PIA

Peralta District PTA
313 W. Winton Ave. Hayward, CA 94544-1198

TAX PREPARATION CHECKLIST

The purpose of thisform isto assist your tax prepare in underganding your PTA Annual Finarcial Refort.
An independert tax prepareris not always familiar with PTA proceduresand programs, and this checKist
canbe usedto help him/her fill out your IRS990/990-EZ Informaional Return. Forms990 and 990-EZ have
dlightly different linesfor reporting information, but the requiredinformaton is similar.

Accaunting Period Dates to
Usually July 1%, 200X to June 30", 200X |

Check box if thisis NOT anormal 990/990-EZ for your PTA, such asinitial return for either a new
unit or if you are filing for the very first time, afinal return (unit disbanding) or other changessuch as
address change, name charge, or amerded return.

Use IRSIakel for address latel. If you donOhave one, provide the accauntart with the full name of your
PTA ard the official PTA address.

EIN: Found on the lag or secand-to-lad regular page of your bylaws:
School Telephone Number:
Group Exempion Number: for California: 0646.
Accounting Method: Cas

Checkif PTA isNOT requiredto atach Schedule B:

Schedule B deak with donations over $5,000 receved from a single donor.

Websiteif applicalde:

Organizaton type: 501(c)(3).
Checkif the orgarizaionOgyross receipts areNOT normally more than $25,000.

Form 990 hasseveral boxesfor returns for affiliates You arenot filing a return for an affiliate.

If gross revenue is over $100,000, file form 990 instead of 990-EZ. GROSS REVENUE, FOR UNITS,
IS EVERYTHING DEPOSITED INTO THE BANK ACCOUNT, INCLUDING INTEREST BUT
NOT INCLUDING DUES PASSED ON TO COUNCIL/ DISTRICT /STATE/ NATIONAL PTA.

Income
Contributions aredonations, gransreceived, sweepstakes raffles lotteries calecions, and E-scrip. List
your lineitemsthat arecontributions. For raffl es the differencein the price of anobjectsold and its actual
valueisadonation. For Form 990: most PTA donations aredirect public support. Indirect public support
refersto contributions received from such organizations asUnited Way and contributions from a parert
organizaton or anindependert organizaion. PTA rarely gets governmert grans. List your line-item
contributions received, including extra donations received during a memtership drive. (Seememkership
dues)
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TAX PREPARATION CHECKLIST, Continued.

Contributions, Continued.

Programs are those acivitiesthatform the bass of anorganizaionOsxemption from tax. For PTA, this
includesacivitiessuch asEmergercy Preparechess, Heath and Safety, Hospitality, Parert Education, Any
Programsfor students that are carried out directly by the PTA, RedRibbon Week Reflecions, Founders
Day, and ary other activitiessponsoreddirecty by the PTA. List the lineitemsof your PTA programs.

Membership Dues and Assessments: List the number of membersyou have and the total dues (per caps)
to the unit that werereceived. Placethe duesfor affiliates(council, district, state and national) on a separat
line. When filling out your tax form, this affiliate, pass-through amount will not be included. Any
donations recevedby the membership chairman during the membership drive over and above the regular
duesassessmert should be reported ascontributions.

Number of unit members @ per member
UNIT duesrecived lineitem and $
AFFILIATE DUES RECEIVED: lineitem: and $

Interest on savings and temporary cash investments:

Checking account number: #
Savngs Accaunt numbers # #

All checking and savings accaunts should be audited (a separat audit form for each account) before being
givento the accountart.

PTAsdo not usually have dividends and interes from secuities PTAs do not usually have salesof assets
otherthaninvertory. PTAs do not usually have rental income or other invegmert income.

Special Events (a.k.a. Fundraising) Gaming

Special events are acfivitieswhose sole purpose is to raise funds (that are other than contributions) to
finarncethe organizationOxempt acivities Special everts may generate both reverue and contributions.
They may include such aciivitiesasdinners dances carnivals, raffl e bingo games other gaming activities
and salesof merchandise. Checkthe box for GzamingQif the orgarization conducted any amount of gaming
during the year. Gaming includesbut is not limitedto bingo, pull tabs, raffl es scratch-offs, charitatde gaming
tickets, cards, breakoperns, casno nights, coin-operated gamlding devises etc. Seepage 21 of the 990
instructions or page 39 of the 990-EZ instructions for a completelist of gaming acivities Spedal Everts
mayinclude jog-a-thons, book fairs*, gift wrapsales candy sales ice creamsales and SCRIP incomeamnd
experse. List the line itemsof your PTA special everts here.Use reverse side if necessary.

Continued



TAX PREPARATION CHECKLIST, Continued.

Special Events, Continued

* Book Fairs: abook fair that sells books at cost or at a loss to low-income studerts canbe considereda
program. Also aprogramis a book fair that takesits profits in books. A book fair that sells books at retail
valueis afund raiser/special evernt. The unit should be abe to distinguish betweenthe two.

Gross sales of inventory:
PTAs oftensell T-shirts and other school merchandise. Enter the line item of your inventory purchasdsales.

Name of item: Name of item:

Name of item:

Thissecionis NOT INCLUDED in the budget. It is requiredfor the tax form only. List the name of your
merchandise line item and the sale price. Thencompute the purchase price. The original purchase price
doesnOwppearhere -- it hasto be sold to be listed on this part of the form. If you sell your merchardise ata
constant mark-up (for examge, 20%), determining the purchase price from the salesprice should be eay.

Merchandiseitem A:

Total sales TS Puchas price: TS/120% (exampe)
Merchandise item B:
Total sales TS Puchas price: TS/120% (exampe)
Merchandiseitem C:
Total sales TS Puchas price: TS/120% (exampe)

Grants/allotments/allocations paid. Allotments; funds trarsferredto the school, school district or another
501(c)(3) organization for items/ programsthatthe PTA choosesto support. Allotmerts may include ard are
not limitedto studert activitiessuch asScience Camp or Great America, purchase and/or upkeep of
playground equipmert, computers and copiers and paymert for emergency equipmert, assemblies and
after-school instructional programs The guideline to determining whether or not aprogramisaPTA
programor aschool programis: Who signed the contract? If the PTA preddent signedthe contract the
programisaPTA program. If the school / school district signedthe contract the programis a school
programfacivity.

Attachaschedule for eachitemin this caegory. Indicate the line item of any grarts paid.

Teacter allotmerts: Sclolarsips paid:

Other grants paid:

Continued.
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TAX PREPARATION CHECKLIST, Continued.

Allotmerts paid:

Funds not belonging to the unit
Membership dues- per caps - payale to council, district, state and National PTAs: Per caps not belonging to
unit: lineitem ad $

FoundersDay Goodwill Offering collecied from the membership.
Lineitem: and $

PTA doesnot give assistanceto individuals or pay benefits to or for members Thereis no compensation to
offi cersor directors.

List professional feesand other paymerts to independent contraciors. These peaple wereor will be listedon
your WorkerO<Comp form. List line item of the budget. More paperwork will be recuired for ary individual
paid over $600 peryear. Seethe Toolkit for details.

Prdfessional fundraising fees

AccountartOdeesfor completing IRS 990/990-EZ Return:

Feespaid directy to a person such asajaritor or babysitter*:

If feesareover $600 to one

person, additional paperwork must be filled out.

Feespaid directly (contract signed by PTA president) to providersof school assemblies

Other professional fees

PTAs usually do not have occuparcy, rert, utilities and mainterance expenses

Supplies including Membership Envelopes

Printing, publicatons, postage and shipping: enter line itemsfrom the budget detailing these expenses
Printing, copying: Postage, shipping:

*Babysitting (with parents on premises) is NOT the same as child care (parents off premises.)
Manytimes, PTA units format ther budge with a lineitem called QOfficersOExpenses.O This is not
a salary or an expense accountbut actually a collection of expenses that should be appottioneal to
other categories. The accountant may hawe to go throughthis accountoneexpense at a time to pull
outwhich expense goes to which category. In future budges, it would bebest NOT to haw a line
item called QOfficersOExpenses.O

Continued



TAX PREPARATION CHECKLIST, Continued.

Other experses conferences convertions, and meetngs, contribution experses insurance, organizational,
awards/pad presdenOin, trarsportation/travel: enter budgetline itemfor these categories

Confererceregstrations:

Convertion regstrations:

Insurance and WorkerO€omp forwardedto council or district PTA:
Awards/Pas PresdenOPin: Orgarnizatonal:

Travel: transportation and meals:

Management and general:
PTAs gererally are not emgoyersand do not have expensesof anemployer. If your PTA isanemgoyer,
entertheline itemof these expenses Your accountant may alread/ have the<e figures

Compensation of offi cers Other salariesand wages
Persion plancontributions: Other employeeberefits:
Payroll taxes Prdfessional fundraising fees
Legal fees Telephone:

Other expensesnot listed
ExpersesPTAs arenot likely to have are: specifi c assistanceto arny individual, berefits paid for members,
occuparcy, equipmernt rental and maintenance, interes expense, and depreciation and degetion.

Joint Costs: PTAs are not usually involvedin campaign and fundraising solicitation or in lobbying or other
political acivities

Balance sheet:

Most PTAs have only a checking account and one or more savings accaunts asassets.

Because PTAs operate on a cas accainting bags, there are no liahilitiesor no accaints receivabe or
payabe on the tax forms. An exampleis asfollows:

Part I1 Balance Sheets
(A) Begnning of year (B) End of year

Cad, savingsardinvedmensE EEE EE E EE 25,000 29,000
Land and BuildingsEE E EEE EEEEEE E. 0 0
Other assets (describe)
TotalasetsE EEE EEEEEE EEEEE E. 25000 29,000
Total liaklities(describe) 0 0
Net assets or fund balances(line must agree

with Part I netassets aterd of yea)E EE .. 25,000 29,000

Get Oleginning of the yearOfigure from the previous yearO$RS form. The $4,000 diff ererceis the excess or
deficit of the year(total reverue minustotal experses asreportedin Part I.

Inventories for sale or use are usually those of school clothing or merchandise with a school logo. This does
not ak for income and experses rather, it aks for the value of the stock you still have in inverntory asof
June 30, 200XI. Enter value of invertory: $

PTAsdo not gereraly haveinvedmerts, land, buildings, and other assets. PTAs do not make loans to
individuals or other organizaions. PTAs do not sell stock.

Total assets will gereraly be checking and savings account balancesand invertory in stock.

Continued
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TAX PREPARATION CHECKLIST, Continued.

Fill out officer names and hours worked. Compensation for all is zero.
List of Officers, Titles, and Average Hours Worked per Week:

Pregdert: Name: Hours volunteered per week
Vice Presdent: Name: Hours volunteered per week
Secetary. Name: Hours volunteered per week
Treasrer: Name: Hours volunteered per week
2" Vice Pregdert: Name: Hours volunteered per week
Finarcial Secretary: Name: Hours volunteered per week
Pariamentariart Name: Hours volunteered per week
3“VicePreddert: Name: Hours volunteered per week
Auditor: Name: Hours volunteered per week
Other Offi cer/Chairman Name: Hours volunteered per week

The only category under GDther InformaionOthat usually appliesto PTAsis the one about Unrelated
Business Income. If the PTA hasunrelated business gross incomeof $1,000 or more, form 990-T must be
completed by the accountarnt. Consult with him/heron thisissue.

Unrelated Business Income: PTAs with over $1,000 of unrelated businessincome must file IRS Form 990-
T and Frarchise Tax Board Form 109 in addition to dedaring the income on the 990/990-EZ form.

UBI comesfrom: (1) atrade or business actively engagedin whether or not a profit is made; (2)
regularly carried on by the PTA or is carriedon irregularly asalso performedby acommercial compary; or
(3) comesfrom anacivity unrelatedto the organizaionOgax-exempt purpose. The dedination or use of the
income hasno bearing on determining whether or not it is UBI.

Most PTA fund-raising activitiesareexempt from federal income taxesbecause of the following: (1) they are
conductedonly once per year;(2) eight-five percert of the work of the activity is conducted by volunteers
(3) the acivitiesconsist of selling donated merchandise.

IRS Guideline: UBI less than 5% of grossincomedoesnot affect exemption. UBI between5% to
20% may jegpardze exempion. UBI in exces of 20% will in most casesbe a cause of revocation. Please
consult IRS Publicaion 598 for more information.

A copy of thisreturn is not filedwith any State including the onein which the PTA is chartered

The books are in careof the treasurer whose name, address and phone number arelisted here

Name: StreetAddress:
City, State, Zip: Telephone number:
Continued



TAX PREPARATION CHECKLIST, Continued.

Statement of Program Service Accomplishments

Whatis the organizaionOgrimary exempt purpose?

The Odfi cialOexempt purpose of the PTA is Oedcaional, charitalde, philanthropic.O

Y ou may elaborate on this purpose. One small line on the tax form is providedfor this amswer. You can
arswer this quedion on anattached sheetaccading to the programsyour PTA is supporting. An examgde of
this statemert might be:

FORM 990-EZ 200X-200XI PART Il DSTATEMENT OF ORGANIZATIONGS
PRIMARY EXEMPT PURPOSE
DESCRIPTION:
TO SUPPORT AND ENRICH THE EDUCATIONAL OPPORTUNITIES OF THE STUDENTS OF JOHN Q.
ADAMSELEMENTARY SCHOOL BY MEANS OF PARENT EDUCATION, PROGRAMS FOR STUDENTS,
AND SUPPORT OF TEACHERS AND ADMINISTRATORS.

Describe what wasachievedin carrying out the orgarizationOsxemp purposes Describe the services
provided, the number of persons berefited, or other relevarnt informaion for eachprogram title *

FORM 990-EZ 200X-200XI1 PART Il DSTATEMENT OF ORGANIZATIONGS

PRIMARY EXEMPT PURPOSE
DESCRIPTION:
a.6" GRADE OUTDOOR EDUCATION AT CAMP CAMPBELL IN THE SANTA CRUZ MOUNTAINS
PROVIDES 165 STUDENTS WITH UNIQUE HANDS-ON OPPORTUNITIES TO STUDY PLANT AND ANIMAL
LIFEIN AN OUT-OF-CLASSROOM SETTING. THISYEAR PTA PROVIDED PARTIAL FUNDING FOR THIS
SCHOOL PROGRAM.

b. THE JOHN Q. ADAMS PTA PAID FOR (VIA THE SCHOOL DISTRICT) FOUR ASSEMBLIES THE PAST
SCHOOL YEAR. ALL 660 STUDENTSWERE ABLE TO ATTEND. THE ASSEMBLIES COVERED THE
FOLLOWIING TOPICS; GEDUCATIONAL OPPORTUNITIESIN THE TECHNOLOGICAL FIELDS,0

RECY CLING OPPORTUNITIESIN YOUR SCHOOL AND COMMUNITY ,0BOOK S-COMPUTERS-?2?20AND
O'HE IMPORTANT CONNECTION BETWEEN MAN AND NATURE.OOUR STUDENTS HAVE BECOME
MORE AWARE OF LIFE BEYOND THEIR OWN FAMILIES AND SCHOOL.

* Although these are de<criptions of school programs partially or fully paid for by the PTA, such programs
do reflect the OrganizaionOsxempt purpose. The State/ National PTA encourage unit PTAs to reimburse
the school or school district for such programsto avoid the complicaions of being anemployer or to avoid
liaklity issues Although FoundersDay and Refl ections arebetter examplesof PTA programs, they are not
the high-dollaritemsthatthe IRSislooking for. Nor is the IRS interegedin copier support or computer
mainterance. The spirit of this quegion is; ONhat did you do lag yea for your constituert population?0

We cannot emphasize enough the importance of filing your 990 or 990-EZ
and Schedule A forms ON TIME. The IRS has recently and increasingly
fined units that have filed late, after November 15" of each year (with
the fiscal year ending June 30'".) The District and State PTA can do very
little to help you get these fines reduced. Your unit PTA board is
responsible for seeing that this paperwork is done on time.

* * %



