
 

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: 
• The bank account for the PTA must be opened with a letter of 

permission from the Principal. 
• The Principal cannot be a signer on the checking account. 
• Provide a list of authorized signers to the Principal. 
• Bank statements must be mailed to the school and reviewed by 

the Principal. E-Statements are not acceptable. 
• A copy of all checks must be imaged on the bank statement. 
• All checks must have 2 signatures. 
• No debit cards, ATM cards, or checks written out to “Cash” 

may be issued. 
 
Fundraising Rules: 
• All Fundraisers must be pre-approved by the Principal. 
• A CPSB Fundraiser Form must be completed and given to the 

School’s bookkeeper at least 2 weeks prior to the event. 
• 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: 
• 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. 

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

• 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. 

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

• If a PTA uses Givebacks, it must be linked to the PTA's bank 
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

