
General Budget Rules & Recommendations 

The budget should balance, meaning that we plan to spend the same amount that we plan to raise.   PTA Encourages 3 Programs 
for every fundraiser, to maintain 501c3 exempt status, we should only raise funds when needed to fulfill our exempt purpose. 

We cannot encumber a future board’s budget.  This means we cannot agree to a payment plan that would include payments made 
after June 30th.  All payments must be planned in the current budget. 

The budget should include funds received from the previous term, and funds to pass on to the next term.  The account should not 
be taken to zero.   501c3 rules encourage no more than 2x annual expenses to be on hand. 

Budget Committee Process / Adopting the New Budget 

Budgeting Committee will be Appointed by the President immediately following the March Election, which will meet to draft a 
preliminary budget for the next term 

The Preliminary Budget will be adopted at the May Meeting (last meeting of the year) and used to Release Funds for expenses 
expected over the summer break 

The Incoming Board will review and revise the budget before the September Association Meeting, where it will be presented and 
formally adopted. 

After this point, changes to the Budget can only be made at Association Meetings. 

Making Changes to the Budget 

After September, Budget Changes can only be made at Association meetings.  Any member can make or second a motion to create 
a budget for an approved program, or increase/decrease the total budget for an existing budget line. 

The Budget should always balance.  Meaning the Total Income and Total Expenses should match.  So if you increase “Ice Cream 
Social Expenses” by $200, you need to reduce “unallocated funds” by $200.   If you add a large expense program, you may need to 
add a new fundraiser to balance it. 

Releasing Funds from the Budget 

Motions to release funds will be made at Association Meetings.  The purpose of releasing funds is to give final approval for the 
checks related to the category to be written. 

The total amount released at a meeting must always be less than the amount on hand.   This confirms that enough cash is on hand 
in the accounts to cover the amount of checks that may be requested before the next meeting. 

The bylaws specifies the amount the Board can release between Association meetings if needed 

Check Approval/Writing Process 

Need A Check?  Fill out the Check Request/Payment Authorization Form and attach your receipts for reimbursement or invoice to 
be paid. 

Treasurer will confirm that the requested funds have been budgeted and released.   If the amount exceeds the amount released, 
the Treasurer may only write a check up to the maximum released amount for that category.   President and Secretary will also sign 
the Check Request Form confirming the motions related to the budget and release of funds was in the minutes. 

Treasurer will write and sign the check and have another check signer sign the check.   If the check is written to a check signer, two 
other check signers will sign the check. 

 


