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Steps to Opening a Bank Account 
Before opening an account, the board must approve the bank and which account(s) are 
opened. It is usually prudent to present information on three different banks for the board to 
select from so they can compare the services needed (and associated costs), bank 
location/hours before selecting a bank. Refer to Florida PTA Kit of Materials, Dollar$ and $en$e 
(Treasurer’s Manual) for additional information on Banking, such as account types, services, 
fees, checks and more. 

 
Items needed: 

 
➢ Copy of Current Bylaws 
 
➢ Meeting minutes from the meeting in which the officers were elected or a list of elected 

officers and their positions.  Many banks will require this to be printed on either PTA or 
school letterhead. 

 
➢ Local Unit EIN number This is the PTA unit’s Federal ID used to file your annual IRS 990 

form.  This is not a school account number, local unit number or an individual’s social 
security number. Contact Florida PTA if you need assistance in locating or confirming 
this number 407-855-7604, extension 305. 

Note:  The bank will ask for Social Security Numbers for any individual who will 
be a signer on the account.  

 
➢ Request from Florida PTA (under the PTA Leaders tab), a 501(c)(3) Banking Letter (for 

banking purposes). 
 

➢ A minimum of three check signers with identification. Note: Some banks will run a credit check 

on each individual; you can ask the bank in advance and ensure each signer is aware of this 

process before going to the bank. 

 
Possible bumps: 

✓ Banks are not all the same:  Above are the traditional requirements for opening a 
bank account at most banks.  It would be prudent to call ahead and confirm these 
items before going to the bank 

✓ Bank Says PTA not coming up on SunBiz:  Local units, while independent nonprofits, 
are under the umbrella of Florida PTA thus are not required to file for incorporation 
in the state of Florida. However some banks require documentation that Florida PTA 
is the parent organization.  (Contact Florida PTA if a determination letter is needed.) 
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