
Leroy School Association

Handling of PTO Funds Received

Rules & Policies


A “Cash Box Request Form” must be filled out when a cash box is needed.  The form

must be submitted to the LSA Treasurer at least two weeks prior to the event.  


No personal funds/monies shall come from any person for their event.  No reimbursements will be made from the cash received from an event.  Any cash needed (cash box) or reimbursements to be made will require the chairperson to fill out the appropriate forms found in the Chairperson’s Event Folder.  These forms will then be given to the LSA  Treasurer to process.


There will always be two people (who are LSA members only) present to receive cash at any LSA event where merchandise/food/tickets are sold.


All cash received at any LSA event will not go home with the chairperson.  


If your event is for more than one day, the cash receipts must be collected each day and counted by LSA officers and   


At the end of the day/event, money received will then be counted by two or more LSA officers and witnessed by a third party. The Event Chairperson may be present when the money is counted.   A “Cash Receipt Voucher” will be completed by the officers.  Copies of the “Cash Receipt Voucher” will be made and given to the LSA President and the event Chairperson.  The principal will also receive a copy of the “Cash Receipts Voucher” to be filed in the school office.  The original form and the money received will be sealed in an envelope and given to the LSA Treasurer.


The deposit will be made by the LSA Treasurer within three business days.


LSA officers who chair an event will be treated as a Chairperson for that event.  They

will not be included in the counting of the cash received for their event.  All the above rules and policies still apply.

LSA funds are intended to benefit the students through the enhancement of school programs and activities.  The LSA Officers are the guardians of these funds and have 

an obligation to see that they are protected and used wisely.  It is very important and necessary that everyone follow these procedures.
Thank you for your cooperation!


