Guidelines for PTO Treasurers
The PTO is considered to be an affiliated organization of the parish.  Affiliated organizations are under the stewardship of the Pastor.  This means that all final decisions are to be approved by the Pastor before implementing projects.  Diocesan guidelines concerning all affiliated organizations are as follows:

· The Pastor must be an authorized signer on any PTO checking accounts.

· There are to be no saving accounts outside of DIAL (Diocesan Investment and Loan Fund).

· Bank statements should be sent to the Pastor directly from the bank.  The Pastor is responsible for reviewing the activity and initialing the statement before it is given to the PTO Treasurer to reconcile.  The Treasurer (or person responsible for reconciling the account) should sign and date the completed reconciliation.  A copy of the completed reconciliation should be returned to the parish office.  The Pastor or his designee should review the reconciliation and consult with the preparer if there are unusual items.  These items may include outstanding checks older than six months or variances that remain month after month.  
· All activity of the PTO should be recorded in the general ledger of the school or parish.  This should be done on a monthly basis and should represent detailed activity.  It is not acceptable to wait until the end of the fiscal year to record PTO activity or to record annual or even monthly activity in total.
· PTO activity (detailed) will be recorded in the general ledger of the school based on the new chart of accounts developed by the Diocese.  The Diocese requires all parishes, schools and affiliated organizations (including PTO) to be accountable and transparent to members of the corresponding entity.  In the case of the PTO budgets should be prepared in the spring of the year for the next school year.  During that school year reports should be made to the PTO membership comparing actual to budgeted data.  
· If the PTO provides gifts or bonuses to employees, the business manager or accountant must be consulted.  All gifts greater than $25. must be processed through payroll.  In addition to being a Diocesan guideline, it is an IRS regulation.
· Each parish and school has different practices and financial procedures.  To ensure PTO and parish/school financial practices mesh, the Treasurer of the PTO should consult with the parish/school accountant concerning receipt and disbursement procedures.

· Parish affiliated organizations may not be incorporated.
Fund raising Events 
Fundraising events of not for profits are usually exempt from Unrelated Business Income Tax (UBIT).  If certain requirements are not met, the income becomes taxable to the not for profit entity.

Following are a few examples of fundraisers and the required actions on the part of the not for profit:
· Quid pro quo contributions – Contributors must be given written disclosure concerning the deductibility of amounts paid to an organization when part of the contribution is deductible and the remainder is not. You must state that only the amounts paid to the organization over and above the cost of the event (for events costing the individual $75 or more) are deductible to the individual.    Part of it is payment for goods or services received and part of it is a contribution.   For example, a fundraising dinner costing the organization $40 per person, but charging each individual $100 must be disclosed to the donor.  Only $60 is deductible to the donor.  This information is usually disclosed in the promotional literature.
· Gaming - Form W-2G should be issued to bingo winners and to the IRS for all prizes awarded in a year in excess of $1200.   It is important to get the winner’s name, address and social security number at the time the prize is awarded in order to prepare the required form.  Parishes may be required to withhold federal or state taxes on the winnings depending on the facts and circumstances of each situation.
· State Law - IRS has indicated that any fundraising event violating state law will be considered UBIT and, therefore, taxable for federal purposes.  Public entertainment activities must be in compliance with provisions of state law or local subdivision.
· Scrip - Scrip is taxable to the organization unless it meets the volunteer exception. Substantially all of the work must be performed by volunteers.   Payment of supervision of the volunteer labor staff has sometimes been permitted.  This means that paid employees cannot hold and sell scrip during the week.  Scrip monies should be kept in a separate checking account.  Complete and accurate financial records should be kept.  Scrip programs should not be tied to tuition reduction benefits for families purchasing the certificates.  This can be construed to be compensation to the families by the IRS and also subject the organization to UBIT.  
IRS publications that may be useful: Website - www.irs.gov
· Pub. 3079 Gaming Publication for Tax Exempt Organizations
· Pub.   526 Charitable Contributions
· Pub.   598 Tax on Unrelated business Income of Exempt Organizations
· Pub.  1771 Charitable Contributions – Substantiation and Disclosure Requirements.
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