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Are All Your Duck$$$
In a Row?

How To Audit

2010 California State PTA Convention

Auditor Duties

» Review financial transactions through all
records

» Ensure proper accounting for receipts

» Ensure expenditures have been authorized in
the minutes

» Review conformity to PTA financial policies
and procedures

California State

everychild.onevoice.
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Audit Checklist

» 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

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

California State

everychild. onevoice.
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Audit Procedure

» Audit each account separately

3 Circle@ oas 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

| 3183 [ 0902 | Elena Chandler | Newsietter | 55.96 | | | 1,044.17 |
I_3184 [ 09/02 | Teacher - Room 1 | Mini Grant__$200/JH | 48588 | | | 8417

California State

everychild. one voice,
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Beginning Balance Records

2010 California State PTA Convention

Audit Report — From PRIOR Period
Date: July 7, 20%x Fiscal Year July 1 through June 30
Name of Unit ABC School PTA IRS EIN Number 94-4927581
Council XYZ Council PTA PTA District Sixty-fifth
Bank Name My Bank & Trust Account # 0123-4567880
Bank Address 394 Main Street City/Zip Idyliwild 98765
Dates covered by this audit: January 1 through June 30, 20xx
Check numbers reviewed in this audit: 3145 through 3178 C O m are
BALANCE ON HAND at time of last audit _ December 31, 20xx (date) § 230356 p
RECEIPTS since last audit §__ 1202824
TOTAL § 1433180 b I
DISBURSEMENTS since last audit 12.795.60 a an Ces
BALANCE ON HAND _June 30. 20xx (date) 1,536.20 *
| —
Check Register 0 n
I A — wemo M e
[ 07/31 | Balance forward [ [ [ [ [ T | 153620 re po rtS
Treasurers Report
ABC School PTA
July 1 to August 31, 20xx
Balance forward July 1, 20xx [ 5 _1.536.20] J
California State
.
everychild. onevoice,
5
Bank Reconciliation
Wy PTA Baric and Trust Accoun 0173457890
Bank Statement ank Siatemant Resarsiliansn
A School PTA Penod Erdng Sepamber 50 W sl
Outstanding Copos 000
Balanca Forward 166670 o [
Deposts | Crirdts. 611807 e e g
Withdrawals { Debes: T42.15 L—
Ending Rafancs 7043 62 — | Reconciled by
treasurer only Total Custandng Detets 100,18
Dane Description Withdrawals | Debits Dieposits | Credits.
904 CKEMNTE 150,00 . Beconcied lark tsasmant llalance. $593584
002 CKENTE 488 Recommgndauon Crace Hagams Balsnce FELTN
o0 CHENE0 8.2 required
%07 CKE3181 175,00
%02  CKe318s 180,00
W0} CK# 3188 20000
%03 Deposit 4097736
020 Deposit 114000
0H3 Checking Interest 11 Trasaismars Ragend
0930 Acoount Service Chargs 10.00 Septembar 1 to 30, Mux
MALANCE CH WAND, SEPTEMIER 30, 3xx $ 503584
Truanurers Sgnatute Jube Mamada Dale B0 KX
T =T T
i B —
balances on =]
all reports S
.
everychild. onevoice,
6
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Bank Reconciliation (Checks)

ABC School PTA 003179 Check Register
123 Any Street
Iaylwild, CA 98765 September3 20 Murmber | 2585 | Descrption of Transaction Wemo Paments
N 07731 | Balance forward
ToTer Rachel Nelsop-—mmwmmeeee 5 3897 07/31 | Checking Service Charge
Ovorsor Eorty-eight and 9271 Dot 07751 | Cheeking Inferest
[ OE/51 | Cheeking Servics Charge
Loize [ 0851 | Checting Interest
| glie Ha i | 3179 09/02 | Rachel Nelson Candidates Forum 48.92
TWO SIGNATURES REQUIRED
FOR' _Capdidates, 5 chool Board
B || 0001 | ID S87612345]:01234567850]| |B

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 Financial Secretary’s Report
. ABC Schodl PTA
or other elected officer Secturrter | hrough 30, 20
as authorized in bylaws Anithorizstions for payment
OO ax B_Hebson, Candidales Forum CkadTg & A8 E’
Sample Ledger - (isbursemmnts. Tr;?a‘;;‘:m
—— — T — T =3 — September 1 to 30, 20xx
. — Lapean
o it
3 yi T I 0102 _53179_Rachel Nelson Candidales Fonum s :ooftate
.

everychild. onevoice,
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Bank Reconciliation (eposits)

bt e CASH VERIFICATION FORM . .
IR e, e, Gonate [Vern‘y all deposits have been recorded\
T e B e e *Checkbook register
5 Pt : +Disbursement ledger
: F— : *Financial Secretary’s reports
= F— \_ *Treasurer’s reports )
> : = TOTALT ;u;;
sotes by faies I X 7 %I] Financial Secretary’s Report
P o I ABC School PTA
September 1 through 30, 20w
Receipts
[ 0G0 \iinter Crafl Fair S aorT 2.]
Treasurers Report
ABC School PTA
September 11to 30, 20xx
INEOME
[ 60 Winker Craft Eair $ 40717 :ﬂ]

California State

everychild. one voice,
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Bank Charges & Interest

My FTA Rank and Trust Account 0133457880 . .
Bank Statement o Verify bank charges and interest
ADC School PTA Pericd Ending July 31
have been recorded
Batance Forwand. 212017 .
Dieposits  Credts: 025 *Checkbook register
iyt —— % *Receipts ledger
- . -D_|sbur§ement ledger
A it *Financial Secretary’s reports
[ 0731 Account Service Chargs 10.00 ] *Treasurer’s reports
07731 Checking Interest 5 ]
Financial Secretary’s Report
bt 1 v gt 31, 20cx
Moot MeCinvedd B SORCSAed oF Jreien 10 IDASLNSN 1 dopomt with JupScate Coges of deposit Shps
l:'..;.l u. Checkng Interes! 5 025
Samp Ledges - Receips | [Rcleciale B e ment
|_ _;__;-} l:-»_-a:“ | = | . 073150 Checkeg Seevcs Charge 0
. — . . Treasurers Report
ABC School PTA
S-mv:- [ -Dlnhm“?-ul- . } July 1to August 31, 20ux
[ bt Lol PRI = N :\E‘MI s INCOME.
i Varwes T T ] 1 1 1 o 0731 Checking Interest 5 25
IEXPENSES e
073 Checking senice charge 5 10.00}
everychild. onevoice.
9
Verify membership recorded and Fmancial Secretary's Report
. ABC School PTA
deposited equals total number Seplember 1 hrough 20, 200
of memberships Lo
92000 Membership_114 £ $10 00 1,140.00]

114 Members
$ 1,140.00 total I~

$ 10.00/total per member
$6.40|retained by unit Treasurer records breakdown for portions to be kept by

. the unit or to be forwarded through channels to
$3.60 forwarded to council / council, district, state, and national PTAs

Financial Secretary records total deposit

Treasurers REpOI‘l
ABC School PTA
11to 30, 20xx
INCOME
09259 , 114 @ 56 40en 729 60)
INCOME NOT BELONGING TO UNIT
04930 r.|cn:bc|5h|g. 114 gSS.EUUu S5 410.4
California State
.

everychild. one voice,
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/ Verify membership \

recorded and forwarded
through channels
equals total number
of memberships:
114 Members

@[$3.60 each

| $410.40 total |

N /

Membership Expense

Checkbook Register,
Disbursements Ledger,
Financial Secretary and

Treasurer Reports
should display the same amounts

——

Treasurers Report
ABC Schosl PTA
Seplember 1 to 30, 20xx

[EXPENSES NOT BELONGING TO UNIT

0950 3167 XYZ Councl PTA mambersmnm-'- s a1040]
California State
-

everychild. onevoice,

11

Insurance Premium

« 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 20t a |ate fee of $25.00 will
be assessed by the California State

k PTA

Checkbook Register,
Disbursements Ledger,
Financial Secretary and

Treasurer Reports
should display the same amounts

Treasurers Report
ABC School PTA
September 1to 30, 20xx
EXPENSES
0815 #3187 _XYZ Councl PTA_ msurance & cound fees

California State

everychild. one voice,
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Executive Board Minutes

WBC SCHOOL FTA - Eubnird Boars

. N ‘Sapowmber 2. 20, 730 PN in T school Liseary
Verify all expenditures have been . . —
approved and recorded in the i i 3 e
e & i G T hre et

executive board minutes

Compare minutes to list of

ayments authorized and .
chsClz,s issued recorded on the Payments authorized recorded on

Financial Secretary and Treasurer Reports Financial Secretary Report
Checks issued recorded on Treasurer Reports

An approved budget is not
authorization to make payments

. . Treasurers Report
List those expenditures not approved ABC School PTA
N September 1 1o 30, 20ux
on your recommendation report
EXPENSES

002 WITTG FLache Neson [..arrlu.l |~ Forum

: 4 C:jo al N & Food Fi ”ggg
i, Cultural Ats & Food Fair
FI““'"“’:?',‘:;::‘% Repart GRG3 #3132 Offcn Supply Siorm, Wintar Craf Far 18142
i 5 2 3 e, News o 58,95
Septaniter 1 Meough 30, M Toachr Alocen ), it gran. 20000
) UM0Z #3105 Teacher Roor 5, fekd bip
Authorizgtions fos pavment 032 #3188 Teacher Room 8, mini grant

B Nelson, Canaedates Forum = ki) Qa5 #3107 X¥Z Councll PTA. I
R. Newman. hospiaiy Ch# 3160 = )

8 Frankin, Cultural Asts Fast Chw3181

EXPENS LONGING TO UNIT
Office Supcly Store, 'Winter Crafl Fair Cch #3182 ’ =31 PTA. mem 1 3 4 1
£ Cranasr o CrE31Ed Fres — & 307 XYZ Councl PTA. membership 114 & $3 60sa & 41040
Teacher-Room 1, mini grant Chr 3164 250.00)

Teathor-Fioom 5 field np Ok #3185
Teacher-Room & mini grant Ch # 3185

California State

everychild. onevoice,

13

Committee Reports

COMMITTEE REPORT
Plzase witi2 3 commikiee report for all PTA actifies. Alfach any delaled Informalion a6 requested or nesged.
e e e B e e
activity Datana:
N, of activity: Diate | -
I.;:!ni: ‘Edbvﬂﬂwmrsﬂpm [dale) TO be presented'
Presenz T EoGpETaTan il TTEE GFoup. 306nGy O Grganizaiin.
ey T « Within 30 days after the event
Commities Detalls:
e — ——— has been held.
o
Mesdings:
B e [} @ B e o At tive board ti
executive board meetings
Financial Detalls:
ropiess bocates exprse. § scis e & in detail.
Netincome  §
woiuntesr Detalis: NUMDST OF VOITIEZERS NEE0a0 10 conauet actty oequasey. Total voizer NoUT:
ocommanaion: aDoaEN @DINGT@AEN oD pamomy g ey . .
ReportDaal: Allchany s lrrstn 2 st « At association meetings
e e e ps e i
2 A:sg:?r;amm:smm\emrg\memm:pmmmrr Ei:: :kg o n Summary
3 Nasammn ncrnmrequm o ¥YeE o NO
o Yes o WO Slgred by prescent 3 | sected offcer? o YeE o No
4 A:smnmngo‘msacdvn appm:nae’ o YR o Ko
ol EUL o
Allama etaled o melnek:r!;nﬂ H
& et e e « Compare income and expense
7. How was acthily pusiczed? . . . .
3 g R T information to other financial
3. Spadal contacts/'contact Nfommalion [SDEARErs, JUIGEs, BErvICe ProWIOers . tS on f||e
repor .
T T ———— P
n. s
California State
. .
e s sy gt oy s e i e 3 g e e v e
—
r e 30 days aer compieton o iy, everychild.onevoice.
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Association Minutes

ﬂ:rify all expenditures have been approved arm
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 on

Financial Secretary Report

An approved budget is not

authorization to make payments Checks issued recorded on Treasurer Reports
List those expenditures not approved N
\ on your recommendation report /
Treasurers Report
ABC School PTA

September 1 1o 30, 20ux
Financial Secretary’s Report
ABC Schoal PTA EXPENSES
September 1 through 30, 20 D02 #2179 Rachel Netson, Candidates Forum
002 #3180 2002". Newman, HospRalty
Authorizations for payment 1
06020 R. Nelson, Candidates Forum CkrUTY
05020 R. Newman, hospitality Ch# 3180 2 a4
0602 S. Franilin, Cultural Arts Fest Che B '
e (Office Suppiy Stoce, Winter Craft Fair Chw 3162 &
OG02na E Chander, newsletier Ch® 31B3 & #3107 XYZ Countll PTA, ingurance & councl fees
05020 Tesacher-Room 1, mini grant ChF a4 w30 Checking Servica Charge
OS02n Teacher-Room 5 field inp Ch® 385
DaMd2ro Teacher-Room & minl grant Cho# 3165 EXPENSES HOT BELONGING TO UNIT y

00 #3187 XYZ Council PTA, membership 114  $3.80ea $ 41040

California State

everychild. onevoice,

15
Authorizations for Payment
e Must be signed by two
kit s gt el officers: secretary and
Fer = president.
"_‘1‘_:*:' - F——— Must be written for
o i b e amounts approved in
[ sas the minutes.
P — Must have a receipt or
e i invoice attached.
1 List those expenditures
S e not approved on your
e {ecommendation report/
— 1 . i
California State
everychild. one voice,
16
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Income

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
marriage or reside in the same household)

chool BTa,
Segaenviar 1 Trough 30, Hox

Financial Secratary’s Report
AR 5

Mg receinid & DUDoSed O G 1 TEIsune 10 Sepost wih Jupheate copRs of 0eposit
slps

00 ‘Wirter Craft Fair S 4ETT 38

Treasurers Rapert
ABG Schosd PTA
Septamiber 115 38, 30

Balsnce forward Septembar 1. ax [RETEY
mCOME
000 Wiater Craft Fae

Barrple Ledger - Recrots
| bty o | T
[ RecebvadFrem Do | Gt I ] A | e
California State
.

everychild. onevoice,

17

Financial Secretary Reports

Financial Secretary's Report
ABC School PTA
wgust 31, 20w R p—

Are filed monthly

July 1 Feough

Monss receved & deposted of grven io reasurer io depasit with duplcate copes of deposit sigs { Receipts listed agree with ]

check register and receipts ledger

Recei;
it et o Authorizations for payment listed agree with
check register and disbursements ledger

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

Charge:
Chacking Senvco Charge
TOTAL (2) Placed on file for audit
s gnanro Dt P
ABC SCHQOL PTA - Executive Ecard Meeting
September 2, 20xx, T:30 PMin the school Library
:”:::”“" T .@%assandva Robinson presanted the Financial Secretary’s Report for July 1 trcugh August 31 21
— o Deposits and checking interest 50
o Payment autherizations anc bank service charge 2000
Repart to be placec on file for audit
ABC SCHOOL PTA - Asseciation Meeting
Semste Ledger - Rnceiots e . September 2, 20xx, 8:00 PMin the schoo! Librery
B fm e (T Y e T o | sty |
- [+ Cassandra Robinson presented the Financial Secretary’s Report for July 1 through August 21 20xx
o Deposits and checking interest Y
Aol Ladkwr - Diaburtsmdnts o Payment authorizations and bank senvice charge 5

Repor o be placec an file for audt

everychild. one voice,

18
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Treasurer Reports

Trasseen gt y- Are filed monthly

ey 1 to August 31, 20ux

Ealance forwaed July 1, 200 5 18620 Receipts listed agree with ‘
] check register and receipts ledger |
a3
L weowe T Authorizations for payment listed agree with
F— check register and disbursements ledger
[T Cracking seracs Chage
_mmm“w‘:ﬂ ’ @ Presented at executive board and association meetings,
BALAMCE ON HAN, AUGUST 31, 26ux ey recorded in and attached to minutes.
Trsatusers Signkre e Hamada Dot (2)  Placed on file for audit

ABC SCHOOL PTA - Executive Boand Meetng
Saptember 2, Xior, T30 PM in the school Library

[+ Jube Hamada presented the Treasurer's Report for July | Bough August 31, 2
= Balance on hand, 6300
= Deposits and checking Interest
o Payments and bank service charme
@ o Balanoe on hand, 8310
‘Sampie Ledger - Diabarasrmants Feport 1o be placed on e for audt

o pate g [ | T N
.....  —i 1 1 + ABC SCHOOL PTA - Association Meeing
-~ Seqpember 2, 20, 800 PM in T schol Library

(1]

+ Jutee Hamadda presented e Treasurer's Report for July 1 ¥rvcugh August 31, 20
Balance on hand, &30
Sampie Leager - Receises Dy

pits and checng ieterest

| Mt S T T o Payments and bask servce chirge
e A - 12) - Batance on hand, &3 1/x
T = ‘ T T T Rnport tn e piaced o e for audt

California State

everychild. onevoice,

19
Reporting Forms and Tax Returns
Audit Report — From CURRENT Period
Date: October 2. 20xx Fiscal Year July 1 through June 30
Name of Unit ABC School PTA IRS EIN Number 94-4927581
Council XYZ Council PTA PTA District Sixty-fifth
Bank Name My Bank & Trust Account # 0123-4567890
Bank Address 394 Main Street City/Zip Idyllwild 98765
Dates covered by this audit: July 1 through September 30, 20xx
Check numbers reviewed in this audit 3179 through 3187
2 | have verified that all tax forms, PTA and government-required forms have been filed, if required.
N/ A, verifled with mid-year audit. N.Frank
Verify on the Audit Report
that all required forms and
tax returns have been California State
completed.
everychild. one voice,
20
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Audit Reports

Audit Report - From PRIOR Period

Summary information for ABC Schood PTA

CEPOSITS i e e (a4 alaca]

Dae 1y 7, 2061 Flscal Year July 1 through June 30 TRV 4. z
mme otunt BT Seoc BTA RS EIN Number S4-2627531 st LBy e
el Ex PTA Diinet
San Hame My Bans & Trust Agoourt # 0123-4567630
Bank Acdress 354 pan Srest ciyzp loyialy_eE7es
Cheos numbers reviewe In Ihl audlt 3145 trough 3178

BALANGE ON HAND ai tme of ast audll_December 31, 20 (daie) § 230355

RECEIPTS cince fast aust 1202824
ToTAL s e

DISBURSEMENTS eince last audlt §  127esEn

BALANGE ON HAND _une 30, 20rx _(dale) R

BANK RECONCILIATION

Last BANK STATEMENT baiance June 20, 20k (d3te) s 2117

L:nms ﬂuTsunan \ m mcn number .nn amount
[F3ma [ samsen]
EEiS

73 | swom]
xsw uu:[

S1787

ToTaL o s uneacwon oeanc)
BALANCE In chesking scoount june 33 20 (ca

“Mhees linsa must baloncs:

Dates for semi-annual audits
determined by unit bylaws

Article VI — Duties of Officers, Section 8

\

A separate audit form must be completed for each
bank account

Attach copy of tax form (s) if required to file and send

1 nave vertled that a1 FTA 300 go equireg form have been fles, f requiea
5/A. verified wit mig-year augit N.Prank —
T foHWINg 5 3 11 ne2us 1D D 1E30 WNeN (NE 3UHCTE r2por s given
the the treasurerof | _ASC Sohool | PTARTSA

I nave
and fing them
o
o

o

Augt adopled

Auot compiten il 7. 2055

correst
substanilaly corect wih ne fallowing recommendations
MOre 308QUAIE 3CCOUNING PTOCETUTES MBS 1o D8 1ITWED
50113t 3 mare toraugn g

Incorect

Auators signature

Sepremper 2 20w

Sigrect Mtelie Franks Audtor, 7/700 /

——

{Fopts: i prsiget ey, an rdeurt unl sseurrof o s st eseurer o sutr
rectsd by i oletict PT. Atach copy of tax formie) o next lavel PTa, 1 raquirad to .|

with copy of report to next level of PTA.

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

-

California State

. na v b
A separaie autlh form must be compieled for each bank ascount.

everychild. onevoice,

21

Audit Reports

—_—.
b rqu

AL AMEF O AN 3B ot i 32 Tex (el
RrF -t

DISBURSEMENTS wrce it
BALAME M HAND: St 30, S5m0

bt S
L.

Au Regort = From CURRENT Parid

(e SO

P8 s
ToTaL

st

sairany wcas | mbcac ioes e
e g e N

BT 351 gk Tomarln s S e o S P bt
" 37 oy

£
n
o
o

o

304 ECIHRBY TV TRV WO O it TR 38
)

st
At gt

gt R
A Dy T

I PRSOGB4 1 MUK T 4 TROE AR I SO O JIRY

Al bmey  Piasiz

i mﬂuxnr o
O P T et
umavmmﬂ}nlmwua\v

@ s sten S

: B840 URSRSTHT EOUNEY TRANSTAN 01 SUTRLF 3R BT ISABTET O BUIST
71, ATAER BORY O L33 FOTIN] 13T VRS 1'1A. T Nare 13 F.

A it 8228 i £t b e o 49 b St

ﬁ?ECEIPTS 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
K . Calculate balance on hand
f

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 j

ENDING BALANCES FOR
LEDGERS AND

Sign and date your report

Complete report and indicate status of financial records

BANK STATEMENT
MUST BE THE SAME!

California State

everychild. one voice,

22
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Audit Reports

O At T X

Harse of Unt -

S sawens i e e Written report with recommendations to
e S be presented to the association
EALANCE OM HAND o brse of it sudt_ Doperpey 31, ue (dae)

FRECOIPTS brie and avat ToTAL : ) 3
DRSNS s vt i Indicate d_atg Audit Report was adqpted by
the association on the original Audit
BUANK RECOROLATION " . . .
EEPORTS eyt g b 0 i ! 3 Report and file with financial records /
eone. 5 5

TOTAL batance) PO
B ANKCE i choung aceourt ung 55 Jlu) (999e) § Tamar

[ STR—T—,

240, verihect e e s, - Fran

Eaxdh Repori - From PRIOR Peried

Written report with recommendations \
to be presented to the executive board

st [Mabdract from. @ ABC SCHOOL PTA - Executive Board Mesting

‘September 2, 20x, 7:30 PM in the school Library

e, STA s v b, ach # recsenct o Natelie Frank prasenied the auditfor period ending June 30, 201 and stated ' have
ABC School PTA and find them correct with the recommendation that a second party,

v casrend U franosl o of e e o _ASC Mooyl PTASES
Wiathen

ezt i e

)

manthly bank statements, in additon to the Treasurer.” Melissa Camp moved to adopt the audi s presentad; mation

examined the financial records of the.
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Audit Recommendations

AUDIT CHECKLIST  unit Name __ Date

DESCRIPTION R YES

[ Bylaws & Standing Rules 0 Budgetis) O Last Audt Report [ Ledger (1 Checkbook register
1 Cancelled checks (including voids) [ Autharizations for Payment 1 Cash Verification Forms
01 Bank statements, bank books and deposit slips ) Receipts/bills 0 Cash receipts 0 Executive board minutes
0 Association minutes [ Committee reports 01 Monthly Treasurer Report 0 Monthly Financial Secretary Reports
1 Annual Financial Report 0 Workers' Compensation Annual Payroll Report form O IRS Forms 990/990EZ/990N
If required: 01 IRS Form 941 0 IRS Form 1098 0 State Form DE-6 0 State Form DE-542

Required of incorporated units, council and district PTAs only: O State Form 199 0 State Form RRF-1 =
Financial records provided: (Originals) @ ] |
| Beginning Balance Records = i . (] |
1. Check to see if amount shawn on first bank statement {adjusted for outstanding checks and depasits) corresponds to the
starting balance recorded in checkbook register, ledger, treasurer's report and ending balance of last audit @ N
| Bank Reconciliation = i ~
1. All bank statements recanciled since last audit by treasurer and reviewed monthly by non-check signer a (rrl)
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. =] o |
c) Agree with treasurer reports - = =] o
|_4. Bank charges and inlerest recorded in checkbook register, ledger and treasurer reports &/ [ ]
Membership \
When errors have been corrected by a
financial offlcer anq accqunts are accurate,_ All NO answers should be included
draw a double line in red ink where the audit in the report as recommendations
concludes in all records. p ‘ -
Sign and date the audited materials to change financial procedures
| 1 | | LA RN hs
| 09/30 | Checking Interest | | || | 171 593584
AUDITED BY : Melissa Camp, Auditor .- October 5, 20xx
TTETPCII. ore volce,
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Presenting Audit Report

» Findings and recommendations

> Discuss with treasurer privately
> Present to executive board

» Audit Report
> Present to executive board and association

> Attach recommendations and file with
minutes

California State

everychild. onevoice.
25

Five Minute Audit

» Perform monthly to save time later

» Review and compare
> Monthly Treasurer’s Report
o Minutes
> Bank statement
- Copies of cancelled checks
- Deposits
- No online payments or debit card/ATM withdrawals

» Discuss with treasurer

California State

everychild. one voice,
26
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Mismanagement

» Lack of receipts » Officer does not

) . return phone calls
» Lack of financial P

reports » Officer does not

respond to email
» No bank statements P

or cancelled checks » No money to pay
bills - PTA checks

returned for lack of
funds

President should contact district PTA
immediately if mismanagement is suspected.

California State

» Officer misses
meetings

everychild. onevoice,
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Resources

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

National PTA Website www.pta.org

Thank You for Coming!  sumoma state
% s PTA

everychild.onevoice.
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AUDIT CHECKLIST Unit Name Date

DESCRIPTION

YES

NO

0 Bylaws & Standing Rules O Budget(s) O Last Audit Report [ Ledger O Checkbook register
O Cancelled checks (including voids) 3 Authorizations for Payment O Cash Verification Forms
0 Bank statements, bank books and deposit slips O Receipts/bills O Cash receipts O Executive board minutes
O Association minutes O Committee reports (O Monthly Treasurer Report O Monthly Financial Secretary Reports
O Annual Financial Report 3 Workers’ Compensation Annual Payroll Report form 3 IRS Forms 990/990EZ/990N
If required: O IRS Form 941 O IRS Form 1099 O State Form DE-6 O State Form DE-542
Required of incorporated units, council and district PTAs only: O State Form 199 O 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

Q

Q

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

Qaao o [Qa

Qaao o [Qa

Membership

1. Amount recorded and deposited equals total number of memberships
# (members) @ $ (membership dues listed in bylaws)

Q

Q

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

Q|

Q|

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 autharizations 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

aoiaaaa Aa

ajaaiaiaa A

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

Qala

aala

Financial Secretary Reports

1. Filed monthly

2. Receipts/Deposits agree with ledger and register

Qi

Qi

Treasurer Reports

1. Filed monthly

2. Agree with ledger and checkbook register

3. Annual Financial Report

ajaia

ajaia

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)

Q

Q

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)

Qala

Qala

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.

an

an
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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

3 | 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:

| have examined the financial records of the treasurer of

and find them
3 correct

3 substantially correct with the following recommendations

PTA/PTSA

3 partially correct more adequate accounting procedures need to be followed so that a more thorough audit report
can be given

3 incorrect

Audit completed
Audit adopted

Auditor’s Signature

(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.

California State PTA Toolkit - 2009

313



California State

PTA

everychild. onevoice.
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The five-minute audit for PTAs

A treasurer’ s report includes alot 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 amember 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: Bank Statement
Beginning Balance — Nov. 1 $3,500 Bank Stmt Beginning Balance  $3,550
Income
Giftwrap 111 $2,400v Deposits 11/05 $2,400v
Memberships 11/14 $ 300V 11/15 $ 300v
$2,700 v’ $2,700v
Expense Checks 99 $ 50V last treas.rpt
CK 100 ABC Co $1,299v 100 $1,299v
CK 102 Alpha PTA Council $ 160 103 $ 300 €
CK 103 Mary Smith —$—256 $300€ $1,649
—$2.709 $1759 .
- Ending Bank Balance $4.601
Ending Cash Balance —$3:493 $4441 9 CK 102 160
$ 4441

-check #103- needs to be corrected. Could be bank error?

[ Call president and treasurer. Looks like Nov. treas. report ]

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 hills.

Step 1: Look at the checks. Verify
0 Two signatures on every check

0 Payee, amount and date match the treasurer’ s report
0 Purpose of payment isincluded in the check’s note section

Step 2: Look at the deposits. Verify

o0 Date and amount match the treasurer’ s report

0 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.
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Financial Red Flags

e No treasurer’s reports at executive board or association meetings.

e Reports are given orally with written information to be provided “later.”

e Treasurer’s reports list only general categories without sufficient detail.

e Treasurer misses meetings and reports are not provided in their absence.

e Bank statements sent to treasurer’s or president’s house rather than the school.
e Only one person counting money; no cash verification sheets.

e Only one person signing checks; only one person on bank signature card.

e Signing blank checks.

e Receipts not attached to Payment Authorization Form(s).

e Inability of treasurer or chairman to say how much money the fundraiser made.
e Unapproved budgets or yearly calendars.

e Audits not performed as scheduled.

e Bank statements not reviewed by a non-check signer.

e Inquiry calls by concerned parents, teachers, or principal.

e Board unfamiliar with unit bylaws, payment authorization procedure.

e Failure to provide a year-end audit on request.

Financial Situations to Avoid

e School staff member as treasurer or president.

e Principal who wants projects funded without going through the approval process
required by PTA.

e Fundraising project that will benefit a board member financially is strictly
forbidden.

e Encumbering future boards by paying for salaries for on-going staff positions.

e President writes the checks because the treasurer has no experience, is
unavailable, etc.

e Consistently paying per capita/insurance late or not at all.

e Lack of/incomplete minutes, particularly in matters involving use of funds; no
motions releasing funds or approving expenses.

e 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
o0 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.
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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 alow 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 financia activity. The charts below
indicate the general exempt organization filing requirements during the transition period.

2009 Tax Year Form to File
(Fiscal Year beginning in 2009 and ending in 2010)

Gross Receipts normally less than or equal to $25,000 990N

Gross Receipts more than $25,000 and less than $500,000 990E7

and Total Assets less than $1.25 million

Gross Receipts of $500,000 or more or 990

Total Assets of $1.25 million or more

2010 Tax Year Form to File
(Fiscal Year beginning in 2010 and ending in 2011)

Gross Receipts normally less than or equal to $50,000 990N
Gross Receipts more than $50,000 and less than $200,000 990E7

and Total Assets less than $500,000

Gross Receipts of $200,000 or more or 990

Total Assets of $500,000 or more

Source: www.irs.gov (IRS web site), Form 990 Series — Filing Phase in; updated December 3, 2009
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