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Are All Your Duck$$$ $$$
in a Row?

How To Audit

1

2010 California State PTA Convention

 Review financial transactions through all 
recordsrecords

 Ensure proper accounting for receipts
 Ensure expenditures have been authorized in 

the minutes
R i f i PTA fi i l li i

2

 Review conformity to PTA financial policies 
and procedures
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 Financial records should be provided by the 
financial secretary and/or treasurer

 Committee reports will be provided by the chairmen
 Executive board and association minutes will be 

provided by the secretary, who should have copies 
of all reports provided at meetings
An records that are not pro ided sho ld be noted

3

 Any records that are not provided should be noted 
in auditor’s recommendations

 Audit each account separately
 Circle YES or NO as each item is completed Circle YES or NO as each item is completed
 All “NO” answers require a recommendation 

which should be noted as you work
 Check off items as reviewed in red ink
 Corrections can only be made by the person 

who created the original report

4

who created the original report
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Compare
balances

on
reports

5

Reconciled by 
treasurer only

Recommendation 
required

6

Compare
balances on 

all reports
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Verify all checks have been recorded
•Checkbook register
•Disbursement ledger
•Financial Secretary’s Reports
•Treasurer’s Reports

All checks signed by two officers:
president and treasurer
or other elected officer 
as authorized in bylaws

7

Verify all deposits have been recorded
•Checkbook register
•Disbursement ledger
Financial Secretary’s reports•Financial Secretary’s reports

•Treasurer’s reports

8
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Verify bank charges and interest
have been recorded

•Checkbook register
•Receipts ledger
•Disbursement ledger
•Financial Secretary’s reports
•Treasurer’s reports

9

Verify membership recorded and
deposited equals total number

of memberships
114 Members

$ 1 140 00 t t l$ 1,140.00 total

$ 10.00 total per member
$6.40 retained by unit

$3.60 forwarded to council

Financial Secretary records total deposit

Treasurer records breakdown for portions to be kept by
the unit or to be forwarded through channels to

council, district, state, and national PTAs

10
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Verify membership 
recorded and forwarded 

through channelsg
equals total number

of memberships:
114 Members
@ $3.60 each
$410.40 total

Checkbook Register,
Disbursements Ledger,
Financial Secretary and

Treasurer Reports
should display the same amounts

11

• Policy covers January 5 through 
January 4

• Financial mailing and premium notice 
mailed to all presidents

• Payments to be sent through channels
(unit to council to district to state)

• If not received in the State office by 
December 20th a late fee of $25.00 will 
be assessed by the California State 
PTA

Checkbook Register,
Disbursements Ledger,
Financial Secretary and

Treasurer Reports
should display the same amounts

12
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Verify all expenditures have been
approved and recorded in the

executive board minutes

Compare minutes to list of
payments authorized and

P t th i d d d
p y

checks issued recorded on the
Financial Secretary and Treasurer Reports

An approved budget is not
authorization to make payments

List those expenditures not approved
on your recommendation report

Payments authorized recorded on
Financial Secretary Report

Checks issued recorded on Treasurer Reports

13

To be presented:

• Within 30 days after the event y
has been held.

• At executive board meetings
in detail.

• At association meetings
in summary.

C i d

14

• Compare income and expense
information to other financial 
reports on file.
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Verify all expenditures have been approved and
recorded in the association minutes

following recommendations of the executive board

Compare minutes to list of payments authorized
and checks issued recorded on the Financial

Secretary and Treasurer Reports Payments authorized recorded onSecretary and Treasurer Reports

An approved budget is not
authorization to make payments

List those expenditures not approved
on your recommendation report

Payments authorized recorded on
Financial Secretary Report

Checks issued recorded on Treasurer Reports

15

Must be signed by two 
officers: secretary and 

president.

Must be written for 
amounts approved in 

the minutes.

Must have a receipt or 
invoice attached.

List those expenditures 

16

not approved on your 
recommendation report.
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Cash receipts used

Cash Verification Forms
used for all deposits

Matches all other records

All monies counted by two people
(who cannot be related by blood or(who cannot be related by blood or 

marriage or reside in the same household)

17

Are filed monthly

Receipts listed agree with
check register and receipts ledger

Authorizations for payment listed agree with
check register and disbursements ledger

Presented at executive board and association meetings,
recorded in and attached to minutes.

Placed on file for audit

1

1

2

2

18

1

2
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Are filed monthly

Receipts listed agree with
check register and receipts ledger

Authorizations for payment listed agree with
check register and disbursements ledger

Presented at executive board and association meetings,
recorded in and attached to minutes.

Placed on file for audit

1

1

2

2

19

1

2

20

Verify on the Audit Report 
that all required forms and 

tax returns have been 
completed.
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A separate audit form must be completed for each 
bank account

Attach copy of tax form (s) if required to file and send 
with copy of report to next level of PTA. 

Di t ib t i t

Dates for semi-annual audits
determined by unit bylaws

Article VI – Duties of Officers, Section 8

21

Distribute copies to:
• unit president, secretary, and treasurer
• council treasurer or auditor, if in council, and/or 

district treasurer or auditor as directed by the 
district PTA

RECEIPTS AND DISBURSEMENT LEDGER RECONCILIATION

1. Enter PTA’s information at top of form
2. Enter dates and checks for this period
3. Refer to prior period audit for beginning balance

• Refer to audited ledgers for total receipts 
and disbursements

2

1

3

and disbursements
• Calculate balance on hand

BANK RECONCILIATION

4. Enter prior period ending bank statement balance
5. Using  final bank statement reconciliation for this period to list

• Outstanding deposits and total
• Outstanding checks and total
• Calculate reconciled balance in checking account

4

5

6

22

6. Complete report and indicate status of financial records
7. Sign and date your report

ENDING BALANCES FOR
LEDGERS AND

BANK STATEMENT
MUST BE THE SAME!

7
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1. Written report with recommendations
to be presented to the executive board

2. Written report with recommendations to
be presented to the association

3 Indicate date Audit Report was adopted by3. Indicate date Audit Report was adopted by
the association on the original Audit
Report and file with financial records

1

2

23

2

3

All NO answers should be included
When errors have been corrected by a

financial officer and accounts are accurate,

24

All NO answers should be included
in the report as recommendations

to change financial procedures

draw a double line in red ink where the  audit
concludes in all records.

Sign and date the audited materials
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 Findings and recommendations
◦ Discuss with treasurer privatelyDiscuss with treasurer privately
◦ Present to executive board

 Audit Report
◦ Present to executive board and association
◦ Attach recommendations and file with 

minutes

25

 Perform monthly to save time later
R i d Review and compare
◦ Monthly Treasurer’s Report
◦ Minutes
◦ Bank statement
 Copies of cancelled checks
 Depositsp
 No online payments or debit card/ATM withdrawals

 Discuss with treasurer

26
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 Lack of receipts
 Lack of financial 

reports

 Officer does not 
return phone calls

 Officer does notreports
 No bank statements 

or cancelled checks
 Officer misses 

meetings

 Officer does not 
respond to email

 No money to pay 
bills – PTA checks 
returned for lack of 
funds

27

President should contact district PTA 
immediately if mismanagement is suspected.

California State PTA Toolkit
 Section 5. Finance
 Section 9. Forms
 Section 10. Officers and Chairmen Job Descriptions

California State PTA Website www.capta.org
 For specific questions see “Contact Us” on the home page
 See also Finance: Frequently Asked Questions

28

National PTA Website www.pta.org

Thank You for Coming!
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AUDIT CHECKLIST         Unit Name       Date   
 

DESCRIPTION YES NO 
 Bylaws & Standing Rules      Budget(s)      Last Audit Report      Ledger      Checkbook register  
 Cancelled checks (including voids)      Authorizations for Payment      Cash Verification Forms 

  Bank statements, bank books and deposit slips      Receipts/bills      Cash receipts      Executive board minutes      
 Association minutes     Committee reports      Monthly Treasurer Report      Monthly Financial Secretary Reports 
 Annual Financial Report      Workers’ Compensation Annual Payroll Report form     IRS Forms 990/990EZ/990N   
If required:   IRS Form 941   IRS Form 1099   State Form DE-6   State Form DE-542   
Required of incorporated units, council and district PTAs only:   State Form 199      State Form RRF-1   

Financial records provided:  (Originals)   

Beginning Balance Records   
1. Check to see if amount shown on first bank statement (adjusted for outstanding checks and deposits) corresponds to the  

starting balance recorded in checkbook register, ledger, treasurer’s report and ending balance of last audit   
Bank Reconciliation   
1. All bank statements reconciled since last audit by treasurer and reviewed monthly by non-check signer   
2. Ending balances (checkbook register, ledger and treasurer report) agree with last bank statement  

(adjusted for outstanding checks and deposits not posted to bank statement)   
3. Deposits and Checks Written: (signed by two authorized check signers, per the bylaws)                                                                    
 a) Recorded in checkbook register                                                                                                                                                      
 b) Recorded in ledger in proper columns                                                                                                                                            

c) Agree with treasurer reports   
4. Bank charges and interest recorded in checkbook register, ledger and treasurer reports   
Membership   
1. Amount recorded and deposited equals total number of memberships 
 # __________ (members) @ $ __________ (membership dues listed in bylaws)   
2. Amount forwarded to council/district PTA equals total number of memberships 
 # __________ (members) @ $ __________ (amount listed in bylaws)    
Insurance – premium(s) forwarded to council/district PTA by due date   
Minutes   
1. All expenditures approved and recorded in executive board minutes 
 (List those expenditures not approved on recommendation report)   
2. All expenditures approved/ratified in association minutes 
 (List those expenditures not approved on recommendation report)   
3. Committee minutes record plans, proposed expenditures, and total of monies earned   
Authorizations for Payment (signed by secretary and president)   
1. All authorizations written for approved amounts (List missing authorizations on recommendation report)   
2. All authorizations have receipt/bill attached (List missing receipts/bills on recommendation report)   
3. Authorizations match checks written                                                                                                                                                                   
Income   
1. Deposits properly supported   
2. Cash Verification Forms used with two people counting money   
3. Income received matches deposits recorded in checkbook register, ledger and treasurer reports   
4. Designated income spent as specified   
Financial Secretary Reports   
1. Filed monthly   
2. Receipts/Deposits agree with ledger and register   
Treasurer Reports   
1. Filed monthly   
2. Agree with ledger and checkbook register   
3. Annual Financial Report   
Committee Reports   
1. Committee reports for all fundraisers submitted or report in minutes.   
Reporting Forms and Tax Returns   
1. Verify on Audit Report that all forms have been filed annually (if required)   
Audit Reports   
1. Audit done semiannually   
2. Prepare and present written report with recommendations to executive board   
3. Present audit report to association for adoption   
4. Forward report to the next level PTA (See Bylaws, Duties of Officers, Auditor)   
Audit Recommendations   
All “No” answers should be included in the report as recommendations to change financial procedures.  At the completion  
of the audit, meet with president and financial officers to discuss recommendations and any corrections as needed.  
When errors have been corrected by a financial officer and accounts are accurate, draw a double line in red ink where  
the audit concludes on all records.  Sign and date the audited materials.   
Mismanagement – Is mismanagement suspected? Contact district PTA president immediately for assistance.   
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AUDIT REPORT

Date _________________________________________________________ Fiscal Year___________________

Name of Unit __________________________________________________ IRS EI Number _______________

Council ______________________________________________________ District PTA __________________

Bank Name ___________________________________________________ Account # ___________________

Bank Address __________________________________________________ City/Zip ________________________

Dates covered by this audit __________________________________________________
Check numbers reviewed in this audit _________________________________________

BALANCE ON HAND at time of last audit _________________ (date) $ ____________

RECEIPTS since last audit $ ____________

TOTAL $ ____________

DISBURSEMENTS since last audit $ ____________

BALANCE ON HAND _________________ (date) $ ____________*

BANK RECONCILIATION
Last BANK STATEMENT balance _________________ (date) $ ____________

DEPOSITS not yet credited (add to balance) $ ____________

$ __________________ $ __________________ $ __________________

CHECKS OUTSTANDING (List check number and amount)

TOTAL outstanding checks (subtract from balance) $ ________________

BALANCE in checking account _________________ (date) $ _________________*
*These lines must balance

r I have verified that all tax forms, PTA- and government-required forms have been filed, if required.

The following is all that needs to be read when the auditor’s report is given:

I have examined the financial records of the treasurer of __________________________________________ PTA/PTSA
and find them
r correct
r substantially correct with the following recommendations
r partially correct more adequate accounting procedures need to be followed so that a more thorough audit report

can be given
r incorrect

Audit completed __________________ Auditor’s Signature _______________________________________________

Audit adopted ____________________

(Copies: unit president, secretary, and treasurer; council treasurer or auditor and district PTA treasurer or 
auditor as directed by the district PTA. Attach copy of tax form(s) to next level PTA, if required to file.)

Submit separate report of explanation and recommendations to executive board.
A separate audit form must be completed for each bank account.

# $

# $

# $

# $

# $

# $
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The five-minute audit for PTAs 
 

A treasurer’s report includes a lot of meaningful information, but how does the PTA know it’s accurate? 
The unit needs to assign a non-check signer to review the bank statement each month. The most logical 
choices are the auditor or a member of the audit committee. 
 
Armed with the treasurer’s financial report, minutes and the bank statement the following can be checked: 
____________________________________________________________________________ 
Treasurer’s Report   Nov. 1-Nov. 30: 
Beginning Balance – Nov. 1               $3,500 
Income  
  Giftwrap          11/1          $2,400 
  Memberships  11/14        $  300 
                                                              $2,700      
Expense       
  CK 100   ABC Co                  $1,299 
  CK 102   Alpha PTA Council   $   160 
  CK 103   Mary Smith             $   250   $300 
                                                    $2,709  $1759        
Ending Cash Balance          $3,493 $4441  
 
 
 

Bank Statement 
Bank Stmt Beginning Balance      $3,550        
 
Deposits            11/05     $2,400 
          11/15             $  300 
                                                         $2,700 
Checks         99                 $     50last treas.rpt 

        100                $ 1,299 
                     103     $    300  
                                                          $1,649  
 
Ending Bank Balance                   $ 4,601 
                                         CK 102           -160 
                                      $ 4441 

___________________________________________________________________________ 
 

Note: If the bank statement does not include copies of checks, the unit has to obtain copies. Most 
banks have online access. PTAs can have online access to their bank accounts, but they must 
decline any access to online payment of bills.  
 

Step 1: Look at the checks. Verify 
o Two signatures on every check 
o Payee, amount and date match the treasurer’s report 
o Purpose of payment is included in the check’s note section 

Step 2: Look at the deposits. Verify 
o Date and amount match the treasurer’s report 
o Deposits have been timely 

Step 3: Assure no online payments or withdrawals have been made using a debit/ATM card. 
Step 4: Reconcile the bank statement to the treasurer’s report.  

Make adjustments for checks that have not cleared and deposits not shown. 
Step 5: Contact the treasurer to determine the source of the error(s).  Corrections, if required, are 

included in the next treasurer’s report. Report findings to unit president, treasurer and 
auditor (if reviewer isn’t the auditor).   
Note: the five-minute audit will NOT reveal that the treasurer allocated $100 collected for Membership 
Dues to Gift-Wrap Income instead, but it will point out that a $1,000 deposit showing on the treasurer’s 
report didn’t actually make it to the bank or that a check cashed by the bank didn’t show up on the 
treasurer’s report. If this happens, ask more questions and investigate further! 

 PTA resources include Toolkit, Finance section: 5.3 Banking, 5.3.3 Bank Statements, 5.3.6a Check 
Writing; Forms section: Check Sample.  

              Adapted & reprinted with permission from NonProfit Central, Inc. (www.nonprofitcentral.biz). Copyright ©2009. 

Call president and treasurer. Looks like Nov. treas. report 
-check #103- needs to be corrected. Could be bank error? 

http://www.nonprofitcentral.biz/�
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Financial Red Flags 
 
• No treasurer’s reports at executive board or association meetings. 
• Reports are given orally with written information to be provided “later.” 
• Treasurer’s reports list only general categories without sufficient detail. 
• Treasurer misses meetings and reports are not provided in their absence. 
• Bank statements sent to treasurer’s or president’s house rather than the school. 
• Only one person counting money; no cash verification sheets. 
• Only one person signing checks; only one person on bank signature card. 
• Signing blank checks. 
• Receipts not attached to Payment Authorization Form(s). 
• Inability of treasurer or chairman to say how much money the fundraiser made. 
• Unapproved budgets or yearly calendars. 
• Audits not performed as scheduled. 
• Bank statements not reviewed by a non-check signer. 
• Inquiry calls by concerned parents, teachers, or principal. 
• Board unfamiliar with unit bylaws, payment authorization procedure. 
• Failure to provide a year-end audit on request. 

 
 

Financial Situations to Avoid 
 

• School staff member as treasurer or president. 
• Principal who wants projects funded without going through the approval process 

required by PTA. 
• Fundraising project that will benefit a board member financially is strictly 

forbidden.  
• Encumbering future boards by paying for salaries for on-going staff positions. 
• President writes the checks because the treasurer has no experience, is 

unavailable, etc. 
• Consistently paying per capita/insurance late or not at all. 
• Lack of/incomplete minutes, particularly in matters involving use of funds; no 

motions releasing funds or approving expenses. 
• Banks that do not return processed checks (or copies of such.) 
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CURRENT REPORTING REQUIREMENTS FOR PTA 

 
The Workers’ Compensation insurance carrier for the California State PTA is Oak River Insurance 
Company.  Oak River requires that every unit, council and district PTA complete the Workers’ 
Compensation Annual Payroll Report regardless if wages are paid or not.  Base rate will cover gross 
wages of all persons hired up to $1,000.00; including payments made to independent contractors for 
services. Any wages in excess of the base will result in an additions premium of 5% of the wages. Forms 
and any additional premium are to be sent through channels and must reach the California State PTA by 
January 31, 2011.   
 
Payments made to employees and Independent Contractors between January 5, 2010 and January 4, 
2011 are to be reported. 
  
 
 If the PTA has no payments to employees or independent contractors complete and sign this 

form.  Write “None” in the employee information section of the form. 
 
 If PTA has hired employees and/or has hired independent contractors, complete the form, and 

provide attachments listed below.  Some examples of payments to independent contractors include 
babysitters at PTA events, payments made directly to individuals for assemblies, parent education 
events or for student enrichment.  Payments made to the school district for persons listed above are 
NOT listed on the Workers Compensation form. 

 
IF PTA hires employees:  

o EDD Form DE-6 for each quarter in 2010:   
o IRS Form 941 each quarter in 2010:   

 
If PTA hires independent contractors: 

o EDD Form DE-542 for each quarter in 2010 
o IRS Form 1099-MISC for any independent contractor paid over $600 in 2010  
o Certificate of Insurance from his/her Workers’ Compensation insurance carrier for 

contractions claiming personal insurance   
 
The California State PTA Toolkit (5.6.6.) explains the withholding requirements regarding FICA, state and 
federal income tax and State Disability Insurance.  For further clarification of determining whether a 
person is an employee or an independent contractor, see the California State PTA Toolkit (5.6.1) and 
PTA as an Employer (Toolkit, 5.6).   
 
The California State PTA recommends that a professional knowledgeable about hiring employees and 
reporting requirements be consulted to ensure that all government regulations are met.  This is a 
legitimate PTA expense. 
 
State documents may be downloaded on the Employment Development Department website, 
www.edd.ca.gov/taxrep/de6.pdf 
 
The printed version of federal forms may be obtained by calling 1-800-TAX-FORM (1-800-829-3676).  Be 
sure to order using the IRS form or publication number. 

http://www.edd.ca.gov/taxrep/de6.pdf�
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New tax filing requirements 

 
The new Form 990 series returns are effective for the 2008 tax year (the fiscal year beginning in 
2008 and ending in 2009). To allow organizations time to adjust to the new forms, the IRS is 
phasing in the new returns during a three-year transition period. During the transition, an 
organization’s annual filing requirement depends on its financial activity. The charts below 
indicate the general exempt organization filing requirements during the transition period. 
 

2009 Tax Year 
(Fiscal Year beginning in 2009 and ending in 2010) 

Form to File 

Gross Receipts normally less than or equal to $25,000 990N 
Gross Receipts more than $25,000 and less than $500,000 
and Total Assets less than $1.25 million 990EZ 

Gross Receipts of $500,000 or more or 
Total Assets of $1.25 million or more 990 

 

2010 Tax Year 
(Fiscal Year beginning in 2010 and ending in 2011) 

Form to File 

Gross Receipts normally less than or equal to $50,000 990N 
Gross Receipts more than $50,000 and less than $200,000 
and Total Assets less than $500,000 990EZ 

Gross Receipts of $200,000 or more or 
Total Assets of $500,000 or more 990 
 
Source:  www.irs.gov (IRS web site), Form 990 Series – Filing Phase in; updated December 3, 2009 
 
 
 
 
 
 

http://www.irs.gov/�
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