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Financial Procedures

· It is the responsibility of the committee chair(s) to manage to the budget allocated by the PTO. Please review the lines of the financial statement that relate to your committee to be sure that they are what you expect and that you stay within your budget.

· The Cabot PTO is a tax-exempt organization; there is never any need to pay sales taxes on purchases. Exemption certificates (along with other PTO forms and handouts) are kept in PTO folders above the mailboxes in the Cabot office.
· Please request checks from the treasurer at least a week before you need them. Fill out a check request form, located in the treasurer’s folder in the office, and then put it in the co-presidents’ folder for a signature. After signing it, they will give it to the treasurer.
· When requesting reimbursement from the treasurer, please provide a self-addressed, stamped envelope along with your receipts. On your receipts, please make sure the following are visible: date, store, total amount paid.

· Please submit all expenses within a month of your event or purchase. At the end of the school year, please try to get all requests in by the last day of school.

· Always request a cash box for money collection from the treasurer. For all monies collected, please count all money and checks and give them to the treasurer with a deposit form, located in the treasurer’s folder. If you are collecting a significant amount of money, especially in cash, please hand it to the treasurer directly. All receipts should be counted and given to the treasurer the same day or by the next morning. 

· Please do not take cash from collections in order to pay for expenses relating to an event. For proper accounting and tax return purposes, the PTO needs documentation of all expenses and receipts.

· Please don’t pay for things out of your pocket. If you really want to do that, submit your receipts and write “donation” on the check request so the PTO has a record of the expense and can give you a receipt for your taxes (only for amounts over $25).








