
 

ALGONKIAN ELEMENTARY PTA MONEY PROCEDURES 
 

EVENTS INVOLVING CASH 
 

Chairperson makes a request for cash boxes using a Request for Funds Form.  This request should be made 
one week prior to the event and placed in the treasurer’s box. 
 

Treasurer will fill the cash box request and coordinate the delivery of the boxes with the chair for the day of the 
event.  There will be a Cash Box Funds Receipt in each box signed by the treasurer confirming the beginning 
balance of each box.  The chair must count the money and sign the beginning funds portion of the Cash Box 
Funds Receipt at the time of delivery.  Boxes should be kept secure by the chair until the event begins. 
 

During the event only adults should handle money.  There will be a board member present at all PTA events that 
will be responsible for removing excess cash and placing it in a secure location.   
 

At the end of the event the chair and the board member will double count the cash boxes and complete the 
ending funds portion of the Cash Box Funds Receipt in each box.  Boxes may be condensed into one if desired.  
The board member will be responsible for taking the cash boxes and delivering them to the treasurer by the 
following day. 
 

No cash should be used to pay for expenses.  All expenses that take place during the event should be paid with 
checks previously requested from the treasurer.  In the event the amounts are not known in advance, 
arrangements can made with treasurer to have checks written during the event. 
 

FUNDRAISERS INVOLVING THE COLLECTION OF CASH AND/OR CHECKS 
 

Chairpersons should arrange to give collected funds to the treasurer throughout their fundraiser.  Funds should be 
given to the treasurer for deposit each time 50 checks and/or $250 in cash have accumulated.  At the completion 
of the fundraiser all remaining funds should be turned into the treasurer within seven days.  Each deposit given to 
the treasurer should be in a sealed envelope and have a completed and signed Funds Deposit Receipt Form 

enclosed.  This form can be found in the treasurer’s folder or online on the Algonkian website under PTA. 
 

REIMBURSEMENT REQUESTS 
 

All reimbursement requests must be submitted with a completed and signed Request for Funds Form and a 
receipt.  The form and receipts should be placed in an envelope and left in the treasurer’s box in the office.  The 
forms are in the treasurer’s box in the office or online on the Algonkian website under PTA.   No reimbursements 
can be given without a completed form and receipt or documentation.  All reimbursement requests must be 
submitted prior to the end of the school year. 
 

DONATIONS 
 

Algonkian Elementary PTA Chairpersons are authorized to solicit donations from businesses.  We are a nonprofit 
organization and have a TAX ID number that can be given to contributing businesses to allow them to use their 
donation as a tax deduction.  If donations are received for an event or fundraiser, a Donations Receipt Form 
must be completed and turned into the Donation Forms box in the office within seven days of receipt of the 
donation. This allows us to track the businesses we have authorized to use our tax id # as a deduction and to 
thank them in our monthly newsletter.  
 

FEE WAIVER AUTHORIZATION 
 

In the event a student or family is unable to participate in a PTA program or event for financial reasons the family 
should be directed to the PRINCIPAL who will then work with the PTA President to arrange participation.  Under 
no circumstances should a chairperson make a determination to waive fees for any PTA programs or 
events.   

 
All forms can be found in the treasurer’s box at the school office or on the Algonkian website under PTA. 


