
Mountain Park Elementary PTA 
FINANCIAL PROCEDURES 

 

If you NEED money FROM the PTA: 
 

  
It is your responsibility to make sure any money you spend is within the current budget and approved by 
your Vice President.  The PTA cannot write any checks without an attached receipt or invoice. 

 

 
Complete a Check Request Form as shown below within 45 days of the expense.  Forms are in the front of 
the top drawer of the filing cabinet in the PTA office or at Treasurer Information - Mountain Park Elementary 
PTA (mpepta.com).  Petty cash can be requested using this form as well. Check requests must be submitted 
by Thursday to be written the following Friday morning. 

  

 

If          If you have received a bill to be paid, 
then the check can be written directly 
to the vendor, but you must still submit 
and sign the invoice with a completed 
check request form. 
 

Have the Check Request Form approved 
by your Vice President.  Then place the 
completed form in the Treasurer’s 
Dropbox outside of the school.  
 

Checks are written every Friday at 9am. If Friday is not a school 
day, then checks will be ready the next school day. 

must match ATTACHED receipts 
    what you bought 
      Event 
name/budget 
category  

   your name OR vendor name 

 

   your signature 

 

 your e-mail                                your #  

today’s date 

 

 Attach ORIGINAL receipts, contracts, 
invoices etc.  Keep copies if you require 
them. 
 

your name 

      Event 
name/budget 
category  

https://www.mpepta.com/treasurer-information/
https://www.mpepta.com/treasurer-information/


Mountain Park Elementary PTA 
FINANCIAL PROCEDURES 

 

If you RECEIVE money FOR the PTA:  

  
INCOMING FUNDS (CHECKS AND CASH) MUST STAY AT THE SCHOOL WHENEVER POSSIBLE.  In cases where, 
due to event scheduling, it is NOT possible to keep incoming funds at school, the PTA member who is holding 
the funds off site accepts ALL responsibility for the funds including potential damage to and/or loss of cash 
and checks. The VICE PRESIDENT over the event in question becomes responsible for verifying moneys are 
handled responsibly by the appropriate chairperson – including (1) verifying that funds are accurately logged 
and returned to the school as soon as possible and (2) that no funds are kept by any PTA member longer than 
5 school days.    
 

 
Complete a “Funds Received” form as shown below.  Forms are in the front of the top drawer of the filing 
cabinet in the PTA office.   
  

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

 

 

 

 

 

Two PTA members 
must count the money 
and sign the form. 

If there are checks, you 
must include a 
separate check log 
(also counted and 
signed by two people) 
and enter the total 
here. Please endorse all 
checks using the stamp 
in the treasurer’s file. 

All incoming funds 
must have a form 
like this completed! 

Once this form is complete and double counted/signed, keep a copy 
for your records and place the funds and form in the President or 
Treasurer’s hands or the school / PTA safe (in a sealed envelope). 

Count the actual 
money and the 
actual checks to 
make sure the total 
is the same as what 
is entered here! 


