
Meeting Minutes
Twin Cities German Immersion School PTO

Date: 8/27/13  

Location: Germanic-American Institute (GAI)

Meeting Called To Order By: Kami Blackwell Kinney, PTO President Time: 6:36 pm

In Attendance: Kami Blackwell Kinney, Christine Buss, Angel Chandler, Nancy Dilts, Sabrina Fay, Angela Haeg, Kristi 
Johnson, Charles Nielson, Michelle Sheire, Karin Spencer, Kari Swedberg, Marilee Tuite, Heidi Zimmermann, Jill 
Hutmacher, Kelly Huxmann, Cindy Miller, Matt Burress, Rebecca Johnson, Daniel Buss, Jenia Strom, Astrid Knott Johnson, 
Molly McBeath, Rabea Diehl

Agenda: New item added to tonight’s agenda. “Block Grants Guide,” put together by Matt Burress, to be discussed during 
Classroom Enrichment Funds portion of budget review. Guide is attached at end of these minutes.

Minutes: Minutes from June meeting approved as written.

Summary Of meeTInG

Call to order was followed by brief introductions around the table. Tonight’s agenda was approved with addition of “Block 
Grants Guide” mentioned above, and minutes from the June meeting were approved without changes. 

The group then discussed the proposed PTO Budget for 2013–2014 line by line. The budget was approved with the 
following changes:  • Under “Fundraisers,” change Maskenball number from $2,800 to $5,500 to show gross numbers 

• Change heading to read “Community Committee Fundraising Events” 
• Add note under “Maskenball Raffles” about temporary gambling permit required by St. Paul 
• Change “Accounting Assistance” number from $630 to $130 
• Add new line item titled “QuickBooks Setup 2013 for $500

OffICerS’ rePOrTS

Vice President, Karin Spencer 
Karin presented an update on our tax situation: Clifton Larson Allen (CLA) completed and filed a Schedule A for fiscal 
year 2011. All related IRS penalties have since been removed. CLA accountants also reconciled for FY2012 and FY2013; 
a Form 990-N was filed and accepted for FY2013, with the recommendation to file annually. To guide us moving 
forward, CLA prepared a sheet of “Best Practice Recommendations.” This sheet is included at the end of these minutes.

No other Officers’ reports at this meeting.

COmmITTee rePOrTS

No Committee reports at this meeting.

annOunCemenTS

Open invitation to all to gather at Happy Gnome after tonight’s meeting.

Next meeting to be held Tuesday, September 10, 2013 from 6:30 to 8:00 pm at the TCGIS Aula. Childcare will be provided.

Meeting Adjourned: 8:21 pm

Minutes Compiled By: Kelly Huxmann, PTO Secretary (2013–2014)



TCGIS PTO Block Grants Guide
2013–2014 School Year

I. Classroom Enrichment Funds

a. Overview

Classroom enrichment funds are provided to the school for support of teachers and enrichment of the in-
classroom environment, in both academic and social forms.  It replaces teacher classroom support funds 
that have been administered by the PTO in previous years with a block grant of funds to the school, to be 
managed by school administration following the guidance outlined below.

b. Management of Funds

 1. Administrative Process

  Annually, near the beginning of each fiscal year, the PTO will provide an amount as a block grant to 
the school. The amount is determined based on PTO fundraising during the previous year as well as 
PTO budget decisions.

  The school administration manages and determines the allocation of funds. The intent is that 
administrative burdens are minimized, while taking into account this guidance.

 2. Allocation Principles and Goals

  The core basis for determining amounts available to each teacher is to follow substantially similar 
factors used in determining classroom or teacher budgets for curriculum, classroom supplies, and  
the like.

  The PTO expects allocation decisions to reflect differing support needs and circumstances among 
teachers, but to provide equity with respect to:

	 	 •	 Grade	level	(including	availability	of	funds	to	serve	all	students)
	 	 •	 Generalists	and	specialists

 3. Accountability

 Management of the funds includes the following features:
	 	 •	 	At	the	start	of	each	school	year,	clear	communication	by	school	administration	to	teachers	

concerning amount of available funds
	 	 •	 Reimbursement	for	each	expense	after	it	is	incurred,	with	a	receipt	required
	 	 •	 Readily	available	information	to	teachers	on	remaining	funds	throughout	the	year
	 	 •	 	Creation	of	a	report,	provided	to	the	PTO	by	the	end	of	each	fiscal	year,	that	summarizes	the	

allocation process, amounts made available, and reimbursed expenditures to each teacher.



c. Uses of Funds

 1. Principles

  The following constitute the core goals and guiding principles in determining appropriate uses of 
classroom enrichment funds:

	 	 •	 	Eliminate	requests	for	money	made	from	school	staff	to	parents	(with	certain	exceptions	 
such	as	for	field	trips)

	 	 •	 	Eliminate	non-reimbursed	out-of-pocket	expenditures	by	teachers	made	for	school- 
related purposes

	 	 •	 	Provide	funds	for	in-the-classroom	items	and	activities	that	supplement,	but	do	not	supplant,	 
the school’s normal classroom budgeting for teachers and classrooms

  It is important to emphasize that significant time and energy on the part of parents have been 
contributed in raising classroom enrichment funds; school staff are urged to remain mindful of this 
when using the funds.

 2. Examples

  The following examples are intended to provide a sense for fund uses rather than as a comprehensive list.
	 	 •	 	Appropriate	uses:	additional	supplies	for	day-to-day	consumables	(e.g.,	pencils,	markers,	and	

paper);	special	project	supplies;	teaching	aids	not	otherwise	provided	by	school;	food	and	
decorations for parties; general classroom decorating and decor; games; guest presenters

	 	 •	 	Inappropriate	uses:	activities	and	materials	outside	the	classroom;	materials	and	curricular	
supplies normally provided by the school; general school marketing; field trips

II. New Classroom Contingency Funds

a. Overview

New classroom contingency funds are intended to support teachers and administration in unexpected costs 
that arise in moving into and establishing classes at the school’s new facility. A block grant is provided to the 
school and managed by school administration. The funds are one-time for the 2013-14 school year rather 
than provided annually.

b. Management of Funds

An amount to be determined by the PTO will be provided to the school near the beginning of the fiscal year. 
School administration manages the funds.

c. Uses of Funds

The funds are for contingencies related to classroom needs that arise as a result of the move to a new school 
facility. The intent is that school administration has a flexible funding stream available for minor teacher 
support efforts. Allocation decisions are made by school administration, taking into account the goals 
principles	for	classroom	enrichment	funds	(outlined	under	section	I.b.2.	above).



Best Practice Recommendations

i. Two people should collect cash/checks at all fundraising events.

- Any event where money is collected 
- Written receipt given when cash is paid

ii. A deposit log should be kept by someone other than the person making the deposits.

- Deposit log will be kept by the Fundraising Chair

iii.  All transactions should be entered on a timely basis (monthly, at a minimum) as noted above 
in topic ii.

-  Treasurer reports/shows documents to exec board monthly, then Finance Committee reviews 
at monthly meeting for accuracy and signs

iv.  For any reimbursements (or, at a minimum, for those over $25) that are paid to a member, 
receipts or documentation should be received before the check is issued to the member.

- All reimbursements are paid by check, no matter how small 
- All reimbursements require receipts

v.   For all checks (or, at a minimum, for those over $25) there should be documentation or 
receipts received before a check is issued.

- Receipts received one week prior to monthly meeting for all reimbursements

vi.  There should be no checks that are written to a person and signed by the same person. 
There should be another member signing these checks.

- There are three check signers: Karin Spencer, Alex Weeding, Kelly Huxmann

vii.  Any checks over a certain amount should require dual signatures. For example, if a check 
being written is over $1000, two board members are required to sign it. This control can be 
easily set up at your bank.

- Two signatures required if over $200 
- Bank charges $15 per month to check this; we have not signed up for the service at this time

viii.  The Treasurer should complete the monthly bank reconciliation by the 15th day of the 
following month. Upon completion, another member of the board should review the bank 
statement and bank reconciliation to ensure its accuracy.

 -  Treasurer reports/shows documents to exec board, then Finance Committee reviews for 
accuracy and signs

ix.  On a quarterly basis, a review of the transactions entered into the accounting software 
should be performed by someone other than the Treasurer. During this review, all deposits 
should be checked against the deposit log being kept (see ii above), as well as all checks 
against the checkbook.

- Finance Committee

x.  Financials should be presented at board meetings, and any variances from budget should be 
explained.

- Treasurer reports financials and any adjustments/questions reviewed prior to meeting 
- Finance Committee reviews prior to meeting 


