
Accounting Requirements for Programs & Events:  

 
Accounting Checklist for any Program or Event Chairperson: 
 
Prior to Event/Program: 

1. Obtain a budget from the PTA Treasurer: If available, review previous year’s expenses for the 
event/program. Any additional funding requests or changes to the budget must be approved by 
the PTA prior to any additional funds being spent. 

2. Create a Box/Bag that will be stored in the Office at school for event/program registration. It is 
extremely important that you check the bag/folder on both Wednesdays and Fridays to clean it 
out. There should never be any funds (cash or checks) left in the event bag or folder over the 
weekend. 

3. Circumstances warranting a request of advanced funds: Advanced funds are monies required to 
secure services for an event as well as cash needed to fund the cash boxes for an event. 

a. For advanced funds to secure services: A written contract or estimate with a 
Reimbursement/Check Request Form must be submitted to your event/program Vice 
President for their signature. Once your event/program Vice President has authorized the 
advance, they will forward the request on to the Treasurer for payment. 

b. For cash box funding: Requests must be made to the PTA Treasurer at least three(3) 
business days prior to the event. If you have specific cash box requests that are different than 
the previous year, please let the Treasurer know. The requests for cash box funds should be 
provided in writing through email so that there is no confusion. 

4. Prepare deposits for pre-event receipts and submit to the PTA Treasurer weekly (by Friday 
morning). When transmitting funds for deposit, please use the Cash & check Transmittal Form. 
Please remember that each deposit cannot contain more than 25 checks and that a check detail 
form or similar excel spreadsheet must accompany the deposit. Once the Committee Chair has 
prepared the deposits and signed off on the deposit amount, the deposit should be provided to 
the Event Vice President to verify prior to being forwarded on to the Treasurer. Once the deposit 
is verify and signed by the Vice President, they will forward it to the Treasurer for Deposit. Please 
make sure that you are checking your event/program bag/folder and not leave any funds in the 
Office over the weekend. We would like to avoid having any cash/checks lost. 

5. Coordinate with your Event/Program Vice President to obtain any cash boxes needed for the 
event from the PTA Treasurer. 

6. Make sure that you are obtaining all RECEIPTS from all members of your committee that are 
purchasing items for your event. All expenses should be submitted to your Event Vice President 
prior to the event. There must be a receipt attached to all reimbursement requests or the 
PTA will be unable to reimburse for expenses. (per Accounting Guideline #1). 

7. Finalize all event income and submit all funds received to your Event Vice President for 
verification the day before the event.  

 

After the Event/Program: 

1. At the conclusion of your event the event Vice President and other PTA Officer’s will be present 
to count monies. Each cash box MUST be reconciled by two members of the PTA board. Both 
individuals must complete the cash box reconciliation form and list out all monies in each cash 
box. In the event that there is a discrepancy, a third party will reconcile the cash box to ensure 
that an accurate total is reached. The committee chairperson is responsible for completing all 
necessary forms in regards to requesting reimbursement for any expenses incurred and 
submitting them to their event Vice President for signature (per Accounting Guideline #5). 

2. Finalize all event income and reimbursement requests that have not been submitted to your 
Event Vice President for verification/authorization within five (5) days of the date the event ended. 

3. Provide a final detailed accounting to the PTA Treasurer of all event related income and 
expenses by category (i.e. food, prizes, entertainment, decorations, supplies, etc.) This is due 



within five (5) days from the day the event has ended. This will be reconciled to the receipts 
provided to the PTA Treasurer. 

4. Please provide any recommendations or lessons learned to your Event Vice President 
within two weeks of the end of your event.  This will help us improve the events from year 
to year. Since you were in the front line, we welcome your input and observations. 

 
General Accounting Guidelines: 

1. As a rule, receipts must be issued whenever cash is received. The only exceptions are for ticket 
sales at the door during the event and concession stand sales. 

2. All checks received must include the child’s name and teacher’s name in the memo field. 

3. Reimbursement/Check Vouchers received by the PTA Treasurer no later than the 25th of the 
month will be paid on the 1st of the next month. Vouchers received by the Treasurer by the 10th 
of the month will be paid on the 15th of the same month. Please be sure to inform all committee 
members of these dates.  

4. It is the responsibility of the Committee Chairperson to submit all invoices for payment to the 
Event Vice President for verification so that they may be paid on a timely basis. 

5. When preparing funds for deposit, a Cash and Check Transmittal form and a Receipt Detail 
Report is required for all cash and checks given to the PTA Treasurer. Do not leave cash for 
deposit in the PTA mailbox at school; it must be given to the Event Vice President/PTA 
Treasurer directly. 
 
 
All financial forms may be found on the PTA website under the “About the PTA” tab. 

 
 

 


