Caddo Parish School Board PTA Rules

The Caddo Parish School Board has rules that must be followed in addition to or in place of the National PTA and
Louisiana PTA rules. See Departments - Auditing - Important Links and Forms (caddoschools.org/page/auditing ).

PTA - Principal Memo

This document must be completed annually by the Principal of the
school, the PTA/ PTSA President and Treasurer, and the School
Sponsor. This form outlines all of the additional rules and
regulations that all PTAs must adhere to.

Banking Rules:

e The bank account for the PTA must be opened with a letter of
permission from the Principal.

e The Principal cannot be a signer on the checking account.

e Provide a list of authorized signers to the Principal.

e Bank statements must be mailed to the school and reviewed by
the Principal. E-Statements are not acceptable.

e Acopy of all checks must be imaged on the bank statement.

e Allchecks must have 2 signatures.

e Nodebit cards, ATM cards, or checks written out to “Cash”
may be issued.

Fundraising Rules:

e AllFundraisers must be pre-approved by the Principal.

e A CPSB Fundraiser Form must be completed and given to the
School’s bookkeeper at least 2 weeks prior to the event.

e Schools should not conduct raffles, bingo games, or other
gambling or games of chance. PTAs may sponsor these
activities but cannot solicit or sell raffle tickets in the school or
during school days at school sponsored events. PTAs must
contact the LA Office of Charitable Gaming to obtain a Gaming
License to sell tickets for or participate in games of chance.

Local Level Guidance:

e Caddo Parish School Board likes PTAs to use Local Level to keep
school-related activities and groups organized under one platform
for parental ease. However, the transaction fees are very high.

e PTAs must link their separate and unique bank account (not the
school's account) on Local Level.

e The PTA can customize every part of the event/sale. The only thing
they cannot do is the initial set up, which is done by the Local Level
representative. It is important to work with the school bookkeeper
or principal to make sure everyone is in the loop. PTAs have access
to the website to make updates, customize it, and run reports.

e PTAs must complete fundraiser forms for every fundraiser, which
are approved by the principal and submitted to the bookkeeper.

e [fa PTA uses Givebacks, it must be linked to the PTA's bank

INAME OF SCHOOL

ADDRESS
CITY, LA ZIP
(318) XXX- XX, FAX (315) X0 XXXX
TO: Al Name of School PTSA/Booster Clubs — 202372024

You are required to mest the Sollowing conditions per Caddo Parish School Board poliey DEA — Boaster Clubs and Outside Orgarisatiors.
Sign and retum this form o the School Boakkesper by Friday, August 4, 2023.

®  List the officers for the 2023/2024 scheol year on the form located on the back of this memo. Include the following information.
o HName
o Contact phone mumbers and/or email address

*  You must maintain minutes of all mestings of the organization and have duly slected officers. The school principal, or 2 school
employee designated by the principal, nmust be appormted to serve on the executive board. Submit minutes to the principal for
review and parmimant racords.

*  The PTSA/Booster Club st provide the school principal with 2 copy of periodie (at least quarterly) financial reparts showing all
receipts and expenditures by source, along with the summary of reverue expenditures and investments. The financial reports must
b signed by an officer of the crganization

*  The PTSA/Booster Club organizations are to have provide/ensure
‘There nust be a letter on file giving permission fom the principal o open 2 bak account and use the school's name.
Ensure the bank statements list the school's address so that all statements are sent directly to Name of School.
The school will ouly accept kard copies bank. E NOT acceptable
Faure images of ] checks e included i he bask staemment
Provide the principal with a list of individuals who can sizn the checks. The principal should not be  signar
checks must harve at least 2 signatures.
1o debit cards, ATM cards or checks payable to “cadh” are o be issued or nsad on the PTSABooster Chub account.
Mo on-line bazking {transfers, debits, etc.).

T

*  Inorder to ensure the protection of both the old and the nsw treasurer, your financial records must be audited when you have
elected a new treasurer. PTSA records must be andited annually in order to remain in good standing with the state PTA
organization.

*  You MUST file Form 230 and zny other a]rphuble tax forms with the [RS EVERY vear, if vou have tax exempt status, to
avoid penalties with Internal Revenne Serv

*  You must have the principal’s approval prior to conducting any fundraisers. CPSB fundraiser forms must be completed for
cxch Tadiaioer, Thes, ate svaildle o the Bookkeeper's ofice. AL fndraieer fomms et b completed within o weeks of he
fundraiser's completion and refurmed to the Bookkeeper.

*  Schools should not conduct raffles, bingo gimaeu'uﬂmam"me considarad.to be fomus of gambling or games of chance. Parent
Chabs may sp: bt should not = ssll r2ffle tickets in tha schoals or during the
school days at school spomsored events. Parent orgamzations Boostar Clubs shonld contact the L4 Office of Charitabls Gammg to
obtain a gaming license in order to ssll fickets for or participate in games of chance

Faihie of any organization to mest the above conditions shall void that organization’s privilege to use the name of the schoel or to raise
fnds on the reprasentation that the fimds are in fact to be used for the bettermant of the school or related nratters.

TAME, Principal
PTG Booster Club Name hry
President’s Name President’s Signarure
PTSABooster Club Trezsurer's Name PTSA Booster Chub Treasurer's Signatura
School Spomsor's Name Sehool Spansor's Siguane
CADDG PARISH SCHOOL BOARD 14-82(Rev0821)
REFORT ON FUNDRAISING PROJECT Exhitit F
SCHOOL:
YEAR: #

For Ofcalm
THE FOLLOWING SHOULD BE COMPLETED BY THE SPONSOR BEFORE THE PROJECT BEGINS.

Name of crganizaon
School General Ledger Aocount Number,
Mams of spansar

Type of project (Fundraiser Name)

I ool rink S0l stzch smarl snack complance documsnizbon (s Intlrucbona].

Business fom which iems are purchased
Proposed starting dae Froposed ending date,

Fiighighi=d
lcals contsin
formulas and
|cannot be
|deleted

F. Proposed use of prot

Requested by Dae

Approved by - Dse

Previous Fundraiser £
Total units received per invoice(s), including fee iems.
55 units st on hand (Inventory).™
(Please attach plans for items eft in .menturyp

Ssles Frics®  Calkulated

Per Liit Sales
I -
L. ACTUAL funds collected (Shoukd agree with ATTACHED General Ledger print out of account) :|
M. DIFFERENCE (K minus L) |
Exgplanation: Uncollected from students ™
Cifer (A ttach
TOTAL: Shoukd agree with M 3
N. ACTUAL funds colleced: (Same 2s1) s - “For muitiple-priced
O. Less COST of ee wilh checks item sales, attach
writeen per G detail
=Attach appropriate
P. PROAT or {Loss) on this project {N minus O) | . list or form.

As sponsar, by signing this form, | am anesting o the accuracy of the infarmaton and will m aintain supporting
documentation. The Sponsor should keep all records thar support this project for three years AFTER itis audired.

Subritied By Date

Reviusd By,

SEND TO CP5B INTERNAL AUDITING DEPT. IMMEDIA TELY UP ON COMPLET ION OF FORM

account. However, linking to the school's website will not be as easy. The GB fees are 3.95% + 95¢ per transaction.

The PTA decides if it or if the buyer pays the fees.



http://caddoschools.org/page/auditing

