
Template: PTA e-Finance Standing Rules/Policies & Procedures
Background - The key to using electronic financial systems is for the PTA to have clear policies or standing rules in place which define 
1. Who holds the debit card / account access. 
1. User agreement for holder of the debit card.
1. Procedures for getting a 2nd “signature” prior to electronic payments.
1. For what purposes the card / system can be used (ex. only when checks are not accepted).
1. The processes for returning debit card at the end of the officer’s term and removing the card from the account at the bank.
1. How the transactions will be reconciled and documented in monthly reports.
1. Annually review the tool(s) and reaffirm usefulness. Update processes annually.
Also to consider
1. The debit card, as an ATM card, should be set up at the bank as a deposit-only card.
1. Ask the bank how much the PTA is liable for in case the card is stolen or compromised.
1. Ask the bank or e-Finance system provider about fees for transactions.
1. Confirm with your insurance if the electronic systems are covered.

Sample Standing Rules / Policies for e-Finance – modify as needed for your PTA/PTSA
1. The PTA will obtain a debit card for the treasurer when signatures are changed at the bank. The bank will set up the debit card to disable ATM withdrawals. The bank will cancel the old debit card (prior treasurer) when the new card is issued.
2. The treasurer must sign the PTA Debit Card User Agreement when receiving the debit card. The treasurer will return the card when their term ends or upon resignation.
3. The debit card is to be used only when payment by check to a vendor is not feasible, or the amount to be paid by and reimbursed to a PTA volunteer is excessive.
4. Debit card transactions must be pre-approved using the Debit Card Transaction Request Form (DCTRF) before any payments or purchases are made. Two bank account signers must sign the DCTRF for approval. If an urgent debit card payment is required, the pre-approval can be made via <email, group chat> between the signers and follow up with the DCTRF.
5. The treasurer and president will reconcile the DCTRF with the receipts when the debit card transaction is complete.
6. All debit card transactions will be listed on the monthly treasurer’s report.
7. The PTA Board will review the effectiveness and reporting burden of managing debit card transactions annually in April and update processes and procedures as needed.
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