
Forest View PTA Money Guidelines 

The Forest View PTA has set up the following guidelines when dealing with money. 

Team Budgets 

 Some TEAMS have been provided with a budget for spending. Check the current approved Forest View PTA budget 

(available online or from the PTA Treasurer) for the list of TEAMS with expense budgets and amounts. 

 TEAM Captains are responsible for keeping within their approved budgets. 

 If a TEAM Captain feels a budget increase is necessary, you must get approval at a PTA meeting before spending any 

amount over the approved budget. 

Reimbursements & Check Requests 

 Payment Request Forms are available on the Forest View PTA website and in the PTA “Forms” file in the shared 

office. These forms are to be used for reimbursement and invoices. 

 A form should be completed for each budget category (i.e., DO NOT combine invoices for office supplies and Bingo 

Night on the same Payment Request Form unless purchased on the same receipt. 

 DO NOT include personal purchases on the same receipt as PTA expenses. 

 All reimbursement requests shall include the original itemized receipt or invoice and shall be submitted to the 

Treasurer within 14 days of purchase. 

 TEAM Captains (or PTA President) will approve and sign forms and submit to Treasurer for payment. TEAM Captains 

should keep a copy for their records and submit originals for signatures. 

 Treasurer processes form for payment and submits check for signatures. Treasurer will not process any payment 

requests that will put a TEAM over budget. 

 No blank checks will be issued. 

 Treasurer makes every attempt to process all reimbursements within two weeks of receiving all properly completed 

forms. 

 All outstanding bills for the current school year must be submitted seven days before the last day of the school year. 

Money Handling 

 All funds must be counted by two PTA members using a Money Tally Sheet (available in the PTA “Forms” file in the 

shared office). 

 Once a double count is completed and two PTA members are in agreement on the total, the funds and the signed 

Money ally Sheet should be put in a Ziploc bag (available in the PTA room) and placed in the PTA safe in the PTA 

room. 

 Please let all deposits in on the “Safe Log” which is located near the PTA safe. This will help us verify all deposits are 

accounted for. 

 No one under the age of 18 may handle PTA funds. 

 Please roll coins before putting in the safe. Coin wrappers are available in the PTA room. 

 TEAMS are required to issue receipts for all pre-sales (i.e., any time money is received and goods are not 

immediately exchanged such as advance yearbook purchases, Gingerbread House Night presales, Mascot Wear 

orders, etc.) 

Starting Cash Requests 

 If your TEAM or event requires starting cash, please complete a Starting Case Request and turn it in to the Treasurer 

at least 7 days prior. 

 Starting Cash Request Forms are available on the Forest View PTA website and in the PTA “Forms” file in the shared 

office. 

 Please mark on the Money Tally Sheet when this starting cash is re-deposited. 

If you have any questions on the above policies, please contact Ginny Andrzejewski, PTA Treasurer, at 

ginandpaul@frontier.com 


