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Treasurer 101 



Financial Time Frames 

The fiscal year, budget year, audit year, term of office and school year do not all coincide. 

 

FISCAL YEAR 

 A fiscal year is any 12-month period that begins on the first day of a given month and ends on the last 
day of a given month and is stated in the bylaws, Article XVI: Fiscal Year & IRS Form 990, Section 1. 

 The fiscal year is registered with the Internal Revenue Service (IRS) and is used for the purpose of 
filing IRS Forms 990N, 990EZ, 990 and appropriate schedules. 

 At the end of the fiscal year, it is time to review the books and determine total (gross) receipts for the 
unit for the preceding 12 months. 

 All PTAs must file IRS Form 990N, 990 or 990 EZ and appropriate schedules. 

BUDGET YEAR 

 A budget year is any 12-month period that runs from budget adoption to budget adoption. 

 The budget year begins with the adoption of the new budget by the general membership (usually at the 
first meeting of the school year) and concludes at the end of the 12-month period, the last day of the 
twelfth month. 

 Does not end with the last day of school or election of new officers. The budget is for the association – 
it does not matter whose names are on the checks. The budget year is used to determine if the funds 
are spent as approved by the membership for a specific 12-month period. 



Financial Time Frames 

OFFICERS’ YEAR 

 According to our bylaws, Article VI: Officers and Their Election, Section 5, 
officers assume their official duties following the close of the school year and 
serve for a specified term, generally 12 months. This period is most often from 
the close of the school year to the close of the next school year. 

 In all likelihood, the term of office will not coincide with the fiscal year or the 
budget year. Officers are not allowed to write checks after their term is over, 
even though the fiscal and budget years are still in effect. 

SCHOOL YEAR 

 The school year runs from the first day of school through the last day of school. 

 New officers officially begin their term at the end of the last day of school. 

MEMBERSHIP YEAR 

 Georgia PTA membership year includes all dues collected and submitted to 
Georgia PTA from July 1 to June 30. 

 







Basics 

 Ensure all checks have two (2) signatures 

 Always have a completed check request form when 
writing checks 

 Pay all bills with a check 

 Ensure all checks written are approved budget items 

 Ensure the monthly bank statement is reviewed and 
initialed by a non-check signer 





Fund Verification Form 

 You are the third counter 

 Make deposit the same day or use night drop off 

 Cash receipts for cash payments 

 





Meetings 

 What do I bring? 

 Always have a treasurer’s report prepared and 
presented 



What is due When? 

 Membership Dues: End of Month/Monthly 

 Council Dues: September 14 

 990 and Audit: September 28 

 Incorporation Fee:  Invoice sent out in November.  
Payable to GA PTA 

 Insurance:  Look at your Policy for expiration 



Bingos & Raffles 

 Georgia law allows certain nonprofit, tax-exempt organizations to operate raffles. PTAs interested in 
conducting a raffle must check with the local school administration to ensure such an activity does not 
violate any existing policies or rules. You must apply for a license with the Gwinnett County Sheriff’s 
Office.  The form can be found here. 

 Recreational Bingo (Free Bingo) – No license required. These are bingo games for 
which your PTA does not charge participants to play and does not award cash prizes 
or prizes worth more than $15 per game.  Also, the non-cash prizes cannot be exchanged or 
redeemed for money. Recreational bingo games are not considered gambling under Georgia law, so 
your PTA may hold them as often as you like. 

 Other types of bingo are considered gambling and therefore require a permit or license 
from the Georgia Bureau of Investigation. 

 Annual Bingo Fundraiser –The GBI will issue a one-time permit for one bingo session during the 
calendar year free of charge. Keep in mind that only one permit will be issued per school or 
PTA; not to both during the same calendar year. Your PTA must apply for the permit 
by letter on school letterhead signed by the principal and PTA president. The permit must be 
posted in the location where you hold the bingo. The GBI will send you instructions along with your 
one-time permit. Allow at least two weeks to receive the permit. Go to https://gbi.georgia.gov/bingo 
for additional information. 

 Please note: The permit will only be issued once between January 1 and December 31, 
which obviously overlaps two school years. Plan ahead! 

http://www.gwinnettcountysheriff.com/Content/pdf/raffle application.pdf
https://gbi.georgia.gov/bingo
https://gbi.georgia.gov/bingo




Please Don’t 

 Have checks made out to “Cash” 

 Forget to Reconcile Bank Statements Monthly 

 Forget to do Monthly report 

 Forge signature in order to have 2nd signer 

 Make two deposits on different days for ONE Fund 
Verification Form 

 Leave money in car or at school 

 Take out money from event to go buy other items for next 
event 

 Raise Money just to Raise Money 

 Sign a blank check 





Red Flags 

 Treasurer absent at meetings 

 Bank statements not readily available 

 Deposits not done in timely manner 

 Audit not complete by September 30th. 

 Treasurer reports “will be done later.” 

 


