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RELATIONSHIP BETWEEN PARENTS’
COUNCIL AND PTO/PTCO’S

WHAT IS A PTO/PTCO?
Every PTO/PTCO in the Cherry Creek School District
is a legal, non-profit entity as classified by the State of
Colorado and the Internal Revenue Service.
The school PTO/PTCO's are legal subsidiaries of Parents’
Council. Each subsidiary is a small business with its own
recordkeeping, state and federal filings, and legal
ramifications in case of fraud (to any effect – direct
thievery of funds, mishandling of funds according to the
IRS granted non-profit status, and non-filings). Parents’ Council oversees
these subsidiaries as the umbrella organization, as we are legally
required to do, along with direct guidance from the Cherry Creek School
District (CCSD), to ensure we are aligned and representing our district
ethically and legally.

IRS COMPLIANCE
Every non-profit is a transparent organization and
is legally required to provide their recordkeeping
(or books/financials) to outsiders when requested
within a reasonable time period.

We’re here to assist and guide PTO/PTCO's to make
sure they are operating within IRS and State guidelines
for charitable organizations.

Is Parents’ Council in charge of our day-to-day operations?
Parents’ Council is the 501(c)(3) umbrella organization that
establishes and oversees the guidelines that allow
PTO/PTCO's to operate as non-profit entities. It is each PTO/PTCO's
responsibility to operate within their own PTO/PTCO bylaws, policies
and procedures while working within established guidelines.

NO

As the umbrella organization, we will communicate any necessary
changes (for example legal, financial, district direction, e.g.) that cause
additional policies or changes to any existing policy.

Are we considered a PTO or a PTCO or other?

Non-compliance is not acceptable.

An EIN is similar to an individual’s SSN
and should remain consistent throughout
all legal documentation such as, but not
limited to: bylaws, financial policies, bank
accounts, state registrations/licenses,
letterhead, websites, etc.

Presidents and treasurers are required to attend training annually
to ensure they understand their role in achieving and maintaining
compliance. All additional board members are encouraged to attend
training.
Parents’ Council is the central organization that
guides and trains Executive PTO/PTCO Boards to
run their non-profit so that they can provide for
their school as intended while maintaining all of
the necessary paperwork.

When a PTO/PTCO is established they apply for an EIN listing their
legal name as a Parent Teacher Organization (PTO) or Parent Teacher
Community Organization (PTCO). A PTO generally limits membership to
current parents and staff of their school while a PTCO may
include community and students in their membership but
specifies who is a member versus an associate member,
and what voting rights each has, as well as who may hold
a position as a board member/chair/committee.

version 2.0
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Titling is determined
by each PTO/PTCO’s
Employer Identification
Number (EIN).

www.ccparentscouncil.org
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A change to titling from PTO to PTCO or other would require a full legal
name change.

YES

Do we need to have a bylaws document?
The IRS requires all PTO/PTCO's to have bylaws.

Is the Parents’ Council responsible for writing and
enforcing our bylaws?
PTO/PTCO's write and abide by their own bylaws, always
including the mandatory items stipulated by Parents’ Council
(which are required by law). Bylaws must be reviewed and adopted
annually. A current version must be sent to Parents’ Council annually.

2022 -2023

Do we need to attend the Parents’ Council President’s and
Treasurer’s Training Workshops every year?
This is mandatory. Regardless of whether
you are a first time or returning president
or treasurer, you must attend either the Spring or Fall
Training Workshop.

YES

How many officers are required?
The minimum board shall consist of the president,
secretary, and treasurer.

NO

Can you give us some tips on what to include in our bylaws?
Remember, bylaws are legally binding; keep them
general enough to comply as an Executive Board but
detailed enough to avoid misinterpretation. You should
If you have set rules
include the Parents’ Council mission statement, which
and requirements
put them in your
is to “support the education of our students.”
bylaws document.
If you want flexibility in terms of making changes (e.g.
for fundraisers that you do each year, for
your different committees, for board position job
descriptions etc.) incorporate that into a rules and
regulations document that is added as an addendum to your bylaws.

Does the Parents’ Council check our PTO/PTCO's tax filings
and documentation for accuracy?
We do not review or check any documentation for accuracy;
however, all documentation is subject to review
and oversight as needed. Parents’ Council simply
collects and retains the required documentation
from PTO/PTCO's to ensure we are compliant
with IRS and State guidelines. Each PTO/PTCO is
always welcome to have their tax filings prepared
by a Tax professional.

NO

version 2.0
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In the event there are not enough officers to make a minimum board,
the PTO/PTCO shall be temporarily suspended. In this case, please
contact the Parents’ Council president at
president@ccparentscouncil.org.

How do we elect our Executive Board?
For any operational matters such as:
•
•
•
•
•
•

More often than not,
issues and questions
can be answered
by the rules and
regulations set out
in your own bylaws.

How do we elect our Executive Board?
How do we change our bylaws?
When can we change our bylaws?
What positions can we elect to our
Executive Board?
What are the responsibilities of the Executive Board members?
When are we supposed to do teacher grants?

Please refer to your own
PTO/PTCO bylaws.
We are always happy to help, but
our first question will be, “What do
your bylaws say?”

www.ccparentscouncil.org
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DEADLINES

CHARTERING OTHER ORGANIZATIONS

What are the mandatory dues and documents that
we have to provide to Parents’ Council each year?

Many PTO/PTCO’s are asked to provide funds.

If you amend your bylaws at any time, a copy of the changes need to be
submitted to the IRS on Schedule O with your next tax return.
DATE
Sep 1

2022 -2023

ITEMS
Executive Board Contact List (Current Board Phone & Emails)
NOTE: This list needs to be submitted to the Parents’ Council
annually. Board members should NEVER use personal addresses.

Is our PTO/PTCO allowed to charter a Boy Scout Troop
or Booster Clubs?
Subordinate PTO/PTCO’s are not permitted to charter or
sponsor scout troops or any other groups. The Parents’
Council bylaws were revised to reflect this guidance in 2019.

NO

Sep 15

Annual Dues

FINANCIAL RECORDS

Sep 15

Affiliation Letter

Oct 15

Copy of Approved Budget for the Current School Year

Each PTO/PTCO can decide what works best for
their situation.

Oct 15

Year-end Financial Statement for the Previous School Year

Oct 15

Most Recent and Up To Date Copy of Your Bylaws
NOTE: If your bylaws are dated prior to September 2020, they
need to be updated and submitted to Parents’ Council to include
all updated virtual guidelines.

How should our PTO/PTCO maintain our financial records?
It is recommended
that PTO/PTCO's
purchase financial
software to maintain
their financial records.

QuickBooks and Quicken are two options
that are readily available.
Excel spreadsheets are not recommended.
They can be easily manipulated and changed.
In addition, Excel spreadsheets can be misplaced
in treasurer hand-overs and, as a result, the
PTO/PTCO financial history can be lost.

Oct 15

Most Recent and Up To Date Copy of Your Financial Policies
(including your cash/check/credit card policy)
NOTE: Financial Policies need to be reviewed and submitted
to Parents’ Council annually.

Nov 15

Federal Tax Return

Nov 15

Colorado Charitable Financial Statement

Do we need to record expenses?

Nov 15

Colorado Charitable Organization Registration Certificate of Registration

Oct 15

Annual Year-End Fiscal Review for the Previous School Year

All expenses must be recorded and separated to match
income fundraiser categories. Reimbursement forms and
retention of original receipts are necessary.

Jan 20

Sales Tax Filing Due

Jan 31

Vendor 1099-NEC and 1096 to vendors, IRS and State of CO

version 2.0
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YES

We recommend that you scan or make hard copies
of receipts to regular paper. Many use heat paper
and the receipt details will fade.

www.ccparentscouncil.org
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Do not donate to other non-profits as your mission is the educational
support of your school’s students.

How many signatories (signers) should we have on the
PTO/PTCO bank account?

2022 -2023

limitations for that return runs out. The statute of limitations has run out
when the organization can no longer amend its return and the IRS can no
longer assess additional tax.

Please communicate with your school
administration for specific location assistance.

It is recommended that there are at least TWO
signatories on PTO/PTCO bank accounts for the following
reasons:
•
•

Should one signer unexpectedly be unavailable, the second person
is able to continue with PTO/PTCO business and pay bills and
reimbursements.
Should a signer submit a request for reimbursement, he/she/they
cannot sign his/her/their own check.
• As a best practice, many PTO/PTCO’s have a
requirement in their Financial Policies
and bylaws stating that checks over a
certain amount require two signatures.

Please refer
to both your
bylaws and
financial
policies.
How long and where should the PTO/PTCO keep books
and minutes of meetings on file?

All physical books
and documents must
remain at your
school in a secure
location.

version 2.0

Public charities must keep records for federal
tax purposes for as long as they may be
needed to document evidence of compliance
with provisions of the Code.
Generally, this means the organization must
keep records that support an item of income
or deduction on a return until the statute of
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Generally, the statute of limitations runs three years after the date
the return is due or filed, whichever is later. Do we need to keep
them longer for any reason?
An organization may need to retain records longer for
other legal purposes such as court requirements, or for
state or local tax purposes. Record retention periods vary
depending on the types of records and returns.

Permanent records
Some records should be kept permanently. These include:
•
•
•

The application for recognition of tax-exempt status.
The determination letter recognizing tax-exempt status.
Organizing documents, such as articles of incorporation
and bylaws, with amendments, as well as board minutes.

Records for Non-Tax Purposes
When records are no longer needed for
tax purposes, the organization should
keep them until they are no longer
needed for non-tax purposes.
For example, a grantor,
insurance company,
creditor, or state agency
may require that records be kept
longer than the IRS requires.

To err on the side
of caution, it is
recommended that you
keep financial records
for seven years.

www.ccparentscouncil.org
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MONEY MATTERS
Keep in mind that PTO/PTCO funds should be
expended in accordance with the mission of the
organization and to provide educational support
for all students.

Can PTO/PTCO money be used to pay for our Continuation
Ceremony?
this event would be considered an auxiliary expense and
YES But
is therefore subject to the 5% rule. These type of expenses
do not directly support the PTO/PTCO’s mission.
Parent donations that are “earmarked” for an event such
as After Prom or the Continuation cannot be channeled
through the PTO/PTCO. Funds for these events should be
handled by the school’s Office Manager or Activities
Coordinator and collected/channeled through the Grade
Level or Activities Accounts.

Can PTO/PTCO money be used for teacher gifts?
PTO/PTCO money cannot be used to
benefit individuals. For example,
PTO/PTCO money can be used to purchase
classroom supplies to support students but
NOT for individual teacher gifts.

NO

Can we give gift cards to teachers for Teachers Pay
Teachers or any other give back programs?

2022 -2023
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Can PTO/PTCO money be used for families that need help?
Can PTO/PTCO’s fundraise for families that need help?
PTO/PTCO money cannot be gifted to
families in need. In terms of fundraising
for families in need, your PTO/PTCO can provide
volunteers and help promote the fundraiser, but
cannot provide monetary support.

NO

None of the money raised can be channeled
through the PTO/PTCO account.
Can PTO/PTCO’s help pay for a teacher’s salary?
Can we provide funds for a paraprofessional?

NO

PTO/PTCO’s may not pay
for a teacher’s salary.

PTO/PTCO funds may be used
for the purpose of providing
paraprofessional (TA) support to schools
but may not be used to fund licensed staff
positions.

YES

Though PTO/PTCO's have the power to fund,
we do not have the power to hire nor
influence any part of the process involved
in hiring. We can fund the account,
nothing more.

Any PTO/PTCO
pay for paras should
ONLY occur with
the guidance and
support of your
principal.

No money (either in check/cash or gift cards) should be given
directly to teachers; the money should be given to the school
and/or teachers via classroom grants. Keep your PTO/PTCO away from
schemes where teachers individually/personally benefit from donations,
give back programs or fundraising.

NO

version 2.0
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LICENSES AND TAXES
The annual Federal Tax Return is due NO LATER than
November 15th each year.

When do we need to file our tax return and which form
do we use?
990-N POSTCARD

990-EZ SHORT FORM

990 LONG FORM

<$50,000

>$200,000

Gross receipts

< $50,000 to
>$200,000

So easy online!*
Must e-file by 11/15

Mail or e-file by 11/15

Gross receipts

Gross receipts

Hire a tax expert!
Must file by 11/15

*Unable to file extension but only takes a few minutes to file!
•
•
•

If the GROSS income of your PTO/PTCO is usually $50,000 or less
in a financial year, a 990-N (e-postcard) should be filed.
If the GROSS income is usually between $50,000 and $200,000 in
a financial year, the form 990-EZ and all required schedules must
be filed.
If the GROSS income is usually more than $200,000 in a financial
year, a Form 990 and all required schedules must be filed. It is
recommended that you hire a tax expert to submit your filings.

If you do not file
your federal tax
return by November
15th of each year,
you may incur fines
from the IRS.

version 2.0

What happens if my organization does
not file their federal tax return?
Failure to file for three consecutive years will
result in losing your non-profit status and your
ability to operate as an organization or charity.
You will no longer be able to fundraise or
provide tax deductible donations. If you receive
notification from the IRS that you need to

updated: SEPT 2022
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correct a tax return and it is not completed or done correctly, this could
cause your organization to lose credit for filing.

What if I am unable to file the federal
tax return by the November 15th
deadline?

The 990-N postcard
filing does not
require an extension
as it only takes
a few minutes
to file online.

If your organization is unable to file the 990-EZ
or 990 long form by November 15th, please
file for an extension using IRS form 8868 and
send the extension form to the Parents’
Council documents team at:
documents@ccparentscouncil.org.

What do I do if I receive a letter from the IRS?
Please forward a copy of the letter and contact the Parents’ Council
president and treasurer at president@ccparentscouncil.org and
treasurer@ccparentscouncil.org.

What is required by the State of Colorado?
The Colorado Secretary of State requires two filings from charitable
organizations that apply to our situation.
•

•

The Colorado Charitable Organization Annual Financial Statement
is due November 15th each year and uses information from your
Profit and Loss Statement and Balance Sheet if you have filed
a 990-N, or information from your tax return if you have
filed a 990-EZ or 990 Form.
The Colorado Charitable Organization Registration
(Certificate of Registration) is due each year by November
15th. There is an automatic grace period provided until
2/15 to accommodate any tax filing extensions; however,
the registration renewal due date is due on 11/15. This registration
renewal is completed after the Annual Financial Statement and
must be current in order to solicit funds (fundraise).

www.ccparentscouncil.org
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How do I get a new Certificate of Exemption
for Colorado State Sales/Use Tax?
Call the Colorado Department of Revenue or contact
them online at www.colorado.gov/revenueonline.
If the Department of Revenue requires additional
documentation, please contact documents@ccparentscouncil.org.

See the Charitable Organizations guidance
publication for additional information regarding
sales made by charitable organizations.
Visit the Sales Tax Licensing page to apply for a state sales tax license
if you do not meet all of the criteria above.

VENDORS AND 1099-NEC

What do I need to legally solicit donations (fundraise)?

Your record keeping for independent contractor
compensation crosses over academic years.

In order to legally fundraise in the State of Colorado, you must maintain
the following:
•
•
•

Be in good standing with the Parents’ Council as your
umbrella organization.
Maintain your non-profit status with the IRS.
Have a current Certificate of Registration and Charitable Financial
Statement on file with the Colorado Secretary of State.

Do I need a sales tax license?
Occasional retail sales of tangible personal property
made by a charitable organization are exempt from
collecting and remitting sales tax, if all of the following
conditions are met:
Charitable organizations
that make retail sales are
subject to the same
licensing requirements
of other retailers unless
all of the organization's
sales are exempt
from taxation.

version 2.0
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• The sales are made for fundraising
purposes.
• The funds raised by the sales are
retained by the organization
to be used in the course of the
organization's charitable service.
• The organization conducts sales
for a total of 12 days or less during
the calendar year.
• The net proceeds of such sales
do not exceed $45,000 during
the calendar year.

15

Should our PTCO/PTO be involved in negotiating and
signing vendor contracts? What is the procedure?
Your PTCO/PTO is responsible for the negotiation of your
own contracts with any vendors/companies you intend to
use. However your principal should be consulted in the
review process and in some cases Risk Management MUST be consulted
before an authorized board member signs the contract.

YES

Who is required to sign contracts?
1

EVENT /
FUNCTION

2

CONTRACT
REVIEW

3

REQ. CONTRACT
SIGNATURE(S)

A

Outside Entity &
a School or District

District Legal
Department

Principal

B

Outside Entity
& a PTCO/PTO

N/A

PTCO/PTO Authorized
Signer

C

PTCO/PTO &
School or District

Legal Department

Principal &
PTCO/PTCO
Auth. Signer

www.ccparentscouncil.org
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Will additional special event insurance be
needed? Contact your insurance provider,
if needed.
The District requires that Parents Council
and/or PTCOs secure insurance coverage to
protect those entities from liability in the
event that they are sued by a third party as
a result of an accident that occurs during a
PTCO function.
•

•

Review and negotiate
your vendor contract
for accuracy and
ensure the contract
is in complete
compliance with your
insurance policy.

Vendors/Companies providing services
or using district facilities MUST provide
a Certificate of Insurance (COI) listing CCSD and your named
PTCO/PTO
as additionally insured with minimum limits of $1M per occurrence.
Email or fax a copy of all COI’s to Risk Management:
riskmanagement@cherrycreekschools.org
or fax: 720-554-4641.

Contracts associated with High Risk Activities/Inflatables as defined
by CCSD Risk Management MUST be sent for review and approval
prior to signing. Send to: riskmanagement@cherrycreekschools.org.

Will a liability waiver be required?
•
•

17

Should all vendors complete a W-9 form?

Does the contract allow for cancellations? What are those policies?
•

2022 -2023

Ensure waiver includes both CCSD & your
named PTO/PTCO.
High Risk Activities/Inflatables must provide
attendants to supervise the use of their
equipment at all times.

Should the PTO/PTCO send
1099-NEC Forms?
To determine if they are 1099-NEC
eligible, please request a W-9 form
(mandatory) from them.

Any vendor that
receives a cumulative
payment of $600 or
more in a calendar year
(January through
December) should
receive a 1099-NEC.

If they complete the W-9 as a
Corporation, they do not get a 1099NEC regardless of the dollar amount
paid out. Mail 1099-NEC to the vendor, and file 1096 along
with 1099-NEC to the IRS and Colorado Department of Revenue.

Do we need insurance?
Your PTO/PTCO must carry its own insurance
if you do not want to follow the rules
and regulations of the district for an off-site event.

YES

It is not suggested that PTO/PTCO’s to host
events in private homes. The homeowner would be
responsible, not the district, in the event of an accident or incident.

PERMIT REQUIREMENT - FOOD TRUCKS/
TENTS: ALL SOUTH-METRO SCHOOLS
If your school or building is NOT on the list provided
by the district, this section does not apply.

D

If in doubt, please call Risk
Management before signing
any contract: 720-554-4617.

This is a good habit to get into. Even if it
YES is determined that a 1099-NEC will not
need to be issued, a W-9 should be
completed to ensure that all of the pertinent
information has been collected in the event that a
1099-NEC is required.

D

D D
D

version 2.0

updated: SEPT 2022

www.ccparentscouncil.org

18

CHERRY CREEK SCHOOL DISTRICT PTO/PTCO HANDBOOK

All K-12 schools in the South-Metro Area are required
to obtain a permit for cooking trucks and large tents. It
does not apply to trucks serving drinks or desserts only.
The permit requirement is effective immediately and
applies to food trucks already scheduled and those that you plan on
scheduling in the future. The PTCO/PTO must complete the permit
form and submit to South Metro Fire Rescue if you wish to have food
trucks at your events. Apply online:
https://www.southmetro.org/607/Pre-Planned-Special-Events
Contact president@ccparentscouncil.org with questions.

DONATIONS AND DONATION
ACKNOWLEDGMENTS
Forms of acknowledgement include: thank you
cards, emails, follow-up phone calls, recognition
via PTO/PTCO newsletters, etc.

Does our PTO/PTCO have to acknowledge donations
and what is the timeline?
It is good practice to acknowledge all donations made to your
PTO/PTCO. Donations of over $250.00 per calendar year requires a
formal written receipt that must include your organization's EIN number.
If applicable, a statement similar to: “No goods or services were provided
in exchange for this donation,” can also be included.

Do we have to acknowledge non-cash donations?
In the case of an in-kind donation (non-cash) e.g.
artwork, a signed football, gift basket, etc. You are
not required to send written acknowledgement but
it is always good practice to thank your donor(s).
Please be aware that you are not required to put

version 2.0
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a monetary value on the item. Your only responsibility is to provide
a description of the item and not a valuation.

ADVERTISING/SPONSORS
Restaurant Nights are the most common source
of confusion with advertising vs. sponsorship.

What is the difference between Advertising and
Sponsorship?
ADVERTISING
Advertising contains
language containing price
information, dollar savings,
dollar value, endorsements,
and inducements to
purchase or use products
and services.

VS

SPONSORSHIP
Sponsorship simply
acknowledges a business
name, logo, product line,
service, and location or
contact details. It’s a good
faith donation in exchange
for no goods or services.

Are we allowed to advertise our school restaurant nights?
But the same UBTI rules apply as explained in the question
above. Rather than “advertising” your school restaurant night
with flyers that detail the dollar value or the give back percentage that
your school will earn.

YES

Using no numbers
or monetary
values is the key!
Use language such as:

If you choose to
participate with a school
parent, please be
transparent with your
communication and
documentation.

www.ccparentscouncil.org
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Come and support our school on XYZ Night at ABC Restaurant!
A portion of the proceeds will directly support ZYX School!

2022 -2023

Our PTO/PTCO would like to organize a Raffle or Bingo
Event. Is that allowed?

YES

Are we allowed to sell advertising space in our School
Directory?
But please be aware of the IRS rules
around advertising. Advertising can
constitute Unrelated Business Taxable Income
(UBTI). If you collect more than $1,000 of
unrelated business income in a calendar year
(January through December), a separate tax
return (990-T) must be filed with the IRS. Please
review the above information on the difference
between Advertising and Sponsorship.

YES

Parents’ Council
recommends that you
sell “Sponsorship”
space to avoid the
additional IRS tax
requirements.

There are many Direct Marketing companies out there ranging from
kitchen supplies to clothing, to facial cosmetics, to cleaning products.

We strongly advise PTO/PTCO's not to get involved
in this type of fundraising as it could lead to
complications and disputes within your community.

BINGOS AND RAFFLES
This is not a gray area. The following items must
be considered and PTO/PTCO’s should weigh the
benefits and potential fundraising against the added
responsibilities.

version 2.0
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But it is ONLY allowed if you
have a current Gaming
License with the Colorado
Secretary of State.

IMPORTANT
INFORMATION
Bingos and Raffles are classified
as gaming in the State of
Colorado and with the Internal
Revenue Service (IRS). It is legal
but highly regulated.

We have a school parent who is a
consultant with a Direct Marketing company.
They would like to promote their business through the PTO/PTCO,
and donate a portion of proceeds from sales back to the school.
Is this acceptable?

21

You must be licensed to perform the tasks with
licensed masters to hold the events.
•

For Bingo events, a Certified Bingo Master must be present
to call the event.
• Funds must be handled in a separate bank
account without any co-mingling to comply.
Raffles are a pay to play
• Schools must be at least 5 years or older
thought process. If you pay
in order to apply for a gaming license.
to play and receive
• There are stringent rules around
something with a monetary
how volunteers and finances are
benefit or receive
handled/reported.
something of monetary
•
Additional reporting requirements,
value then it is a raffle.
including quarterly reports, must be
completed regardless of events during
the quarter.
If you have questions or wish to apply for a gaming license, please
contact the Colorado Secretary of State - Bingo and Raffles division:
www.sos.state.co.us/pubs/bingo_raffles/bingoHome.html.

www.ccparentscouncil.org
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GRANTS

Should unused grants be returned to the PTO/PTCO?

PTO/PTCO’s can give Teacher and School Grants
in any amount as long as it complies with your bylaws.

Unused grants must be returned to the PTO/PTCO unless an
explanation is provided as to why it was not spent and why
the school wishes to keep the money; for example, “The order was
submitted but is payable on receipt,” or “The order was delayed or the
item is not in stock, but will be available in a month’s time.“

What kind of grants should we give?
Please refer to your bylaws and/or Financial Policy as to how your
PTO/PTCO allocates grants.

Remember, all grants
must meet our mission
and apply directly to
educational support.

PTO/PTCO’s are not allowed to grant
funds to Closed Groups. Closed Groups
are defined as groups that require
auditions, applications, and are not
open to every student who wants to
participate. Examples include: AVID,
Show Choir, and Student Senate.

Our PTO/PTCO granted money to a project and all monies
were not used. What happens to the money? What is the
procedure to reallocate money?
The excess funds must be returned to
In regards to earmarking
your PTO/PTCO for reallocation. You can
funds for a fundraiser,
request an accounting and a check back
example: playground,
from the district accounting office at the
Chromebooks, all funds
end of the year for unused funds. Check
must be used for that
your bylaws, but typically the money is
specific purpose.
returned to your general funds to be used
in the next round of allocations or you can
hold a PTO/PTCO General Meeting and by
a vote reallocate the money to another project.
Any funds left over, must be presented to the General
membership for a vote to reallocate funds through your
bylaws/Financial Policies process.

version 2.0
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YES

Do we need a written grant process
and use grant request forms in order
to allocate PTO/PTCO funds?

YES

All grants should be submitted in writing
to your PTO/PTCO. Make sure you
approve grants according to your PTO/PTCO bylaws
and budget. There is a sample grant process on the
Parents’ Council website.

How many times a year should we allocate grants?
Your school must complete at least one grant cycle
a year and additional cycles as needed.
Teacher grant requests should be submitted in accordance with
your grant cycle deadlines. All grants for a particular cycle should be
evaluated at the same time in order to prioritize limited funding. It is
advisable to request teachers spend their funds within a defined amount
of time.

Do we need to involve our principal in our grant approval
process?
It is advisable to involve your principal in
the grant process as he/she/they can help
with prioritizing requests, and can also advise whether
he/she/they has funds already set aside or available for
a particular grant request. Your Principal does not
decide how or where your PTO/PTCO money is spent.

YES

www.ccparentscouncil.org
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Our Destination Imagination team has requested funds
from PTO/PTCO. Are we allowed to grant them money?
Destination Imagination is an ‘Open Group” so PTO/PTCO
funds can be used for registration fees only. PTO/PTCO grant
funds cannot be used for any other costs, such as travel or food. Your
PTO/PTCO can help publicize the event, but cannot channel any funds
raised for the event through your PTO/PTCO bank account.

YES

PTO/PTCO NON-PROFIT
The mission statement of the PTO/PTCO's of
the Cherry Creek School District is to “support
the education of our students.”
This means that money raised is to be used to enhance the education
of our students. The IRS requires that all non-profit entities state their
mission and use their tax-deductible donations for that specifically
stated mission. To do this, the following practices should be observed.

What are the spending guidelines for our PTO/PTCO funds?
If you remember the following, you will be spending PTO/PTCO funds
in accordance with CCSD Parents’ Council
basic guidelines:
•
•

version 2.0

For more detailed
Use funds for educational support.
information,
refer
Spend funds in a timely manner.
to
the
Parents’
Council
• Spend funds for the purpose
Procedures and Practices
that they were donated.
Manual available
•
Spend funds to benefit ALL
on our website.
students.
•
Do not spend money to benefit
individuals.
• Do not carry over large reserves from one year to the next
(unless specific funds are earmarked).
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Here are a few more tips regarding spending:
•

The majority of the tax-deductible funds raised by the PTO/PTCO
are to be used for direct educational enhancement.
• Auxiliary items such as Hospitality, Teacher Appreciation,
and After Prom may be supplemented by the
PTO/PTCO's, according to the following:
o the amount should be viewed in context
of the percentage of the total budget.
o it should not be the primary expenditure.
• Generally, the total amount of auxiliary items should
amount to is no more than 5% of the budget.
• Monies raised are to be spent in a timely manner to most benefit
the students that attended the school during the fundraising efforts.
Donors expect that the funds contributed should benefit their
children.
• If PTO/PTCO's solicit for specific funding goals, then recordkeeping
will need to indicate any unused funds so that they can carry over
to the next year for the same purpose.
• The IRS does not allow non-profit
entities to accumulate “profits.”
PTO/PTCO's should not carry balance
The IRS requires
that the funds be spent
unless a specific expenditure has been
for the purpose
identified. “Profits” may accumulate
indicated when
potential taxation from the IRS.
solicited.
• The PTO/PTCO may indicate that
a reserve is required under
the bylaws to cover expenses that will
be due before funds are raised, (ie PA/TA salaries) or money that
has been earmarked for a specific purpose such as ongoing
fundraising for computers, playground equipment, etc.
• PTO/PTCO's can also pre-fund their budget as long as their intent is
clearly indicated in the minutes and has been approved by the
general population annually. Once the approved reserve has been
funded, any additional donations should be spent, and any
additional fundraisers should be limited until the funds have been
allocated and spent.

www.ccparentscouncil.org
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What are the guidelines for teacher grant requests?
•

Teachers and staff should be informed of funds available and
encouraged to make grant requests under policies established
by the PTO/PTCO’s for items that would enhance the education
of their students.

There are two kinds of Grant Accounts
•

•
•

PTO/PTCO Grant Accounts held at the district:
o An accounting should be done annually
to ensure that unexpended funds aren’t
being held year after year.
o Unused funds should be returned to the
PTO/PTCO
for future allocation or released by the PTO/PTCO
to the Principal for expenditure.
Individual Grants:
o The IRS does not allow non-profit entities with
the “Educational Support” mission to benefit individuals.
Funds can be raised with PTO/PTCO support for occasional
community needs.
o No funds can be deposited into the PTO/PTCO account
and then disbursed to a family or an individual.
o This includes “Thank You” gifts within certain
guidelines as outlined in our handbook.
o Any funding solicitations for individual needs should
indicate the alternative payee and include language
that these donations are not tax deductible.

TECH REQUIREMENTS AND BEST PRACTICES
These accounts are an invaluable source of recent
information and as an archive of ideas, decisions and
details of all aspects of the PTCO/PTO.

version 2.0
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All PTCO/PTO’s should use role-based or generic email accounts for all
board positions. Personal email accounts should NOT be used to conduct
PTCO/PTO business.

A role-based, or “generic” email account, is an
account used by board members that is passed to the
next board/committee member during transition or
if someone becomes unable to perform their duties.
These accounts are considered part of the PTCO/PTO organization where
members who have access to generic email accounts can send on “behalf”
of the generic email account. PTCO/PTO email is similar to work email that
you are not supposed to use for other purposes and not delete.
The accounts may be specific to roles i.e. president@ptconame.com or
for committees/teams i.e. carnival@ptconame.com if you have setup
your own domain such as www.ptconame.org. Another option is to
setup an account via google, for example: schoolptconamerole@gmail.com or ptcorole-schoolname@gmail.com.

Best practices for transitions
Board members/committee members stepping down
should provide all login credentials to the incoming
member, president or technical admin and ensure that they
can access the information! Then change the password on
or before the board member’s last board meeting. Also, check that the
account’s “From” information on the account is set to the role, not the
name of the PTCO/PTO and update the email signature to include name
or names that will use the account.

Passwords
It is highly recommended that you create a single, secure location for all
passwords. A software such as LastPass or 1Password. Alternatively, use
a password-protected spreadsheet/doc stored on your shared document
drive (i.e. google drive).

www.ccparentscouncil.org
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All email addresses provided on your Annual Roster
will be automatically added to the mailing list.

ABOUT THE PARENTS’ COUNCIL
The mission of Cherry Creek Schools Parents’ Council
is “to promote the exchange of ideas among parent
representatives of all schools in Cherry Creek and to
serve as a vehicle of communication within the District
for parents, teachers, administrators, the Board of
Education, and the community.”

If you would like to include additional email addresses, contact
webmaster@ccparentscouncil.org or visit our website to subscribe.

Keep Parents’ Council updated
As a part of your Annual Roster updates, these email accounts should be
provided to Parents’ Council. Throughout the year, all changes should be
shared as soon as possible with documents@ccparentscouncil.org.

Third-party apps, tools and accounts
When setting up third-party accounts such as signupgenius, use the
president or admin account as the recovery account, whenever possible.
These accounts should be passed forward just like email accounts.
There are many tools to manage the administrative as
well as the public-facing aspects of your PTCO/PTO.
Share your questions and best practices with us:
admin@ccparentscouncil.org.

Parents’ Council IS…
•
•
•
•
•
•
•

The parent organization of each constituent
PTO/PTCO within the district.
A district-wide volunteer organization.
A forum for the discussion of ideas.
A source of unity, sharing and direct contact.
An information resource.
A provider of training for PTO/PTCO board
members
A non-profit, charitable organization.

Parents’ Council IS NOT…

Did you know that as a nonprofit organization PTCO/PTO’s qualify for
FREE or highly discounted products, hardware, software, apps and other
services from companies like google? Many companies use TechSoup to
verify nonprofit status. Get started by getting your nonprofit status with
TechSoup: www.techsoup.org/validation-services.

•
•
•

A fundraising organization.
An official part of a national or location based
parent-teacher group.
Involved in decision making by district administration.

Not sure where to start?

Communication

If you need help with this or any
other technical issues, setting up
a domain or hosting, contact
admin@ccparentscouncil.org.

•
•
•
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Administrators and members of the Board of Education will often
present at the Parents’ Council general meetings.
The Superintendent (or his/her appointed representative) reports as
the “District Communicator” at each general meeting, addressing
district issues and successes.
Board of Education members report throughout the year at Parents’
Council general meetings.

www.ccparentscouncil.org
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Parents’ Council members may sit on district committees.
All Parents’ Council members, administrators, and Board of
Education members receive Parents’ Council mailings.
Informal social activities give Parents’ Council members
opportunities to visit with district administrators and Board of
Education members.
Several Parents’ Council workshops are held during the school year
to help support the current needs and issues of PTO/PTCO's.

Roles and positions
The Parents’ Council Executive Board is made up of
the following positions: president(s), vice president(s),
secretary(s), treasurer(s), document review, webmaster,
social media, and hospitality.
•

•

•
•
•
•

version 2.0

President: Active Executive Officer oversees the business
of the Parents’ Council. (Once the president’s term is complete,
it is requested that he/she/they continue to work with the
upcoming board for one calendar year to ensure proper training,
communication, and to act as support for
the Parents' Council board in a non-voting
The officers serve a
capacity.)
two-year term upon
Vice President: Oversees the marketing of
election to their role. The
Parents’ Council events. Also serves as a
past president acts as an
resource for individual schools’
advisor
to the Executive
PTO/PTCO's for communications and
Board, as per outlined in
technology-related questions or issues.
the bylaws.
Secretary: Oversees all recording
of minutes and correspondence.
Treasurer: Oversees overall timetables
and training of treasurers, and handles all financial questions.
Document Review: Oversees and coordinates
the external record-keeping functions.
Social Media: Oversees all internet-related communications,
and serves as a resource for schools regarding social media issues.
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Webmaster: Oversees and updates the Parents’ Council website,
blogs, and creates/sends email correspondence as necessary.
Hospitality: Works directly with the board and local
vendors/companies to set up meetings, presenters, etc. Maintains
a healthy budget and serves as a resource for the board and
community.
Special Projects and Committees: There are many projects that
volunteers participate in without long-term commitment or board
position. Some committee chairs may hold non-voting positions.

Our history

Founded by parents in the late 1960’s
as a means of sharing among schools
in a rapidly growing district, the
Parents’ Council was formally
organized in the fall of 1970. There
were 11 schools in the district at that
time. Topics of interest centered
on school financing and innovative
changes in education. In 1993,
Parents’ Council became an
incorporated, non-profit, charitable
organization. PTO/PTCO’s have taxexempt status under Parents’ Council
guidelines.

Membership in Parents’
Council includes PTO/PTCO
presidents, representatives
from each school, and any
interested person residing
within the Cherry Creek
School District.

All Cherry Creek Schools
are represented by the
Parents’ Council.
The District benefits greatly from our ability to communicate with each
other effectively and frequently. Parents’ Council has always been an
organization that is supported by, but remains independent of, the
Board of Education, the District, and teachers.

www.ccparentscouncil.org
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TRAINING AND MEETINGS
Parents’ Council has several general meetings open to all PTO/PTCO board members. These
are scheduled throughout the school year.

All meetings are held at the Fremont Building unless otherwise noted.
Freemont Building*
14603 East Fremont Avenue
Centennial, CO 80112
AM
PM

Monthly meetings
Times, locations and dates are published in the fall. For all meeting
times, news, updates, blogs, and events, please visit us at our website:
www.ccparentscouncil.org.
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9:00 - 9:30 AM

6:00 - 6:30 PM

Meeting

9:30 - 11:00 AM

6:30 - 8:00 PM

October 12th
Community Engagement &
PTCO Workshop: Documents

November 9th
Fundraising & Annual
Vendor Fair

2023
AM

AM

September 14th
2022-2023 Welcome Back
and Looking Forward
Chris Smith, BOE, PC

AM

2022

PM

The general meetings are attended by members, teachers, principals,
administrators, and representatives from the Board of Education. These
meetings provide a forum for shared info.
attended by members, teachers, principals, administrators, and
representatives
attended by members, teachers, principals, administrators, and
representatives
attended by members, teachers, principals, administrators, and
representatives attended by members, teachers, principals,
administrators, and

Refreshments & Socializing

February 8th
CCSD Future Forward

PM

Parents’ Council offers in-depth training and workshops for all PTO/PTCO
Board members. Board training/workshops held during the year present
new board members with the skills necessary to carry out their
responsibilities. All training/workshops provide a time for PTO/PTCO
board members to meet and exchange information.

2022 - 2023 schedule

March 8th
PTCO Workshop: Best Practices Setting Up Next Year’s Board

AM

Spring and fall training

April 13th* @SARC Building
Parents’ Council Townhall Q&A
Cherry Creek Officers and
Parents’ Council Executive Board

www.ccparentscouncil.org

