South Carolina

PTA SC PTA Steps to Upload Compliance Documents
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Budget & Minutes Approving Budget Submissions:

To upload your budget and the minutes documenting the vote to approve the budget, make sure both the budget and the minutes are in a single
file (scan them in, take a side-by-side photo, combine them into a single pdf file, take screenshots and paste the photos into a single Word
document, etc.).

Log into Givebacks and click on COMPLIANCE from the menu along the left side. Then click on ENTER SUBMISSIONS.
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Insert the total expected income in the box for BUDGET AMOUNT. Click ADD DOCUMENT and
select your file. Check that your auto-filled name and email address are correct. Click SUBMIT.

Budget & Minutes Approving Budget
Submissions

Each local PTA unit iz required to submit their annual budget and minuies
approving the budget on or before October 1 of each year.

To submit your annual budget, please follow the sieps below.

1. Enfier the budget amount.

2. Select “Add Document” to add your local unit’s approved current year's
budget.

3. Enfer your first name, last name, and email for submission purposes.
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Financial Review & Financial Checklist Submissions:

To upload your Financial Review, click on the SUBMIT button to the right of FINANCIAL REVIEW & FINANCIAL CHECKLIST SUBMISSIONS.
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Select the date the review was completed. Select the appropriate date in the box for DATE FINANCIAL
REVIEW COMPLETED. Click ADD DOCUMENT and select your file. Tick the box to confirm the statement.
Check that your name and email address that were auto-filled are correct. Click SUBMIT.

Financial Review & Financial Checklist
Submissions

Each local PTA unit = required o submiit their Financial Review AND their
Fimancial Checklist on or before Ocliober 1 of each year.
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Insurance:

To upload your proof of Insurance, click on the SUBMIT button to the right of INSURANCE.
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Enter your insurance POLICY NUMBER. Select the appropriate POLICY EXPIRATION DATE. Click ADD
DOCUMENT and select your file. Tick the box to confirm the statement. Check that your auto-filled name
and email address are correct. Click SUBMIT.
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Form 990 Confirmations:

To upload your Form 990 confirmation, click on the SUBMIT button to the right of FORM 990 CONFIRMATIONS.
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Select the type of 990 filing from the drop-down menu. Select the appropriate DATE FORM 990 FILED.
Enter the unit’s total revenue (income) in the GROSS RECEIPTS box. Click ADD DOCUMENT and select your
file. Tick the box to confirm the statement. Check that your auto-filled name and email address are
correct. Click SUBMIT. x

Form 990 Confirmations

Each local PTA unit is required to submit their 990 OR 990EZ on or

before November 15th of each year to the IRS.

. From the dropdown, choose the 990 Filing by your local unit.

. Enter the date the Form 2990 was filed.

. Enter gross receipts number.

. Select “Add Document” to add your local unit's completed
Form 990s.

5. Confirm with checkbox that you have filed a 990 for the

required year.
B. Enter your first name, last name, and email for submission
purposes.

[ LT . R

Please note: This confirmation does not replace the actual filing
of Form 290 with the IRS, due by November 15 of each year.

Click here to determine the type of 990 your PTA is required to file
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