Money Matters for Festival Chairs

PPMTA Festival Chairs are responsible for:

1) Reporting all income and expenses to the PPMTA Treasurer on the PPMTA Requisition form.

2)
     Requesting payment for judges, vendors, or reimbursement for expenses.

3)            Submitting a final Income/Expense Report to the PPMTA Treasurer after event.

NOTE:  A separate requisition form must be submitted for different events. 

Income


1. Send or give checks to treasurer within two weeks of receiving them.  You may need to send 2 or more batches.  Send final batch immediately after registration deadline as soon as you can record needed information.

a. Maker sure all checks are made out to: PPMTA.   

b.   Send checks to treasurer with a requisition form completed as follows:

Place a check mark in box “Income to be deposited”.    

Date: month/day/year

Event/Item/Festival: name of event or festival

Description: write name of payee and check number

Amount: enter amount of check

TOTAL: total the amount of checks being submitted

b. If you need more space, continue on the back of the page or on another requisition 

                                form and staple the two together.  



c. Keep a copy for your festival records.

SAMPLE:

PPMTA REQUISITION FORM

Date submitted: _________________

□
Request for check
Send Check To:

Name:_____________________________________

Address:___________________________________

City/State/Zip:______________________________

Phone #:___________________________________
□
Bill to be paid

Pay Bill To:

Name:_____________________________________

Address:___________________________________

City/State/Zip:______________________________

Phone #:___________________________________

X□
Income to be deposited (Described below)

	Date
	Event/Item/Festival
	Description
	Amount

	3/1/11
	Non-Comp Festival
	J. Doe, #1234
	$  45.00

	
	
	C, Smith, #4567
	$120.00

	
	
	B. Jones, #7890
	$  15.00

	
	
	
	

	
	
	                   TOTAL
	$180.00


Requests for payment: (see samples below)

1) Requesting payment to One Person or Business:

a. Complete the requisition form, all receipts and mail to Treasurer.

b. Keep a copy for your records.

2) Requesting multiple requests for payment for judges:

a. Complete the requisition form

i. Enter the name of each judge to be paid and how much they receive.

ii. Enter YOUR name and address if you want all the checks mailed to you. 

b. Keep a copy for your records.

Receipts:  Attach receipts with requisition form.

    Circle the purchases that apply to PPMTA, if there are personal items on receipt

    Check receipts, invoices for final total in case there have been discounts, shipping charges, and/or taxes added.  

     If you have used a personal credit card, please submit a copy of your statement with the PPMTA expenses circled or an invoice from the merchant.

------------------------------------------------------------------------------------------------------------------------------------

SAMPLE: Requesting ONE Check

PPMTA REQUISITION FORM



Date submitted: 09/11/11
X□
Request for check
Send Check To:

Name:               SALLY SMITH

Address:            123 ANY STREET

City/State/Zip:  CO SPRINGS, CO 80XXX

Phone #:            719-XXX-XXXX
	Date
	Event/Item/Festival
	Description
	Amount

	9/1/11
	Ach Day
	Supplies-stamps, photocopies, programs
	$45.00

	
	
	Judges lunches
	$25.00

	
	
	
	

	
	
	TOTAL
	$70.00


------------------------------------------------------------------------------------------------------------------------------------

SAMPLE: Requesting MULTIPLE CHECKS

PPMTA REQUISITION FORM



Date submitted: 10/1/2011

X□
Request for check
Send Check To:

Name:              DEBBIE BAKER 

 Address:          123 ANYWHERE

City/State/Zip: CO SPRINGS, CO 80xxx

Phone #:           (719) xxx-xxxx

	Date
	Event/Item/Festival
	Description
	Amount

	2/4/12
	Competitive Hist Fest
	Judge: Sally Cone    6 hrs x $35
	$210

	
	
	Judge: Harry Smith   6 hrs x $35
	$210

	
	
	Judge: Mike Jones    8 hrs x $35
	$280

	
	
	Judge: Kathy Hamm  8 hrs x $35
	$280

	
	
	                                                               TOTAL
	$980.00


  All expenses on one requisition should be for the same activity: do not mix a student activity event with expenses of a committee or expenses of two student activities.  All activities/events must be entered separately on the computer for the program to show the correct amounts expended against the budget.

Expenses:

Judges are paid $35.00 an hour (or current rate) from the time they are to arrive until the end of the hour in which they finish judging: DO NOT ADD IN any extra amounts.  

PLAN AHEAD: Checks is excess of  $250.00 must be signed by treasurer and a second PPMTA VP. 

After the Event, complete the Festival report form.  Send one copy to the treasurer and keep one for your files. 

---------------------------------------------------------------------------------------------------------------------------------

Following these guidelines will help the treasurer and ensure that our books are in complete readiness for an audit.  If you have any questions, please contact me 719-572-5716 or jmptdavidson@q.com.
Thank you,

Janet Davidson, NCMT

PPMTA Treasurer

September 2011

