
Frank Black Middle School PTO Treasurer Guidelines 2016-17 
 
Money Collection 

 

- When money is collected at an event, FBMS PTO will accept cash, checks or money orders. Please 
note that this is the only time cash is accepted. 
 

- When money is collected on forms turned in by the student to the teacher the FBMS PTO will only 
accept checks or money orders.  WE ARE NOT RESPONSIBLE FOR MISPLACED CASH.  This 
should be indicated on all flyers that are sent out with money involved. 

 
- When PTO Money is turned in by a student during the school day this is the process:  

 
1. The student will turn order forms and checks/money to their homeroom teacher.   
2. The teacher will give any orders to the grade level office (clerk).   
3. The clerk will place any forms and checks/money in the PTO-2 drawer in the front office.   
4. Ms. De La Rosa will place any forms and checks/money in the PTO safe.   
 
If forms and checks are turned directly into the front office they will be placed in the PTO-2 drawer 
and Ms. De La Rosa will place any forms and checks/money in the PTO safe.   
 

- All checks or money orders will note the student and homeroom teacher in the memo line. 
 

- Check for current phone number and address. These items of info must be documented. 
 

- The PTO does not accept temporary checks or checks without a name and address printed on the 
check. 

 
- All monies collected will be stored in the PTO safe at the school, at no time should money collected 

be taken home by a committee member or PTO officer. 
 

- Any check returned NSF would be charged a $15 fee.  This reimburses the PTO for the fees we are 
charged. 
 

Money Counting & How to Turn in Money for Deposit 
 

- All money counters will be predetermined prior to the money-handling event and prior to presales 
event.  

 
- At the end of a sales event (or sales day), two people should count the money.  This should be two 

officers or the event chair or co-chair along with one officer. Please group money by checks, currency 
and coins.  Please roll coins.   

 
- Count forms are available in the PTO Treasurer’s box or the Treasure will have several forms to 

provide at the event. 
 

- Treasurer or an officer is responsible to place deposit in safe and/or coordinate deposit at bank.  
 

- Fill out the “Money Counting Form.”  Both counters must sign it.  Both parties keep a copy for your 
records.   
 

- The third count will always be by the treasurer or a member of the finance committee. 
 

- Please advise the treasurer and finance committee when your committee will need money-counting 
assistance.  These count sessions should be scheduled in advance. 



 
- Members of the executive board will be allowed to assist in money counting when the finance 

committee needs assistance.   
 

- When start up cash is replaced, it will be deposited on a separate count form/deposit slip for the exact 
amount of the start up cash. 

 
- Never reimburse your expenses from the funds collected.  All funds must be paid by a check from the 

treasurer. 
 

 
How to Request a Check for Payment or Reimbursement 
 

- Please fill out a “Request for Payment/Reimbursement” form.   
 

- Attach receipts to the completed form and place it in the Treasurer’s box in the School Office.   No 
receipt, no reimbursement.   

 
- The PTA does not reimburse sales tax – if you need to make a tax-free purchase, please speak to 

Treasurer prior to purchase. 
 
- The turnaround time for a check request is one week.  Each check requires 2 signatures and 

coordination of schedules to get signatures is not always easy.  The PTO understands that 
‘emergency check requests’ can happen.  Please discuss any issues with the treasurer. 

 
- Reimbursement checks are placed in the Treasurer’s box for pick up. 

 
- The PTO can pay a vendor directly.  Please coordinate with the treasurer for these types of 

payments. 
 

- A signer on the PTO checking account can use the PTO check card.  The signers on the PTO check 
account are the President, 1

st
 Vice President, 2

nd
 Vice President and Treasurer.   Purchases must be 

pre-approved by completing the check card pre-approval form and submitting it to the treasurer. 
 
 
How to Request “Start- Up” Cash 
 

- Complete the “Request for Payment/Reimbursement Form” 
 

- Call or email me and let me know you need a check.  My cell:  713-417-7469 
 

- The check will be made out to you and you can cash the check at your bank.  Chase Bank charges a 
fee if you are cashing a check and are not a signer on the account.   
The PTO will not reimburse this fee. 

 
- A separate deposit form will be filled out and deposited with these funds at the end of your event. 

 
Questions  
 
If you have any questions or comments, please contact Amber Caver, FBMS PTO Treasurer for  
2015-16.  Feel free to call me at any time.  Cell: 713-417-7469.  E-mail:  treasurer@fbmspto.org 
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