A. Treasurer

a. Shall have custody of all financial records and PTO funds.

b. Shall maintain all financial records on a current basis.

c. Shall prepare, with input from the Executive Board and others, a proposed budget showing potential expenditures and encumbrances for the coming year.

d. Shall submit a monthly written financial report, with one copy distributed to the PTO Executive Board members, the Principal, and the official PTO files.

e. Shall be responsible for filing an annual treasury report on a timely basis.

f. Shall perform other duties as directed by the Executive Board.

g. Shall serve as ex-officio member of assigned committees.

h. Shall have the ability to sign checks and/or authorized documents.

i. Shall enforce the use of the official forms – make sure copies of said forms are available

j. Makes deposits to the PTO band account

k. Makes sure all dues are paid on time

l. Must file our tax reports

m. Must make sure our insurance is up-to-date and paid

