
August 15, 2015 
 
 
PTA Committee Chairs/Members, 
 
I will be handling the Ayer Elementary School PTA Treasurer’s responsibilities for the 2015-2016 
school year.  I would like to ask for your assistance in making this job run as smoothly as possible:   
 

1 BUDGET:  Please review the approved PTA Budget (attached).  According to the By-Laws, we 
cannot spend any more than the amount allocated unless we amend the budget.  If your 
anticipated expenses exceed your budgeted amount, please contact your vice-president or me 
as soon as possible.  Also, please check your committee’s budget updates at PTA meetings to 
ensure your deposits/expenses are accurately reflected.   
 

2 EXPENSES:  Please complete a Check Request form for any expenses that you incur.  Attach 
the bill, receipt or invoice to the completed form (copy attached) and put it in the folder 
marked “Treasurer” in the PTA box in the PTA closet, or e-mail to sartoris@fuse.net.  I will 
check the PTA folder at least once per week.  Please allow 7 - 10 days for processing of checks.  
If you have a more urgent need, please e-mail or call me to arrange. 

 
3 INCOME:  If you need to deposit money you have received for a PTA event, please use a 

Deposit Request form (copy enclosed).  Have two committee members count the money 
together and sign the Deposit Request.  Please contact me (phone or e-mail) to arrange pick-
up/drop-off location.  Do not place deposits in the treasurer’s folder at school.  If you need to 
deposit money for different events, please submit a separate Deposit Request form for each 
event.  Also, remove all staples from checks and roll coins appropriately.  Please do not hold 
onto deposits for extended periods of time. These should be remitted in a timely manner. 

 
4 SALES TAX:  Purchases:  Do not pay sales tax on purchases.  We do not reimburse for sales tax.  

Vendors may ask for our Tax Exempt # (31-1277382).  A copy of the “Certificate of Exemption” 
is attached.   

 
5 SALES TAX:   Sales:  PTAs have been exempted by the state for sales tax, so we do not 

charge sales tax on items we sell.   
 

6 HANDLING CASH:  As you collect cash, it is not to be spent on other purchases.  Please request 
a separate check to pay for items purchased.  It is much easier to track our income and 
expenses if we issue checks for items purchased. 

 
7 FORMS:  Additional forms are available in the red folder marked “Treasurer Forms” in the PTA 

box in the PTA closet or contact me at sartoris@fuse.net for an electronic version.   
 

If you have any questions, please feel free to contact me at sartoris@fuse.net or 265-8690 
(mobile/txt) / 474-8690 (home).  Thanks in advance for your cooperation! 
 
Jessica Sartoris 
PTA Treasurer    


