cash balance on report can be referenced to checkbook ledger entry 
_____ yes _____ no verify that the fund-raising events with total sales brought 
    in and amount paid to company were designated in the financials 

Check list over executive board meeting minutes 
_____ yes _____ no minutes were taken at every meeting 
_____ yes _____ no budget was approved by the executive board to come as recommendation to the 

membership 
_____ yes _____ no all fund-raising events were approved by executive board to come as 

recommendation to the membership (via budget line item approval or an 
individual motion) 

_____ yes _____ no reports by the treasurer were given at every meeting 
_____ yes _____ no verify that (up to two) tax-free sales dates were designated in the minutes 

(can be declared in executive board or membership minutes; one or the other) 
_____ yes _____ no verify quorum was present at all meetings 
_____ yes _____ no verify all plans of work were approved 

Check list over last financial reconciliation and annual report 
_____ yes _____ no a copy of the last financial reconciliation report was given for this financial 
     reconciliation 
_____ yes _____ no the annual report was prepared and provided with the financial reconciliation 

report

Check list over the deposits 
_____ yes _____ no deposit forms were properly completed with two people counting money 
_____ yes _____ no receipt was issued for all deposits with two signatures on receipts 
_____ yes _____ no bank deposit receipt was attached to each deposit form 
_____ yes _____ no deposits were made in a timely manner with the bank 
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Committee Member #3 
Please place a check by each of the following items that you have for the financial 

reconciliation.

____  Vouchers with receipts 

_____ General Ledger 

_____  Unused Checks and Deposit Slips 
_____  Tax Returns (sales tax and 990) 

_____  Bylaws and Standing Rules 

_____  Membership list

Check list over the vouchers 
_____ yes _____ no a voucher with receipts attached (if available) were present for every check 

issued; otherwise signed voucher is adequate for reimbursement 
_____ yes _____ no sales tax was not reimbursed unless specifics designated in bylaws/standing rules 
_____ yes _____ no vouchers were completely filled out 

Check list over Bylaws and Standing Rules 
_____ yes _____ no are bylaws current with Texas PTA (updated within last 5 years from  
    date of financial reconciliation 

Check list over for General Ledger 
_____ yes _____ no bound ledger is a running balanced total from the whole year 
_____ yes _____ no ledger is kept in ink only (or computerized) 
_____ yes _____ no corrections were single lined corrected (or were duly noted on computer records) 
_____ yes _____ no if ledger book was used for individual account records, totals of expenses 

and income were added for the annual report and end of year financial 
reconciliation

Check list for Membership list 
_____ yes _____ no membership dues were paid to Texas PTA 
_____ yes _____ no dues paid balanced to number of members 
_____ yes _____ no if there were any life time members, it was clearly marked on the 
    membership list 
_____ yes ____ _ no all PTA executive board members paid dues 

Check list for tax returns 
_____ yes _____ no did a sales tax form get filed with the state Texas Comptroller 
_____ yes _____ no was sales tax collected when required 
_____ yes _____ no was the Form 990 filled out correctly 
_____ yes _____ no did Form 990 get filed with the IRS promptly 

Check list for unused checks and deposit slips 
_____ yes _____ no all unused checks are presented and accounted for 
_____ yes _____ no check number for last check issued and first check available in check  
    stock are sequential  
_____ yes _____ no voided checks are retained in records 
_____ yes _____ no voided checks were sufficiently modified to eliminate the possibility of 

  clearing the bank 
_____ yes _____ no deposit slips (or ledger) indicate income category breakdown 
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Committee Member #3 
Please place a check by each of the following items that you have for the financial 

reconciliation.

____  Vouchers with receipts 

_____ General Ledger 

_____  Unused Checks and Deposit Slips 
_____  Tax Returns (sales tax and 990) 

_____  Bylaws and Standing Rules 

_____  Membership list

Check list over the vouchers 
_____ yes _____ no a voucher with receipts attached (if available) were present for every check 

issued; otherwise signed voucher is adequate for reimbursement 
_____ yes _____ no sales tax was not reimbursed unless specifics designated in bylaws/standing rules 
_____ yes _____ no vouchers were completely filled out 

Check list over Bylaws and Standing Rules 
_____ yes _____ no are bylaws current with Texas PTA (updated within last 5 years from  
    date of financial reconciliation 

Check list over for General Ledger 
_____ yes _____ no bound ledger is a running balanced total from the whole year 
_____ yes _____ no ledger is kept in ink only (or computerized) 
_____ yes _____ no corrections were single lined corrected (or were duly noted on computer records) 
_____ yes _____ no if ledger book was used for individual account records, totals of expenses 

and income were added for the annual report and end of year financial 
reconciliation

Check list for Membership list 
_____ yes _____ no membership dues were paid to Texas PTA 
_____ yes _____ no dues paid balanced to number of members 
_____ yes _____ no if there were any life time members, it was clearly marked on the 
    membership list 
_____ yes ____ _ no all PTA executive board members paid dues 

Check list for tax returns 
_____ yes _____ no did a sales tax form get filed with the state Texas Comptroller 
_____ yes _____ no was sales tax collected when required 
_____ yes _____ no was the Form 990 filled out correctly 
_____ yes _____ no did Form 990 get filed with the IRS promptly 

Check list for unused checks and deposit slips 
_____ yes _____ no all unused checks are presented and accounted for 
_____ yes _____ no check number for last check issued and first check available in check  
    stock are sequential  
_____ yes _____ no voided checks are retained in records 
_____ yes _____ no voided checks were sufficiently modified to eliminate the possibility of 

  clearing the bank 
_____ yes _____ no deposit slips (or ledger) indicate income category breakdown 



 

PTA Reimbursement Voucher 

Payable to:  ___________________________________  Date needed:  __________________________  

Address: _____________________________________  Phone:  _______________________________  

Check requester:  _______________________________  Date:  ________________________________  

Account to Debit: ______________________________  Invoice # _____________________________  

(If your invoice reflects more than one account, please identify each and amount to be deducted from each.)

 _______________________   ___________   ___________________________   __________  

 _______________________   ___________   ___________________________   __________  

Item Place of Purchase Amount 
   

   

   

   

               Total:  

(Receipts are attached and sales tax will not be reimbursed) 

Treasurer’s Notes: Remarks:

Date Invoice Received:________________         

Plan of Work _______ Motion: ______ 

Date Approved:_______ Paid: _______ 

Check Number: _____________________ 

Amount of Check: ____________________ 

Chair’s Authorization:    

Treasurer’s Signature:    

President’s Signature:    

Attach receipt(s) 
—SAMPLE— 
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PTA Disbursement Voucher 
Name: _______________________________________________________________________________ 

Address: _____________________________________________________________________________ 

Telephone Number: ____________________________________________________________________ 

Date of request: ______________________    Date check needed: _______________________________ 

Make check payable to: _________________________________________________________________ 

Account to be debited: __________________________________________________________________ 

(If your invoice reflects more than one account, please identify each and the amount that should be deducted from 
each). Remember to use the exemption certificate when purchasing items for PTA use. Sales tax is not reimbursed. 

                Item   Place of Purchase             Amount 

   

   

   

   

                     Total $ _____________ 

Remarks: 

Treasurer’s Notes: 

Invoice Received: _______________ 

Date Paid: _____________________ 

Check Number: _________________ 

Amount: _______________________ 

                             Attach Receipts (s) 
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IRS Tax Exempt Memo 
Internal Revenue Service 
 
 
 
Date: January 25, 2001 
 
PTA Texas Congress  
PTA-TX  
408 W 11th St Austin, TX 78701 
 

Department of the Treasury 
P.O. Box 2508 
Cincinnati, OH 45201 

Person to Contact: 
    Alvin Gadd  31-07339 
    Customer Service Representative 

Toll Free Telephone Number: 
    8:00 a.m. to 9:30 p.m. EST 
    877-829-5500 

Fax Number: 
    513-263-3756 

Federal Identification Number:  74-1054403 
Group Exemption Number:   1889 

 
 
Dear Sir or Madam:  
 
We have received your request for affirmation of your organization's tax-exempt status.  
 
Your organization is exempt under section 501 (c)(3) of the Code because it is included in a group ruling issued 
to PTA Texas Congress, located in Austin, TX.  
 
Individual exemption letters are not available to organizations included in group rulings. The group exemption 
letter applies to all of the subordinate organizations on whose behalf the PTA Texas Congress has applied for 
recognition of exemption. If you want a copy of the group exemption letter, please contact your parent 
organization.  
 
Your organization is required to file Form 990, Return of Organization Exempt from Income Tax, only if its gross 
receipts each year are normally more than $25,000. If a return is required, it must be filed by the 15th day of the 
fifth month after the end of the organization's annual accounting period. The law imposes a penalty of $20 a 
day, up to a maximum of $10,000, when a return is filed late, unless there is reasonable cause for the delay.  
 
Donors may deduct contributions to your organization as provided in section 170 of the Code. Bequests, 
legacies, devises, transfers, or gifts to your organization or for its use are deductible for federal estate and gift 
tax purposes if they meet the applicable provisions of sections 2055, 2106, and 2522 of the Code. 
 
The law requires you to make your organization's annual return available for public inspection without charge for 
three years after the due date of the return. You can charge only a reasonable fee for reproduction and actual 
postage costs for the copied materials. The law does not require you to provide copies of public inspection 
documents that are widely available, such as by posting them on the Internet (World Wide Web). You may be 
liable for a penalty of $20 a day for each day you do not make these documents available for public inspection 
(up to a maximum of $10,000 in the case of an annual return). 
 
PTA Texas Congress PTA-TX 74-1054403  
 
If you have any questions, please call us at the telephone number shown in the heading of this letter.  
 
Sincerely,  

 
John E. Ricketts, Director, TE/GE  
Customer Account Services
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 Important Information from the Texas Comptroller
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Texas Hotel Occupancy Tax Exemption Certificate
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Texas Sales and Use Tax Resale Certificate
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Texas Sales and Use Tax Exemption Certificate (Blank)
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Texas Sales and Use Tax Exemption Certificate (Completed)
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BEGINNING CASH BALANCE 4,000.00$        

RECEIPTS:
Cultural Arts Fair 500.00$            
Donations 200.00$            
Member's Dues @ $3.00 per person 900.00$            
Popcorn Sales 1,000.00$        
Pre-Packaged School Supplies 12,000.00$      
Recycling Income 300.00$            
School Store 1,500.00$        
Spirit Item - T Shirts 2,000.00$        
Student Directory 1,500.00$        
Ways and Means-Fall Festival 15,000.00$      
Ways and Means-Spring Sock Hop 3,000.00$        
Yearbook 6,000.00$        

TOTAL AVAILABLE FUNDS 47,900.00$      

DISBURSEMENTS:
Arts in Education
   Art Appreciation 250.00$            
   Reflections 300.00$            
Bank Fees 50.00$              
Council Dues & Donation:
   Donation 300.00$            
   Dues 75.00$              
Cultural Arts Fair 1,000.00$        
DARE 200.00$            
Environmental 280.00$            
Founders' Day Dinner 60.00$              
Health 50.00$              
Historian 300.00$            
Hospitality (PTA Meetings) 350.00$            
Insurance (Bonding, Liability, Officers' & Property) 600.00$            
Leadership Training 1,400.00$        
Legislative Action 300.00$            
Life Membership 350.00$            
Membership Drive 250.00$            
Newsletter 500.00$            
Parent Education & Programs 700.00$            
Popcorn Supplies 200.00$            
Pre-packaged School Supplies 12,000.00$      
PTA Administrative Expenses (Paper & Supplies) 700.00$            
School Store 2,500.00$        
Science Education 1,000.00$        
Spirit Item-T-shirts 2,360.00$        
Student Directory 1,500.00$        
Teacher Appreciation 1,200.00$        
Teacher Scholarships 400.00$            
Ways & Means- Fall Festival 7,000.00$        
Ways & Means- Sock Hop 1,400.00$        
Website Expenses 600.00$            
Yearbook 6,000.00$        
Youth Protection & Safety 500.00$            
TOTAL DISBURSEMENTS 44,675.00$      

Balance to be Carried Forward 2012-2013 3,225.00$        

TOTAL $47,900.00

Receipts Not Belonging to PTA:
  Sales Tax Escrow Receipts 350.00$            
  Sales Tax Escrow Payments 350.00$            

  State & National Dues Escrow Receipts 1,350.00$        
  State & National Dues Escrow Payments 1,350.00$        

Terrific Elementary PTA
Proposed Budget

2011-2012
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Sample Proposed Budget

Current
Period

Actual To
Date

Adopted
Budget*

 Proposed 
Amendment

Proposed
Budget

Beginning Balance 13,571.00$         6,453.44$           6,453.44$           6,453.44$           

Receipts
Cultural Arts Fair 500.00$                500.00$                
Donations 360.00$                360.00$                200.00$                160.00$                360.00$                
Member's Dues @ $3.00 per person 798.00$                948.00$                900.00$                48.00$                  948.00$                
Popcorn Sales 210.00$                340.00$                1,000.00$             1,000.00$             
Pre-Packaged School Supplies 15,695.00$           12,000.00$           12,000.00$           
Recycling Income 10.00$                  10.00$                  300.00$                300.00$                
School Store 253.47$                564.42$                1,500.00$             1,500.00$             
Spirit Item - T Shirts 2,000.00$             2,000.00$             
Student Directory 400.00$                1,600.00$             1,500.00$             1,500.00$             
Ways and Means-Fall Festival 17,256.54$           19,656.54$           15,000.00$           342.00$                15,342.00$           
Ways and Means-Spring Sock Hop 3,000.00$             3,000.00$             
Yearbook 6,000.00$             6,000.00$             
Total Income 19,288.01$           39,173.96$           43,900.00$           550.00$                44,450.00$           

Total Available Funds 32,859.01$         45,627.40$         50,353.44$         550.00$              50,903.44$         

Disbursements:
Arts in Education -$                     

Art Apprectiation 250.00$                250.00$                
Reflections 300.00$                300.00$                

Bank fees 50.00$                  50.00$                  
Council Dues & Donations: -$                     

Donation 300.00$                300.00$                300.00$                
Dues 75.00$                  75.00$                  75.00$                  

Cultural Arts Fair 978.00$                978.00$                1,000.00$             250.00$                1,250.00$             
DARE 200.00$                200.00$                
Environmental 280.00$                280.00$                
Founders' Day Dinner 60.00$                  60.00$                  
Health 50.00$                  50.00$                  
Historian 300.00$                300.00$                
Hospitality (PTA Meetings) 74.32$                  100.86$                350.00$                350.00$                
Insurance (Bonding, Liability, Officer's & Property) 565.00$                600.00$                600.00$                
Leadership Training 450.00$                1,400.00$             1,400.00$             
Legislative Action 300.00$                300.00$                
Life Membership 350.00$                350.00$                
Membership Drive 195.64$                249.87$                250.00$                50.00$                  300.00$                
Newsletter 363.24$                363.24$                500.00$                500.00$                
Parent Education & Programs 700.00$                700.00$                
Popcorn Supplies 56.85$                  81.85$                  200.00$                200.00$                
Pre-packaged School Supplies 9,417.00$             12,000.00$           12,000.00$           
PTA Administrative Expenses (Paper & Supplies) 256.29$                700.00$                700.00$                
School Store 104.79$                2,500.00$             2,500.00$             
Science Education 1,000.00$             1,000.00$             
Spirit Item-T Shirts 2,360.00$             2,360.00$             
Student Directory 1,500.00$             1,500.00$             1,500.00$             1,500.00$             
Teacher Appreciation 1,200.00$             1,200.00$             
Teacher Scholarships 400.00$                400.00$                
Ways & Means- Fall Festival 5,439.45$             6,333.99$             7,000.00$             250.00$                7,250.00$             
Ways & Means- Sock Hop 1,400.00$             1,400.00$             
Website Expenses 600.00$                600.00$                600.00$                
Yearbook 6,000.00$             6,000.00$             
Youth Protection & Safety 500.00$                500.00$                
Total Expenses 8,607.50$             21,375.89$           44,675.00$           550.00$                45,225.00$           

Balance to be Carried Forward 2012-2013 24,251.51$          24,251.51$          5,678.44$            -$                     5,678.44$

50,353.44$           550.00$                50,903.44$           

State & National Dues Escrow
Beginning Balance -$                     -$                     
Deposits 1,197.00$             1,422.00$             
Payments 1,197.00$             1,422.00$             
Ending Balance -$                    -$

Sales Tax Escrow
Beginning Balance 25.65$                  -$                     
Deposits 17.37$                  43.02$                  
Payments -$                     -$                     
Ending Balance 43.02$                 43.02$

*Adopted September 13, 2011

Terrific Elementary PTA
Proposed Amended Budget

2011 - 2012
(Date of Association meeting)
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This form must be returned to Texas PTA by January 31, 2012. 

In order for your Local PTA to be covered by the Texas PTA group exemption, we must 
submit current information on your behalf to the IRS annually.  In order for your Local PTA 
to be included on our list of subordinate PTAs covered by our group ruling, this form must be 
completed and returned by January 31, 2012.

PTAs not responding will be subject to income tax, and their donations can not be considered 
charitable contributions by donors.

If you have any questions, contact the Member Services Department at 1-800-TALK-PTA. 

Unit Name  Unit #  

Unit City  

School District  
          

Federal Identification # -

Which 990 Form did you file last year?   990   990EZ   990N

   
(President’s Signature)  (Date) 

   
(Treasurer’s Signature)  (Date) 

      
    

Please return the completed and signed form to: TEXAS PTA  
Attn:  Member Services Department 
408 W. 11th Street  
Austin, Texas  78701-2113 

EIN VERIFICATION FORM
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Form  990-EZ

Department of the Treasury  
Internal Revenue Service

Short Form 
Return of Organization Exempt From Income Tax

Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Code 
(except black lung benefit trust or private foundation) 

 Sponsoring organizations of donor advised funds, organizations that operate one or more hospital facilities, 
and certain controlling organizations as defined in section 512(b)(13) must file Form 990 (see instructions). 

All other organizations with gross receipts less than $200,000 and total assets less than $500,000 
at the end of the year may use this form. 

 The organization may have to use a copy of this return to satisfy state reporting requirements.

OMB No. 1545-1150

2010
Open to Public 

Inspection 

A  For the 2010 calendar year, or tax year beginning , 2010, and ending , 20 
B  Check if applicable: 

Address change

Name change

Initial return

Terminated

Amended return

Application pending

C  Name of organization 

Number and street (or P.O. box, if mail is not delivered to street address) Room/suite 

City or town, state or country, and ZIP + 4 

D Employer identification number 

E  Telephone number 

F  Group Exemption  
Number   

G  Accounting Method:  Cash Accrual Other (specify)  H  Check  if the organization is not 
required to attach Schedule B  
(Form 990, 990-EZ, or 990-PF). 

I   Website: 
J  Tax-exempt status (check only one) — 501(c)(3) 501(c) ( )   (insert no.) 4947(a)(1) or 527 

K  Check  if the organization is not a section 509(a)(3) supporting organization and its gross receipts are normally not more than $50,000.  A  
Form 990-EZ or Form 990 return is not required though Form 990-N (e-postcard) may be required (see instructions). But if the organization chooses 
to file a return, be sure to file a complete return. 

L  Add lines 5b, 6c, and 7b, to line 9 to determine gross receipts. If gross receipts are $200,000 or more, or if total assets (Part II,  

line  25, column (B) below) are $500,000 or more, file Form 990 instead of Form 990-EZ  . . . . . . . . . . .    $ 
Part I Revenue, Expenses, and Changes in Net Assets or Fund Balances (see the instructions for Part I.) 

Check if the organization used Schedule O to respond to any question in this Part I . . . . . . . . . .

R
ev

en
ue

 

1 Contributions, gifts, grants, and similar amounts received . . . . . . . . . . . . . 1 
2 Program service revenue including government fees and contracts . . . . . . . . . 2 
3 Membership dues and assessments . . . . . . . . . . . . . . . . . . . . 3 
4 Investment income . . . . . . . . . . . . . . . . . . . . . . . . . 4 
5 a Gross amount from sale of assets other than inventory . . . . 5a 
b Less: cost or other basis and sales expenses . . . . . . . . 5b 
c Gain or (loss) from sale of assets other than inventory (Subtract line 5b from line 5a) . . . . 5c 

6 Gaming and fundraising events 
a Gross income from gaming (attach Schedule G if greater than 

$15,000) . . . . . . . . . . . . . . . . . . . . 6a 
b Gross income from fundraising events (not including $ of contributions

from fundraising events reported on line 1) (attach Schedule G if the
sum of such gross income and contributions exceeds $15,000) . . 6b

c Less: direct expenses from gaming and fundraising events . . . 6c 
d Net income or (loss) from gaming and fundraising events (add lines 6a and 6b and subtract 

line 6c) . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6d
7 a Gross sales of inventory, less returns and allowances . . . . . 7a 
b Less: cost of goods sold . . . . . . . . . . . . . . 7b 
c Gross profit or (loss) from sales of inventory (Subtract line 7b from line 7a) . . . . . . . 7c 

8 Other revenue (describe in Schedule O) . . . . . . . . . . . . . . . . . . . 8 
9 Total revenue. Add lines 1, 2, 3, 4, 5c, 6d, 7c, and 8 . . . . . . . . . . . . .  9 

E
xp

en
se

s 

10 Grants and similar amounts paid (list in Schedule O) . . . . . . . . . . . . . . 10 
11 Benefits paid to or for members . . . . . . . . . . . . . . . . . . . . . 11 
12 Salaries, other compensation, and employee benefits . . . . . . . . . . . . . . 12 
13 Professional fees and other payments to independent contractors . . . . . . . . . . 13 
14 Occupancy, rent, utilities, and maintenance . . . . . . . . . . . . . . . . . 14 
15 Printing, publications, postage, and shipping . . . . . . . . . . . . . . . . . 15 
16 Other expenses (describe in Schedule O) . . . . . . . . . . . . . . . . . .  16 
17 Total expenses. Add lines 10 through 16 . . . . . . . . . . . . . . . . .  17 

N
et

 A
ss

et
s 18 Excess or (deficit) for the year (Subtract line 17 from line 9) . . . . . . . . . . . . 18 

19 Net assets or fund balances at beginning of year (from line 27, column (A)) (must agree with 
end-of-year figure reported on prior year’s return) . . . . . . . . . . . . . . . 19 

20 Other changes in net assets or fund balances (explain in Schedule O) . . . . . . . . . 20 
21 Net assets or fund balances at end of year. Combine lines 18 through 20 . . . . . .  21 

For Paperwork Reduction Act Notice, see the separate instructions. Cat. No. 10642I Form  990-EZ  (2010) 

July 1 June 30 11

Terrific Elementary PTA

1000 Always Happy Lane

Houston, Texas 77062

74-9999999

281-486-0657

1889
✔ ✔

www.tepta.org
✔

✔

49069

✔

300
550

1,050

21,014
5,844

15,170
25,855
22,263

3,592
300

20,962
740

453
15861
17054
3,908

2,500

6,408
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Form 990-EZ (2010) Page  2 
Part II Balance Sheets. (see the instructions for Part II.) 

Check if the organization used Schedule O to respond to any question in this Part II . . . . . . . . . .
(A) Beginning of year (B) End of year 

22 Cash, savings, and investments . . . . . . . . . . . . . . . . . 22 
23 Land and buildings . . . . . . . . . . . . . . . . . . . . . . 23 
24 Other assets (describe in Schedule O) . . . . . . . . . . . . . . . 24 
25 Total assets . . . . . . . . . . . . . . . . . . . . . . . . 25 
26 Total liabilities (describe in Schedule O) . . . . . . . . . . . . . . 26 
27 Net assets or fund balances (line 27 of column (B) must agree with line 21) . . 27 
Part III Statement of Program Service Accomplishments (see the instructions for Part III.) 

Check if the organization used Schedule O to respond to any question in this Part III . .  
What is the organization’s primary exempt purpose? 
Describe what was achieved in carrying out the organization’s exempt purposes. In a clear and concise manner, describe 
the services provided, the number of persons benefited, and other relevant information for each program title. 

Expenses   
(Required for section 
501(c)(3) and 501(c)(4) 
organizations and section 
4947(a)(1) trusts;  optional 
for others.) 

28 

(Grants $ )  If this amount includes foreign grants, check here . . . .  28a 
29 

(Grants $ )  If this amount includes foreign grants, check here . . . .  29a 
30 

(Grants $ )  If this amount includes foreign grants, check here . . . .  30a 
31 Other program services (describe in Schedule O) . . . . . . . . . . . . . . . . . .

(Grants $ )  If this amount includes foreign grants, check here . . . .  31a 
32 Total program service expenses (add lines 28a through 31a) . . . . . . . . . . . . .  32 
Part IV List of Officers, Directors, Trustees, and Key Employees. List each one even if not compensated. (see the instructions for Part IV.) 

Check if the organization used Schedule O to respond to any question in this Part IV . . . . . . . . .

(a) Name and address 
(b) Title and average   

hours per week   
devoted to position 

(c) Compensation   
(If not paid,   
enter -0-.) 

(d) Contributions to  
employee benefit plans & 
deferred compensation 

(e) Expense  
account and   

other allowances 

Form  990-EZ  (2010) 

2,500 6,408

2,500 6,408

2,500 6,408

✔

See supplemental schedule O

Supported the educational process by providing cultural art, drug & alcohol education, environmental,
health, advocacy, parent education, special purchases, and youth protection and science programs
that benefited the entire school

10,706
Provided special events such as Fall Festival and Spring Sock Hop to promote parent, teacher and student
involvement; benefited school, family and community

5,670
Provided a low-cost school supply package for every student at Terrific Elementary that was made
available to every child at the school; maintained a school store throughout the year for student necessitites

13,159

29,535

Krista Arduz
1000 Always Happy Lane, Houston Texas 77062

President- 3 hours

Jack Shepherd
1000 Always Happy Lane, Houston Texas 77062

1st Vice President- 1hr

Kate Austen
1000 Always Happy Lane, Houston Texas 77062

2nd VP- Prog/Parent Ed-1hr

James Ford
1000 Always Happy Lane, Houston Texas 77062

Secretary- 1 hr

Lisa Holbrook
1000 Always Happy Lane, Houston Texas 77062

Treasurer- 3 hrs

Brad Pitt
1000 Always Happy Lane, Houston Texas 77062

Parliamentarian- 1 hr

Scarlett O'Hara
1000 Always Happy Lane, Houston Texas 77062

Principal- 1 hr
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Form 990-EZ (2010) Page  4 
Yes No 

45 Is any related organization a controlled entity of the organization within the meaning of section 512(b)(13)?   45 
a Did the organization receive any payment from or engage in any transaction with a controlled entity within the

meaning of section 512(b)(13)? If “Yes,” Form 990 and Schedule R may need to be completed instead of
Form 990-EZ (see instructions) . . . . . . . . . . . . . . . . . . . . . . . . . . 45a 

46 Did the organization engage, directly or indirectly, in political campaign activities on behalf of or in opposition
to  candidates for public office? If “Yes,” complete Schedule C, Part I . . . . . . . . . . . . . 46 

Part VI Section 501(c)(3) organizations and section 4947(a)(1) nonexempt charitable trusts only. All section 
501(c)(3) organizations and section 4947(a)(1) nonexempt charitable trusts must answer questions 47–49b 
and 52, and complete the tables for lines 50 and 51.
Check if the organization used Schedule O to respond to any question in this Part VI . . . . . . . . .

Yes No
47 Did the organization engage in lobbying activities? If “Yes,” complete Schedule C, Part II . . . . . . 47 
48 Is the organization a school as described in section 170(b)(1)(A)(ii)? If “Yes,” complete Schedule E . . . . 48 
49 a Did the organization make any transfers to an exempt non-charitable related organization? . . . . . . 49a 

b If “Yes,” was the related organization a section 527 organization? . . . . . . . . . . . . . . 49b 
50 Complete this table for the organization's five highest compensated employees (other than officers, directors, trustees and key 

employees) who each received more than $100,000 of compensation from the organization. If there is none, enter “None.” 

(a) Name and address of each employee paid more   
than $100,000 

(b) Title and average   
hours per week   

devoted to position 

(c)  Compensation (d) Contributions to  
employee benefit plans & 
deferred compensation 

(e) Expense  
account and   

other allowances 

f Total number of other employees paid over $100,000 . . . .  

51 Complete this table for the organization's five highest compensated independent contractors who each received more than 
$100,000 of  compensation from the organization. If there is none, enter “None.” 

(a) Name and address of each independent contractor paid more than $100,000 (b) Type of service (c) Compensation 

d Total number of other independent contractors each receiving over $100,000 . . 

52 Did the organization complete Schedule A? Note: All section 501(c)(3) organizations and 4947(a)(1)  
nonexempt charitable trusts must attach a completed Schedule A . . . . . . . . . . . . .  Yes No

Under penalties of perjury, I declare that I have examined this return, including accompanying schedules and statements, and to the best of my knowledge  and belief, it is 
true, correct, and complete. Declaration of preparer (other than officer) is based on all information of which preparer has any knowledge. 

Sign  
Here 

Signature of officer Date 

Type or print name and title

Paid 
Preparer 
Use Only

Print/Type preparer’s name Preparer's signature Date
Check         if 
self-employed

PTIN

Firm’s name      Firm's EIN  

Firm's address  Phone no.

May the IRS discuss this return with the preparer shown above? See instructions . . . . . . . . . .  Yes No

 Form 990-EZ (2010) 

✔

✔

✔

✔

✔
✔

✔

Krista Arduz, President
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Page 3Schedule A (Form 990 or 990-EZ) 2010

Part III Support Schedule for Organizations Described in Section 509(a)(2) 
(Complete only if you checked the box on line 9 of Part I or if the organization failed to qualify under Part II.  
If the organization fails to qualify under the tests listed below, please complete Part II.)

Section A. Public Support
Calendar year (or fiscal year beginning in)  (a) 2006 (b) 2007 (c) 2008 (d) 2009 (e) 2010 (f) Total

1 Gifts, grants, contributions, and membership fees 
received. (Do not include  any "unusual grants.")  

2 
 
 

Gross receipts from admissions, merchandise  
sold or services performed, or facilities 
furnished in any activity that is related to the 
organization’s tax-exempt purpose . . .

3 Gross receipts from activities that are not an 
unrelated trade or business under section 513

4 
 

Tax revenues levied for the 
organization’s  benefit and either paid 
to or expended on  its behalf . . .

5 
 

The value of services or facilities 
furnished by a governmental unit to the 
organization without charge . . . .

6 Total. Add lines 1 through 5 . . . .
7a Amounts included on lines 1, 2, and 3 

received from disqualified persons .

b 
 
 

Amounts included on lines 2 and 3 
received  from other than disqualified 
persons that exceed the greater of $5,000 
or 1% of the  amount on line 13 for the year  

c Add lines 7a and 7b . . . . . .
8 Public support (Subtract line 7c from 

line 6.) . . . . . . . . . . .

Section B. Total Support
Calendar year (or fiscal year beginning in)  (a) 2006 (b) 2007 (c) 2008 (d) 2009 (e) 2010 (f) Total

9 Amounts from line 6 . . . . . .
10a 

 
Gross income from interest, dividends, 
payments received on securities loans, rents, 
royalties and income from similar sources .

b 
 

Unrelated business taxable income (less  
section 511 taxes) from businesses 
acquired after June 30, 1975 . . . .

c Add lines 10a and 10b . . . . .
11 

 
Net income from unrelated business 
activities not included in line 10b, whether 
or not the business is regularly carried on  

12 
 

Other income. Do not include gain or 
loss from the sale of capital assets 
(Explain in Part IV.) . . . . . . .

13 Total support. (Add lines 9, 10c, 11, 
and 12.) . . . . . . . . . .

14 First five years. If the Form 990 is for the organization’s first, second, third, fourth, or fifth tax year as a section 501(c)(3) 
organization, check this box and stop here . . . . . . . . . . . . . . . . . . . . . . . . .   

Section C. Computation of Public Support Percentage
15 Public support percentage for 2010 (line 8, column (f) divided by line 13, column (f)) . . . . . 15 %
16 Public support percentage from 2009 Schedule A, Part III, line 15 . . . . . . . . . . .  16  %

Section D. Computation of Investment Income Percentage
17 Investment income percentage for 2010 (line 10c, column (f) divided by line 13, column (f)) . . . 17 %
18 Investment income percentage from 2009 Schedule A, Part III, line 17 . . . . . . . . . . 18  %
19a 331/3% support tests—2010. If the organization did not check the box on line 14, and line 15 is more than 331/3%, and line 

17 is not more than 331/3%, check this box and stop here. The organization qualifies as a publicly supported organization .   

b 331/3% support tests—2009. If the organization did not check a box on line 14 or line 19a, and line 16 is more than 331/3%, and 
line 18 is not more than 331/3%, check this box and stop here. The organization qualifies as a publicly supported organization    

20 Private foundation. If the organization did not check a box on line 14, 19a, or 19b, check this box and see instructions    

Schedule A (Form 990 or 990-EZ) 2010

1,350 1,350

47,719 47,719

49069 49069

49069

49069

100.00

✔
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IRS Form 990-N e-Postcard Instructions 
2011

Before filing the PTA’s current 2010-2011 tax return, verify that the previous tax returns were 
filed. Visit the following website to find and view a PTA’s e-postcard: 
http://www.irs.gov/app/ePostcard/
Hint: The quickest and easiest way to perform the search is to enter the 9 digit Employment 
Identification Number (E.I.N.) and then hit enter. 
If the initial search above turned up no results, you may visit www.guidestar.org using the EIN 
to do a search for the PTA’s past 990 or 990-EZ filings.  
If you are unsuccessful in locating prior year returns, then a phone call should be placed to the 
IRS Exempt Organization Customer Service toll-free number 1-877-829-5500.  
Step 1: 

Register to file your 990-N at epostcard.form990.org website as an Exempt Organization using 
the PTA unit’s Employer Identification Number. (Note: all local PTA units will see the name 
“PTA Texas Congress” upon filing. Texas Congress of Parents and Texas Association is the 
parent (chartering) company and local units exist under its group exemption) 

The Treasurer will input their first and last name, daytime phone number and email address. You 
will need to create a password that is between six to fifteen characters. We recommend using the 
local unit’s EIN number as the password. Click next. Within in seconds the IRS will 
automatically send an email (to the email address you input earlier) with a login identification 
number and a link. Double click the link and it will take you to the 990-N ePostcard form.  
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Step 2: 

Page 1-Organizational Information 

Line A-  This field contains the local PTA’s annual accounting period (fiscal yearend) as 
shown in IRS records. You cannot change the tax year on this form. If you have changed your 
fiscal year or if the dates displayed are not in agreement with the PTA’s current adopted bylaws, 
report this change to: 

Internal Revenue Service  
Attn: EO Entity 
MS 6273 
Ogden, Utah 84201 

Texas PTA has a sample letter to the IRS that you may download and customize with your 
PTA’s information at www.txpta.org or you may view a copy of this in the 2011 Treasurer 
Resource Guide. You will attach to this letter a copy of the current bylaws displaying the PTA’s 
legal fiscal yearend. 

Line B- Has the PTA terminated or gone out of business? (Answer yes or no) 

Line B- Are your gross receipts normally $50,000 or less for 2010-2011 school year? 
(Note: if you are filing an e-Postcard for previous school years ending 2008, 2009 
or 2010 gross receipts must be $25,000 or less in order to file electronically) 

Line C-  This field contains “PTA Texas Congress” and may not be changed.  Texas 
Congress of Parents and Texas Association is the legal name of the organization. 

Line D- Employer Identification Number (automatically displayed and may not be 
changed)
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Page 2- Organization Address and Principal Officer Information 

Below the top line “PTA Texas Congress” you will enter your local PTA information:  
DBA name:   PTA name (as written in bylaws) 
In Care of Name: Treasurer or the name of the person maintain the accounting records 
Address:   Use school address  
Website:   If applicable, enter web address 
Principal Officer:  Input “Business” using the name of PTA (as written in bylaws) 
Address  Use school address  
Phone number  Use school main phone number 
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After all required fields are completed, click save or “submit filing to IRS”.  You will see the 
screen below if you submitted the return successfully. 
After the IRS receives and processes epostcard you will receive an email (sample below) 
indicating whether your e-Postcard was accepted or rejected. If accepted you are done for the 
year. If rejected please contact the Finance Director at Texas PTA by calling 1-800-TALKPTA.  
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Texas Congress of PTAs 
__________ PTA Local PTA #_____ 

9921 Some St. 
Dallas, TX 75238-0222 

EIN# 75-6062144 
Form 990 
Tax Period May 31, 2010 
Penalty Assessed for Late Filing 

 As Treasurer of the _________ PTA, I respectfully request that the penalty assessed against the 
PTA for late filing of Form 990 be abated. The Parent Teacher Association is staffed entirely by 
volunteers. As one of the volunteers, I was unaware of the tax-filing deadline for the tax year ending May 
31, 2010. Only after I attended a training session did I realize that our Local PTA was required to 
complete the return.  I have now placed it into our year end procedures, so that this will not happen again. 
The penalty would be a burden to our organization because our fundraising monies are used by our 
elementary school to provide programs, purchase supplies, equipment, etc., that the school would not 
otherwise have available. Therefore, we do not have funds available to cover this penalty. 

 I thank you in advance for any assistance that you may be able to provide to have this penalty 
abated.

Sincerely, 

Miss Money, Treasurer 
_________ Elementary PTA  
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Sample Year End Sales Tax Report 

Sales Tax Status 

Every outgoing treasurer prepares a report to leave with the incoming treasurer detailing any 
outstanding tax liability.  The following example includes all the information the new treasurer would 
need from the outgoing treasurer in order to complete the annual sales tax return. 
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Itemized Receipt Form 
(To be used when giving funds to Treasurer) 

Event  Date     
    
Chair            Phone No.   
    
Person completing form          Phone No.   
(Please make sure that there are always 2 people counting money to protect the reliability of the 
count)
Total of checks (attach a tape/written account) $     

Bills # Amount 
$100 
$50 
$20 
$10 
$5 
$2 
$1 

Total
           
Total Bills $   

Coins #  Amount 
Dollar   

50 Cent   
Quarters   
Dimes   
Nickels   
Pennies   

Total   
      
 Total Coins $    

Total Cash $     

 
Total Deposit $     

Counter’s Signature              

Counter’s Signature  Date    

Received by Treasurer   Date     

(WHEN TURNING IN A DEPOSIT, PLEASE ALLOW TIME FOR ANOTHER COUNT OF THE TOTAL DEPOSIT SO A RECEIPT 
CAN BE GIVEN TO THE PERSON TURNING IN THE DEPOSIT) 
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PTA Deposit Voucher 

 
Account:     Deposit Date:                  

Deposited by:                 

Account to Credit:        
(If the deposit reflects more than one account, please identify each and amount that should be credited to each.) 
 
                                                   

                                                    

 

Cash/Check For Amount 

   

   

   

   

   

   

   

   

   

   

   

   

   

 

Deposit Number:     Total Deposit:    
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Report of Fundraising Activities
     

EVENT    
     

Date to treasurer Amount Date of report Date on Treasurer Report board/general 
     
     
     
     
     
     
     
     

TOTAL AMOUNT COLLECTED    
    

TOTAL AMOUNT PAID TO 
COMPANY 

   

    
Total amount sales tax    

    
Total amount profit    
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Sample Letter for Collection of a Returned Check 

Any PTA 
PTA Address 

City, Texas ZIP 
Name , Telephone 

DATE 

CHECK WRITER 
ADDRESS 
CITY, TX. ZIP 

Dear Mr. (Mrs.) NAME,
 The following check(s) issued by you, was returned by the bank: 

 Check:   NUMBER 
 Dated:   DATE   
 Amount:  $  0.00
 Reason for return: CHOSE ONE (Insufficient funds, Account Closed, etc.)  

The issuance of such a check is a violation of the Texas Penal Code for which you may be arrested, tried and if 
convicted, receive a fine and/or imprisonment.   

This is a demand for payment in full for a check or order not paid because of lack of funds or insufficient 
funds.  If you fail to make payment in full within ten (10) days after the date of receipt of this notice, the 
failure to pay creates a presumption for committing an offense, and this matter will be referred for 
criminal prosecution. 

This is to advise you that if the check(s) is/are not paid off within ten (10) days after receipt of this letter, 
I will have no alternative but to file a complaint for prosecution.  Please mail a money order, or cashiers’ 
check in the amount of $ 0.00 ($ 0.00-check, and *25.00 for return check charge), to the above address.  I 
will mail your check(s) after I have received payment in full.  If you have any questions, you may contact 
me at TELEPHONE.

I trust this is all that will be necessary in the premises. 

Sincerely, 

NAME 
Treasurer 

***Notes ***  
* Please note you must give advance notice of a return check charge.  A PTA can charge no more than the 
current maximum return check fee established by the financial institution where the PTA bank account 
resides.  It is recommended to request driver’s license numbers on all checks.   

Send the letter and a copy of the check, (certified - return receipt requested) to the check writer.   Keep 
the stamped green receipt for proof of certification.  The 10 days begins on the day they receive the letter.  
If the check is not paid by cash or money order within 10 days, complete an Affidavit of Issuance of Bad 
Check and turn over to the Justice of the Peace.  Keep copies of all items in your file!
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Crossing Guards and PTA 
This Q&A has been reviewed by the legal department of OneBeacon Insurance Company.  

Question 1:  Should PTAs gift money to the school for the purposes of paying for crossing guards? 

Answer:  Texas PTA recommends that when any money is gifted to the school the appropriate contract should be 
completed and signed by the PTA President and Principal after the expenditure has been approved by the 
membership 

Question 2: Could a PTA be held liable if the money is gifted and there is an accident involving crossing guards? 
Answer:  In a litigious society, there is never a guarantee a PTA will be held liable or not.  However, if a PTA gifts 
money to a school district for crossing guards, it significantly reduces, not negates, the threat of liability.

Question 3:  Are there risks to giving money for crossing guards? 
Answer: If there is an accident involving a vehicle and the PTA or any of its members are named in a law suit there 
may not be liability insurance coverage available to protect the PTA or its members in the event they are found 
negligent or for expenses attributable to the defense of such lawsuit.  

Question 4: If our PTA has general liability coverage with AIM will the PTA and its members be covered against a 
law suit involving a vehicle accident? 
Answer: The insurance company will make a claim determination, based on the facts and circumstances of the 
claim and the applicable policy provisions.  The general liability policy that AIM makes available to PTAs has  
exclusion for bodily injury arising out of the ownership, maintenance, use or entrustment to others of any aircraft, 
auto, or watercraft owned or operated by or rented or loaned to any insured.   

Question 5: If our PTA has medical accident insurance with AIM will the PTA and its members be covered for a 
crossing guard accident? 
Answer:  Once again, the insurance company will make a claim determination, based on the facts and circumstances 
of the claim and the applicable policy provisions.  The accident medical coverage that AIM makes available to PTAs 
will pay for medical bills related to bodily injury arising out of the ownership, maintenance, use or entrustment to 
others of any aircraft, auto, or watercraft owned or operated by or rented or loaned to any insured.   Note: The 
accident medical coverage only provides payment for medical bills and “does not” provide coverage for law suits.  

Question 6: Is there any insurance policy a PTA can purchase to protect the PTA and its members from a law suit 
involving a vehicle accident?  
Answer: To our knowledge, there is not a policy the PTA can buy to protect the PTA from a law suit involving a 
vehicle.  

This document is not a guarantee of insurance coverage.  Please make sure to read your insurance policy 
carefully as the policy is the only document that provides the applicable terms, provisions, limits, and 
coverages. 

If you have other questions contact Kay Murphy of AIM Company at 1-800-876-4044.    
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       Natural Disaster Relief
          Grant Application 

Texas PTA Natural Disaster Relief Grants, of up to $500.00 each, are awarded to Local and Council 
PTAs within Texas that are recovering from the effects of a recent natural disaster.  Application and 
support materials must be mailed to: Texas PTA Natural Disaster Relief Grant Fund, 408 West 11th Street, 
Austin, Texas 78701.  Applicants will be notified within ten (10) business days from the date the 
application is received.

For more information, contact the Texas PTA Director of Finance at 1-800-TALK-PTA. 

PTA Name  

PTA President  

Address  

City  Zip  

Daytime Telephone  Email  

If a Local PTA: 

Unit #  Current Membership  

Council Name  Area PTA #  

Have you received funds from this grant before? 

If yes, when?  
______________________________________ 

Date and cause of current damage  
______________________ 

  Yes   No       Unknown 

__________________________________

Check the needs your PTA is currently experiencing: 

 Recruitment of Officers  Parent Education Programs 

 PTA Officer Training  Clothes Closet 

 Leadership Training for Members  School Supply Closet 

 Motivational or Other Programs for Students  Library Books 

 Other (please explain)  

Explain the conditions your PTA is currently experiencing: 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_________________________________________________________________________________ 
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Explain the financial hardship your PTA is experiencing due to the natural disaster. 
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_________________________________________________________________________________ 

Briefly explain how you intend to use this grant. 

Timeline for implementing your plan: 

Methods to be used to evaluate your plan: 

The  PTA fully understands that if we are recipients of a 
Texas PTA Disaster Relief Grant, the money shall not be used for other programs or activities except for 
those listed on this application form. It is also understood that a written evaluation of our efforts within 90 
days of the receipt of the grant money will be due to Texas PTA.  Since our project may not be completed 
within the first 90 days, we know we may be asked to give additional follow-up evaluations. All 
evaluations are to be sent to Texas PTA, 408 West 11th Street, Austin, Texas 78701, Attention: Director 
of Finance. 

   
PTA President  Date 

   
PTA Secretary  Date 

For more information, contact the Director of Finance at 1-800-TALK-PTA. 
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Texas PTA Emergency Needs Relief Fund 
 

TEXAS PTA EMERGENCY NEEDS RELIEF FUND 

Information for Grant Assistance 

PURPOSE OF THE FUND 
In its desire provide assistance to members in temporary crisis who have suffered economic hardship, 
Texas PTA established the Texas PTA Emergency Relief Fund in 1995.  This fund is used to provide 
emergency assistance grants for victims of natural disasters, catastrophic illness and accidents.  Financial 
aid is provided only to the truly needy and is consistent with the need. 

SOURCE OF FUNDING 
Funding comes from tax-deductible donations from individuals and PTAs.  Contributions should be sent 
to Texas PTA, 408 W. 11th St., Austin, Texas 78701-2113, Attn: Emergency Relief Fund.  Contributions 
may not be earmarked for a specific recipient. 

WHO IS ELIGIBLE FOR A GRANT? 
All PTA members and their immediate families are eligible to apply for a grant.  “Immediate families” 
includes the applicant’s spouse, children, stepchildren, brothers, sisters, father or mother – if all live in 
one household.  Applications may be submitted to the Texas PTA Emergency Relief Committee by either 
an individual or a PTA on behalf of one of its members.  Submitting an application does not require a 
vote by the Local PTA executive board or body but does require the signature of the Local PTA president. 

WHO OVERSEES THE FUND? 
The fund is administered by a subcommittee of the Budget and Finance Committee, chaired by the Texas 
PTA Treasurer.  A minimum of three persons will make decisions for the committee.  The committee is 
under no obligation to pay an applicant.  There is no guarantee that funds will be available for grant to be 
made at any particular time.  Committee members serve without compensation and are not eligible to 
benefit from the fund while they serve on this committee. 

HOW ARE GRANT APPLICATIONS PROCESSED? 
Applications are submitted to the Texas PTA Office.  Within 10 business days of receipt of the 
application in the Texas PTA Office, the committee will reach a decision concerning the grant, and the 
applicant will be notified in writing.  All information supplied by a grant applicant remains confidential   

HOW ARE GRANTS AWARDED? 
Awards are based upon expenses incurred and on a combination of factors such as hospital bills and 
medicines, insurance availability, number of dependents and family income.  Although each request is 
considered on a case-by-case basis, eligibility is generally based on family income including any financial 
assistance such as AFDC, unemployment compensation, workers compensation, or general assistance.  
Contact your Local PTA for more details. 

HOW ARE GRANTS PAID? 
Grants will be paid on a one-time basis for each qualifying household.  Grants will be paid to the service 
provider, such as a hospital, mortuary or to a grocery or department store.  Maximum grant amounts will 
be established for each grant on a monthly basis with defined standards for payment.  For more 
information, contact the Texas PTA Office at 1-800-TALK-PTA or (512) 476-6769.  The website address 
is www.txpta.org. 
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TEXAS PTA EMERGENCY NEEDS RELIEF FUND 

Application for Grant Assistance 

1. If you qualify for a grant, you must mail a copy of the latest IRS Form 1040 or 1040A tax return 
with this application as proof of income. If other family members are employed and they file 
separately, you also must include a copy of their latest Form 1040 or 1040A. Not including this 
information will only delay the process.  W-2 forms cannot be accepted 

 
2. Type or print clearly. 
 
3. Please fill in all the blanks.  The information is important and your application cannot be processed 

unless you answer all the questions.  If you have any questions, please contact the Texas PTA Office 
at (512) 476-6769 or 1-800-TALK-PTA. 

 
4. After you have completed the application, please send it to the Texas PTA Office, 408 W. 11th Street, 

Austin, Texas 78701-2199. 
 

5. You will receive notice in writing when the application is considered. 
 
 
6. Funds are never paid directly to the recipient. All applications should include a copy of the 

bills the recipient is requesting to be paid. 
 
7. As funds are limited, grants may be made for only a portion of your request. 
 

NAME:  

ADDRESS:  

CITY/ZIP CODE:  

COUNTY:  
HOME
TELEPHONE:  
WORK 
TELEPHONE:  

EMAIL

PTA NAME/UNIT #:  

CITY:  
DATE OF 
MEMBERSHIP:  
 
 
Reason applying for grant 
(please check one): 
  

  Natural Disaster   Fire   Flood   Hurricane   Tornado   
 Other (please specify) _____________________ 

 
  Catastrophic Illness: (must be 

specific)  
_______________________________________________ 

 Accident 
(must be specific) 

______________________________________________ 
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List payees and amount of each payment you are requesting:  

  
 

Total amount applied for:  
 

Will you be asking for assistance from other organizations? If so, who?  

  
 
Number of persons (adult & children) in 
household. __________ 

Number of persons employed in household. __________ 

Does your family have medical insurance?  Yes       No 

Does your family have disability insurance?  Yes       No 

Print or Type Name of Local PTA President:  

Signature of Local PTA President:  
 
 

How did you learn about the Texas PTA Emergency Needs Relief Fund?  
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Texas PTA
408 West 11th Street

Austin,	Texas		78701-2133
512-476-6769	or	1-800-TALK-PTA

FAX:	512-476-8152
www.txpta.org
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