Chairperson Financial Management Information

Reshma Eggleston, Treasurer

richardandreshma@cox.net  703-938-7382
Budget: You should know the budget allocation for your project.  If you are not sure, please ask me.  If you determine you will have additional monetary requirements let me know as soon as possible and have information to support your increase.

Tax exempt status:  If you are purchasing items for PTA use, please request the documentation from me that certifies our status as an organization exempt from Virginia Sales tax, as well as our 501(c) (3) determination letter that confirms our status as a non profit organization.   I also have IRS form W-9 that may be requested if our ID number needs to be certified.   IT IS EXTREMELY IMPORTANT TO KEEP YOUR PERSONAL PURCHASES SEPARATE FROM PTA TAX EXEMPT PURCHASES.  OUR STATUS COULD BE JEOPARDIZED IF THE TAX EXEMPTION IS USED FOR ANYTHING BUT PTA PURCHASES.  THANK YOU!

I would like the name(s) of the organizations you are giving these to for my records when you request the documents.

Pay4SchoolStuffOnline:  This is a great way to have people pay for events, classes, etc.  It also will take some of the accounting off your hands and mine, as they provide a detailed spreadsheet of transactions.  Contact Elaine Cudney (ecudney@deloitte.com) before you start promoting your program in order to get your event set up to accept online payments.  We would like to have this option available for every event.
Cash boxes:  If you need cash boxes, please let me know at least one week before the event.  The person accepting the cash box from the Treasurer must count the money in the box upon receipt and record the amount on the top of the Cash box form.  The box will be counted again by 2 people at the end of the event and the bottom portion of the form completed.  A deposit form will also be available to organize and record any checks you receive.  If I cannot pick the cash boxes up at the end of the event, please arrange to deliver them to me promptly.

Deposits:

Please complete the deposit form (available on the PTA website or from me) before submitting funds to me from your event.  This will keep an organized record for both your records and the PTA’s.  

Reimbursement of expenses:

-Keep all your receipts and pertinent records for reimbursement.

-Submit your reimbursement request no later than 30 days after your project or event.  You will find the Check Request Form on our PTA website or you can request an electronic or hard copy from me.

-Once you are reimbursed, deposit your check promptly.  If you lose a check, the PTA can issue you another check, but for amounts over $100 we will have to put a stop on the first check issued.   The stop check fee (currently $30) will be deducted from your reimbursement amount.

- Our fiscal year ends June 30th. Reimbursement requests must be in before July 31st so we can close the books and perform the audit before the next school year begins.

