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Auditor Duties

Reviews financial transactions
through all records

Ensures proper accounting for receipts

Ensures expenditures have been
authorized in the minutes

Reviews conformity to PTA rules
and procedures
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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
chairpersons

e Executive board and association minutes will be

provided by the secretary, which should have
copies of any reports provided at meetings.

» Any records which are not provided should be
noted in your recommendations.
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Audit Procedure
« Audit each account separately

 Circle @ oras 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 1 09/02 | Elena Chandler Newsletter 5096 1 04417
31841 0902 | Teacher - Room 1 MiniGrant ~ S200/JH | 6648 g1
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Beginning Balance Records

Audit Report — From PRIOR Period

Date: July 7, 20%x

Name of Unit ABC School PTA
Council XYZ Council PTA
Bank Name My Bank & Trust

Bank Address 394 Main Street

Dates covered by this audit:
Check numbers reviewed in this audit:

Fiscal Year: July 1 through June 30
IRS EIN Number 94-4927581

PTA District Sinty-fifth
Account# 0123-4567890
City/Zip Idyllwild 98765

January 1 through June 30, 20xx
3145 through 3178

BALANCE ON HAND at time of last audit _December 31, 20xx_ (date) § 2,303.56
RECEIPTS since last audit 5 1202824
TOTAL 5 1433180
DISBURSEMENTS since last audit 5 12.795.60
BALANCE ON HAND _June 30. 20xx  (date) [ 1,536.20 [
— —1
Check Register
Number Date Deseription of Transaction Memo Payments v Fee | DepositiCredi Balance
20x H t ®
0731 | Balance forward [ 1,535.&

Balance forward July 1, 20xx

Treasurers Report
ABC School PTA

July 1 to August 31, 20xx

Compare
Balances
on
Reports

$ 1,536.20
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Bank Reconciliation

My PTA Bank and Trust

ABC School FTA

Account 0123-457890
Bank Statement
Period Ending September 30

Balance Forward: 1,666.70
Deposits / Credits: 6,119.07
Withdrawals / Debits: 742.15 /
Ending Balance 7,043.82
Date Description Withdrawals / Debits Deposits | Credits
09/04  CK#3178 150.00
09/02  CK#3179 48.92
09/02  CK#3180 823
0902  CK#3181 175.00
09/02  CK#3185 150.00
0902  CK#3188 200.00
0903  Deposit 4977.36
0929  Deposit 1,140.00
0930 Checking Interest 1.1
09/30 Account Service Charge 10.00

Compare

balances on

all reports

Bank Statement Reconciliation
Current Bank Statement Balance $7,04362
Outstanding Deposits/Credits 0.00
uistanding Withdrawals/Debits
Ck#3182  (18442)
Cx#3183  (55.96)
Cx#3164  (200.00)
| . Ck #3187 (667.40)
Reconciled by
treasurer onIy Total Quistanding Debits (1.107.78)
Reconciled Bank Statemen: Balance §5935.84
Recommendation Check Register Balance §5935.84
required 4
R 1 by Julis Treasurs
Date: September 30, 20xx
Treasurers Report
ABC School PTA v
September 1 to 30, 20xx
BALANCE ON HAND, SEPTEMBER 30, 20xx $ 5,91 5.84
Treasurers Signature: Julie Hamada Date: 9/ 30/ xx
; ; v
(30 | Chesking Senice Charge /100 pRGAN
(50 | Cheeting e / 11 S5

AUDITED BY : Melissa Camyp, Auditor - Octaber 5, 20
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Bank Reconci

ABC School PTA 003179
123 Any Street
Tdyllwild, CA 98765 September 2 20 3T
Par . o
ToTe:z Rachel Nelson--- - 3 4892
Oppesor Lorty-eight and §2/100-- - DOLLARS
s N

For: G

andidates. Forum, School Board

Louise TWejss
Tl

lalie Hlauads
TWO SIGNATURES REQUIRED

211000

1D 587E12345|:012345678501 18

All checks signed by two officers
president, treasurer
and one other elected officer

lation (Checks)

Check Register

Number I;;:: Description of Transaction

Memo Pay!&ents

07/31 | Balance forward

07/31 | Checking Service Charge

07131 | Checking Inferest

08/31 | Checking Service Chargs

08/31 | Checking Interest

3179 | 08/02 4352

Rachel Nelson Candidates Forum

Sample Ledger - Dishursements
Fund
Date . Check Total
Paid To Dues | Programs | Raising Misc

ex No. | Disbursement Expenses
07131 Checking Service Charge 10.00
Q613 ing St 10.00
09102 R. Nelson, Candidates Forum 3179 4892 48.92 |

—

Verify all checks have been recorded
*Checkbook register
«Disbursement ledger
eFinancial Secretary’'s Reports
*Treasurer’'s Reports

Financial Secretary's Report
ABC School PTA
September 1 through 30, 20xx

09/02/x R_Nelson, Candidates Forum

Ck#3170  § 48 92
Treasurars Report
ABC School PTA
September 1 to 30, 20xx
ISES
0402 #3178 Rachel Nalson, Candidates Forum 5 A 67
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Your PTA
aapcild anrvice CASH VERIFICATION FORM 4 \
(Membership, Fundraisers, Donations) . -
UNIT NAME ABC School PTA Verlfy all depOS|tS have been recorded
ACTIVITY Winter Craft Fair [ DATE 9/2/xx .
o _ - - [ CRECKS femzs or st sodng maci: eoe - .Checkbook reg|ster
14 X T.15 35, 23 .
. %3 s : *Disbursement ledger
1 X 98.27 | 9 H H ]
R L E—T E E *Financial Secretary’s reports
CURRENCY 7.89 4898
T T 2 *Treasurer’s reports
48 X 50 24000 137 104 24 \
8BS X £50.00 153.74 £.09
&3 X 1,660 00 4 938 |
3 X S0 150.00 58.3 97.23
3 x 00.0H 30000 194 8
TOTAL: §3,176.00 TOTAL: | § 169439
GRAND TOTAL: _§$ 4,977.36
Verified By. Carol O'Suilivan, Chair Date. 9/ 2/ xx ‘ Amount: 54977.36 . .
Verfied By Elsie Gardner, Volunteer Coor_| Date 9/2/:xc | Amount: 54,977.36 Financial Secretary's Report
[ Treasursr _C Fobinson_Financial secy__| Date 9/2/0c___| Amount: $4577.36 ABC School PTA
September 1 through 30, 20xx
Check Register .
Receipts
Number ?Uﬁﬁ Descripton o Transaction Nemo PQVT;NS v F(e]n DQPOS[LU]C[Ed'I Balence [ 09/03/xx Winter Craft Fair $ 497736 ]
09103 | Deposit Winter CraftFair v 437736 54719
Treasurers Report
ABC School PTA
Sample Ledger - Receipts ] ] September 1 to 30, 20xx
oae it Mernbership Dy, Fand
20 Receved From Local Coysn | Raising (e
TR TS IR INCOME
[ 09/03/xx__ Winter Craft Fair $ 497736 ]
8
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Bank Charges & Interest

My PTA Bank and Trust Bank Statemont Account 0123-457890 /Verlfy bank ChargeS and IntereSt\
ABC School PTA Period Ending July 31 have been recorded
Do s Rl *Checkbook register
e . -Receipts ledger
*Disbursement ledger
Date Description Withdrawals / Debits Deposits | Credits . . ,
0715 CK#3174 305,80 *Financial Secretary’s reports
07/28 Ck#3175 1787
07128 CkEITE 0380 \ 'Tl’eaSUI'eI”S rep0rtS /
07/31 Checkm& Interest i 25

Financial Secretary's Report
Check Register ABC School PTA
Juby 1 through August 31, 20w

Mumber | D3t Payvp:ems | Fe uepas(u:f]cremn

ey | Deseription of Transaction Memo o

07/31 | Balance forward

Balance

Monies recenved & deposited or grven to reasurer to deposit with duphicate copes of deposit shps.

1536.20

07/31 | Checking Service Charge Y| 1000 7
07731 | Checking Inicrest 7 N 025 TS
07731 e Checking Inlerest s 0.25
Sample Ledger - Receipts
for pavment
Date ot Membership Dues Fund
_ o un . . o0
2xn Received From Deposits | o Lood cosm | Raising Other 3 10.00
13 3 7
07/31 | Checking Interest 25 25 25 Treasurers Report

ABC School PTA
July 1 to August 31, 20xx

Sample Ledger - Disbursements

INCOME
Fund 07/31 Checking Interest $ 25
I;n:' te Paid To Cnuk D hTma\ nt Dues PFrograms Raising Misc. 1
o ° iShurseme Expenses EXPENSES
0751 _| Checking Senvce Chage 0 0 S ___CGhecking cervice charge 31000
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4 Verify membership recorded and \ Financial Secretary's Report
deposited equals totgl number Seplomt |t 30 2006
of memberships Receints
09/29/xx Membership, 114 @ $10.00 1,140.00

114 Members
$ 1,140.00 total
/\

Financial Secretary records total deposit

total per member
$6.40]retained by unit
; Treasurer records breakdown for portions to be kept by
\ [5360 forwarded to council / the unit or to be forwarded through channels to
council, district, state, and national PTAs

Summary Information for ABC School PTA
ARTICLE [V -- MEMBERSHIF AND DUES
Secton 4
Each member of the association shall pay
a_Payable 1o Nafonal ST L
b. Payable 1o Caifomia Stats FTA 1.2% per mambear
t. Payabh to Soty-fifth District 50 per member Treasurers RePoﬂ
d_Payalie 1o & 10 pes member ABC Scheol PTA
&_Fonward b eouncil 3 60 per maimibar
Sachon 6 h:\l remitianca thowgh counc NEWT'_/ September 110 30, 20xx
Sample Ledger - Receipts— JN-C”M':
I . Vembeff Dues » 09/29xx  Membership, 114 @ $6.40ea 729,60
. p tal -Un
20mx Reczived From Deposits Receipts Local cosh Raising Other T
& Membership (114 @ $10.00/each 1140004 114000 729 41041 _—V] 09/30 Membersh\p 114 @ $3.60ea S 41040 ]
10
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/ \ Check Register
Verlfy mem bership Number ?ﬂi Description of Transaction Memo Paylc)ems v/ F(er DeposliI/]Cmdit Balance
3187 | 0915 | XYZ Council PTA Ins, Mmbr Cncl dues 66740 480413
recorded and forwarded Sample Ledger - Disbursements|
through channels = E N T -
equals total number - i i i
of memberships: N
114 Members Check register,
@($3.60 each disbursements ledger,
\ | $410.40 total / financial secretary and
treasurer reports
should display the same amounts
Financial Secretary's Report
s ~
o Treasurers Report
Authorizations for payment ABC School PTA
Note: A Payment Authorization form s not required for funds nof belonging fo unit such as membership, insurance or freewill offering. EXPENSES NOT BELONGING TO UNIT September 1 to 30, 20xx
00/30 #3187 XYZ Council PTA, membershipﬂél@ﬂi?;ﬁﬂea ) (5 21040])
11
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Insurance Premium

/ \ Check Register
'POlicy covers Number | 34 | Descripion o Transactin Memo P“V‘”f)""‘s ‘ F("’)"’ De"“(if’]c“’““ Balnce
January 5 through January 4 3187 | 0915 | XYZ Council PTA Ins,, Mmbr, Cncl dues 6;340 400413
eFinancial mailing & premium notice Sample Lodge - Osburvamyis —
mailed in November to all presidents e padTo | o [ O | o ,5;,";& e
*Payments to be sent through channels - T — S
(unit to council to district to state) —
«If not received in the State office by /\
January 31st a late fee of .
$25.00 will be assessed by the . Check register,
California State PTA disbursements ledger,

financial secretary and
treasurer reports
should display the same amounts

Financial Secretary's Report \/

ABC School PTA

September 1 through 30, 20xx Treasurers Report
Authorizations for payment ABC School PTA
Aufhonzations for payment September 1 to 30, 20xx

Note: A Payment Authorization form s not required for funds not belonging to unit suich as membershi, insurance or freewil offering EXP[';—Q"FI%ES“ 13T XYZO |PTA 4 T 257 00
| 7 OUncl , Insurance & council fees _.UUJ

12

2009 California State PTA Convention #501



California State 2327 L Street, Sacramento, CA 95816

. (916) 440-1985 « FAX (9) 620-1411
Email info@capta.org + www.capta.org
everychild.onevoice.

Slide 13

Executive Board Minutes

ABC SCHOOL PTA - Executive Board Mesting
Sepiember 2, 20:0(, 7:30 PM in the school Library

/ Verify all expenditures have been \

approved and recorded in the
Executive Board Minutes

|+ Juliz Hamada moved to issue checks for the fofGwing payMyent authorizations, motion adopted. Y
Rachel Nelson Candidates Foum | §45.90 Elena Chandler Newslatier $56.96
Roberi Newman Hospitality 5823 Teacher-Room 1 Mini-grant 520000
Sarah Franklin Cultural Arts Fest. | $175.00 Teacher-Room 5 Field Trip $150.00
Office Supoly Store | Winier Craft Far__{ $18442 |) | Teacher-Room 8 Wini-grant 5200.00

Compare minutes to list of

payments authorized and /\

checks issued recorded on the )
Financial Secretary and Treasurer reports Payments guthorlzed recorded on
financial secretary report

An approved budget is not Checks issued recorded on treasurer reports

authorization to make payments \/

List those expenditures not approved
\ on your recommendation report / Treasurers Report
ABC School PTA
September 1 to 30, 20xx
Financial Secretary's Report EXPENSES
ABC School PTA 09/02 #3179 Rachel Nelson, Candidates Forum
. 09/02 #3180 Robert Newman, Hospitality
September 1 through 30, 20xx 0902 #3131 Sarah Frankiin, Cultural Arts & Food Fair
- 09/02 #3182 Office Supply Store, Winter Craft Fair
Authorizations for payment 0902 #3183 Elena Chandler, Newsletier
0902 #3134 Teacher Room 1, mini grant
09/02/xx R. Nelson, Candidates Forum Ck#3179 0902 #3185 Teacher Room 5, field i
0802/ R. Newman, hospitality Ck# 3180 08/02 #3186 0TI 8, mini grant )
03/02/xx 5. Franklin, Cultural Arts Fest. Ck #3181 87 XYZ Council PTA, insurance & council fees
09102xx Office Supply Store, Winter Craft Fair Ck# 3182 09130 Checking Service Charge
ggﬁ%ﬁi $e§c“nﬂ?§éa%efs'nﬁmmnt 8&?:%11 Ei EXP[I!EQ':;UES#';?;IBE(I:(OZNC%LTniirSTPKNr!Tem\Jership 114@S360ea  § 41040 o]
09/02/xx Teacher-Room 5 field trip Ck# 3185 " =T
09/02/%x Teacher-Room 8 mini grant Ck# 3166

13
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—
COMMITTEE REFORT

activity Datalle:

Name of activey: Date heict

Flaass wite & commiiee report for 3l FTA actvities. Atlach any detales Information 36 requestsd or nasted.
FReport o be Sled Wi presicent, secratary, Yeasurer, hisionan, aualior, commits chalrman and ofhers If raquested

Time:

Location Aporovec Gy P1A MEmD2renip o
PresentzgTn cooperanion wih [Tt growp. agency or organization):

[GEC]

Goals:
Money T3 55 usad for.

Committes Detalis:

Chairman: Secretary.

Committee Reports

Members (RCUDNG Sudernts).

Consutanis:

Mestings:
Ciana(s) meedings were neid: {1 2 i3

4 (5)

Financial Detalls:
Proposed budgeted ncome: §
Proposad buogeted expence §

voluntear Defalls:  Mumber of valuizers nescad o conduct acthity sdequatsly

Recommansdation: :Doagan o DoMNOT da agan
Report Datalls: Attzch any defslied Information 35 requesten
. VW INSUrance company contacted pror o planning?

VWas exira coveral rag?
2 VW52 Mé InGurance A Loce Frewention uie nelEwen priar o susnt?
3. VWas 3 witian contract raquined?

Agsociation spova? o Yes o Moo Signed by presioent & 1 lected oMoer?
4, Was M2 iming of e acliviy appropiate?

I nal, SUDgRE: mors Sporopriale datefs):
£. Aftach a getaled tmaine fo raport
€. Were l'E'?:'“‘ Epecial requs rements?
i

Actualincome §
ACtus expense §
Keilmcoms S

Taral voniser Nows:

00 agaln, but modly (expiain In#11 beiow)

o ¥e6 o No
o ¥eE o Mo Com?
o ¥eE o No
o ¥e6 o No
o ¥26 o No
o Y86 o No
= ¥e6 o No

7. How was zdr.‘ity;u: lcized?

5. Specily equUpmEnt neets:__

2. Special CONtactsiContact MTMIaNon (SpeaNers, J00es, Ser e (rowIJers).

1. Addbonal comments:

10, ATa0N 3 =il ed NEncial fepo. ATIACH COPIEE O 31 INVENiory T2pors and Ca=h werTIcaion FOms "o aUghor.

Prepared by:

NOTE:
The Callfornia State PTA strangly suggests that any fundraiser be augited Immegiately I 3 lange amaunt of monies. was ralse.

Date:

Fepart due 30 dEYE afer comoiedon of aiviy
==

To be presented:

» Within 30 days
after the event has been held.

*At executive board meetings
in detail.

*At association meetings
in summary.

Compare income and expense
information to other
financial reports on file.

14
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Association Minutes

OOL PTA - Assonaton Metting
200, 00 FM in the school Library

m/erify all expenditures have been approved an(h i
recorded in the association minutes
following recommendations of the executive board

855,06
$200 00
$150,00
$200 00

Compare minutes to list of payments authorized
and checks issued recorded on the financial
secretary and treasurer reports Payments authorized recorded on
An approved budget is not financial secretary report
authorization to make payments Checks issued recorded on treasurer reports

List those expenditures not approved \/
\ on your recommendation report /

Treasurers Report
ABC School PTA
September 1 to 30, 20xx

- - EXPENSES
Financial Secretary's Report 09/02 #3179 Rachel Nelson, Candidates Forum
ABC School PTA 09/02 #3180 Robert Newman, Hospitality
September 1 through 30, 20xx 09702 #3181 Sarah Franklin, Cultural Arts & Food Fair
09/02 #3182 Office Supply Store, Winter Craft Fair
Authorizations for payment 09/02 #3183 Elena Chandler, Newsletter

09/02 #3184 Teacher Rool

09/02/xx R. Nelson, Candidates Forum Ck #3179 09/02 #3185 loom §, field frip
0

09/02/%x R. Newman, hospitality Ck #3180 B6 Teacher Room 8, mini grant

0902/xx 5. Franklin, Cultural Arts Fest Ck# 3181 0915 #3187 XYZ Council PTA, insurance & council fees

09/02/xx Office Supply Store, Winter Craft Fair Ck#3182 02/30 Checking Service Charge

0902/xx E. Chandler, newsletter Ck#3183

03/02/xx Teacher-Room 1, mini grant Ck# 3184 EXPENSES NOT BELONGING TO UNIT p
0902/xx Teacher-Room 5 field trip Ck#3185 09730 #3187 XYZ Council PTA, membership 114 @ 53 60ea § 41040

09/02/xx Teacher-Room & mini grant Ck# 3186
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Authorizations for Payment

Must be signed by the following two officers: secretary and president
Must be written for amounts approved in the minutes
Must have a receipt or invoice attached
List those expenditures not approved on your recommendation report

Your OTA
PAYMENT AUTHORIZATION FORM
ABC School PTA

everyehild. omeveice.
. Date: Alxx
Name of Person Requesting Check _Rachel Nelson Phone (376) 304-0381
PTA Position Legislation Chair CitylZip _Idyilwild S8785

Event or Assignment Candidates Forum. School Board

Date of Event October 14, 20xx Amount Requested § 4592

Date Approved in Minutes Q2o

O Invoice attached B Receipt attached

Write Check To:
Name of Person/Company Rachel Nelson
Address 10192 Titon Ave
Ichyllwild SBTES (976) 304-0391
City Zip Phone
Approved by:
Y. Deplip Coffer

ellie O Farrell
Secretary's Signature

President's or Financial Secretary’s Signature

For PTA treasurer use:
* Membership-Approved activity
= Executive Board-approved expenditure

* Funds released by membership

Budget Category Budgeted Amount Check Number Amount
Candidates Forum $50.00 3179 $48.92

PLEASE NOTE:

Bylaws are changing to reflect that the
secretary is the constant signer on

payment authorization forms and the
president will be the other signer.

16
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URT NAME ABC Schoo! FTA
ACTIVITY Winrer Crogt Fai [ BaTE 8/ 3/

i e | 4 Cash receipts used

\

O

TRITRE Fore =
. T L

Cash Verification Forms

used for all deposits

[ Matches all other records ]

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

\_

Acting Maching Tape Fos Drpesa

QUANTITY com TOTAL
3z ] a2
e o 713
e 0 2400
e 35 BB oo

| 50 8m
3 Y e
TOTAL com

GUAITITY  CURREICY
e 10

[t

DERORIT AL
My Bank & Trist

UBATE

3 3000

10600
TOTAL CLBEERCY

CHnExs
S

marriage or reside in the same household)

J

—
Financial Secretary's Report
ABC School PTA
September 1 through 30, 20xx

slips:

Receipts

Monies received & deposited or given to treasurer to deposit with duplicate copies of deposit

090370 Winter Craft Fair § 4077.36

Treasurers Repern
ABC School PTA
‘Seprember 1 to 30, 20xx

Salance forward Septemoer 1, 20

§ 151670

IHCOME
Totsi T
ot | AT
Check Register Sample Ledger - Recelpts

[ T T T T T Deposs i 1 errberstap (s

Dt Payrnts. Fee || DepositiCredin ot \ . Totst - Fand

Wb | 0 | Description of Transaction [ h |0 ' Helarce i Recwtesd Fim [ eponns | Lot - o | Ay O
a0 | Depest Winder Craft Far v asTr ) saries == G | TS R 1 T |

17
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Financial Secretary Reports

Financial Secretary’s Report
ABC School PTA
July 1 throwgh August 31, 20ux

|Receipts
0773 hox Chocking Interest
0731 oo Chacking Intarest
TOTAL
JAuthorizations for payment
0773w Checking Service Chargs
(iR I Checking Service Charge
TOTAL
Sanatere:  ____ Cassandra Robinson

—

Momes recenved & deposited or given lo reasurer to deposit with duplicate copes of deposi shps

-

Are filed monthly

Receipts listed agree with
check register and receipts ledger

Authorizations for payment listed agree with
check register and disbursements ledger

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

@ Placed on file for audit

ABC SCHOOL PTA - Executive Board Meeting
September 2, 20xx, 7:30 PM in the school Library

-@%assaﬂdra Robinson presented the Financial Secretary's Report for July 1 through Augus

o Deposits and checking interest E %
2000

@ o Payment authorizations and bank service charge
Report to be placed on file for audit

Sample Ledger — Receipts

Date Rscereed From [ —— Total e e
aox ) ' ] Rrops | Lot | cosm | Rabg ABC SCHOOL PTA - Association Meeting
ek | September 2, 20xx, 8:00 PM in the school Library
Sample Loty Dommerens »  Cassandra Robinson presented the Financial Secretary's Report for July 1 through Augus :
Dt Chaec Total Fund
o P To Mo ||Oborsenn | O | Progoms | fang | e o Deposits and checking inferest
1z 1 : i 20.00

L) ® = Payment authorizations and bank service charge

Report o be placed on file for audit

18
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Treasurer Reports

Treasurers Report
ABC School PTA

Are filed monthly

July 1 to August 3, 20xx €

Balance forward July 1, 20xx
INCOME

o7 Chascking Interest
O&ran Checking b st
TOTAL
PLUS TOTAL INCOME
SUBTOTAL
EXPENSES
(e Checking sanvice charge 1000
o8 Chacking service charge 10,00

TOTAL s 2000
MINUS TOTAL EXPENSES

[BALANCE ON HAND, AUGUST 31, 20ux

Treasurers Signature 9 1/ xx

[ate
—

§ 1,536.20

5 50
§ 15370

§ 2000
$ 151670

Receipts listed agree with
check register and receipts ledger

Authorizations for payment listed agree with
check register and disbursements ledger

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

Check Register

Nt | 5% | Duncription of Tramaction Mo T

@ Placed on file for audit

\-

J

ABC SCHOOL PTA - Executive Board Meeting
September 2, 20xx, 7:30 PM in the school Library

e Julie Hamada presented the Treasurer's Report for July 1 through August 31, 20xx
o Balance on hand, 6/30/xx

Deposits and checking Interest

Payments and bank service charge

Balance on hand, 8/31/xx

Report to be placed on file for audit

R

(2

Conm

Date Paid Ta . Fund i
spenen
ABC SCHOOL PTA - Association Meeting
September 2, 20tee, 8:00 PM in the school Library
o Jule Hamada presenbed the Treasurer's Heport or July 1 Srough Asgust 31, 200
Sample Ledger - Receipts Balance on hand, 630
Membership Dues . Deposits and checking Interest
Cate T Fund
200 Fiecbesd From Depanits Locl faining e Payments and bank service charge

(2

Balance on hand,
aced on file

Report to be

151670
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Audit Report - From CURRENT Period
Date: Qctober 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
E [have verified that all tax forms, PTA and government-required forms have been filed, if required.
N/A, verl) L mid-year c;mdzt N Frank
SUMMARY OF ANNUAL TAX RETURNS FILED BY PTA UNITS \ Verlfy on the aUdIt report
ST il S 8 that all required forms and tax
rece e st e $250,000 or more
Bl | ok el S \ returns have been completed.
!];ﬂs!ichmﬁlln B m?:q‘l"r";\::zﬁy"m must attach Schedule A to Form 590 or 990-E2
990 Scheduls B !u.hudulu of Contribnaton
(IRS) 2 tions of $5,000 or mane (Eash o nen (.nhl o singhe contrbutons. . . .
=T :m., e o maleae A partial list of required forms
ool E3?"*?'Jirﬁ*:"::‘J:f:#i;‘:’:?:.’;"::t:";i".;::f o ——— is included in handouts.
(must be fied if Form 990-T is fled)
e—— \_ J
20
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Audit Reports

Audit Report — From PRIOR Period

Summary Information for ABC School PTA

Date July 7, 200 Flscal Year: July 1 through Jung 30

Name of Unit ABC School PTA IR:E EIN Mumber 94-4027531 ARTICLE VI = DUTIES OF OFFICERS

Councll Y2 G P, PTA Disinict

Bank Mame My Bans & Trust Account# 0 January a

Bank Address 38 Wain Shest Cityzp dilwld_GE755 January and Augus
Dates coversd by this audlt Januarny 1 through June 30, 20 February ang September
Chesk numBers reviewsd In this audt 3145 tarough 3176

! i _Forward 7 copies of adoped semiannual audits to XYT Council

BALANCE ON HAND attime ofiast audit _December 31, 20xx (date) § 2,3

RECEIPTS since |ast auon 5

03.56

TOTAL H /\
DISBURSEMENTS since last audt H
BALANCE ON HAND _June 30 20ux_{gate) 5
B ANK RECONCILIATION Dates for semi-annual audits
Last BANK STATEMENT balance June 30, 20kx (dale) s 212047 . . .
DEPOSITS nat yet creonzd (add to balanca) determined by In unit byl aws
s _ pon s 5 . . . .
CHECKS OUTSTANDING (LIst check number and amount) Art|C|e Vl - DUtIes Of Oﬁl Ce rs SeCtlo n 8
3174 | saeed| |eame | sessn| | #aie | seoom
[eame [ swrer] [samr | suss0] | I ]
TOTAL outstanding checks (subtract from balanca) 5, B
BALANCE In checking acoount June 30 Zle (date) -
*“Thees linas must balance. \
B Inhave '.JEﬂ"EJ.V a3t 3l tax forms, PTA ang ;:]EVTTE“-[EQL"'EU farms have been fileg, If requireg
/A, e R e U T » A separate audit form must be completed
The foi owlrg 5 all that needs to be read when the audiors report Is g\\‘?l’ for eaCh ban k accou nt

| have examined the financlal recores of e treasursrof  _ABC Schoal | PTASTSA
0 them

etnen Attach copy of tax form (s) if required to file
B carrect .
a substantial ¥ comect wih the Nll:'h"|; recommenaations and send Wlth Copy Of report to neXt Ievel Of PTA-
a maore adeguate accounts Ng procecures need to be followed

£0 113t 3 mare tNorough auci report can be g

ER— I )Distribute copies to:

uctcompisted  __ouyzow Audtors Signature alc — | - unit president, secretary, and treasurer

Augt acsples . council treasurer or auditor, if in council,
(Coples: unit pregident, secratary, snd traagurer; councll tredgurar or auditer and dietrict treasurer or suditor and/or district treasurer or auditor

a3 dirsctad by the district PTA. Attach copy of tax formig] to next level PTA, f requirsd to flle.)

as directed by the district PTA

# explanation and recommendations to execullve boara
‘orm must be completed for each bank account

Submit separate rap:
A EEparate au
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Audit

Reports

Date
Hame ot Unit
Coundl

IRS EIN Number

‘Audit Report< From CURRENT Period
October 2 20 Flscal Yaar July 1 thmough June 30
AEC Sgnogl FTA Cd $C7ER]
_ XYZCOunclFTA — Shiyfilh
0123-d567580

Eank Name

Wy Bank & Trust
Eank Andress 334 ban Sveet

Dates coversd by thls aut
Check numbers reviewad In this audi

BALANCE ON HAND 2 ime of lagt audht_June 30, 20ux (date)
RECEIPTS slncz lagt auall

TOTAL
DISBURSEMENTS Snce 15t 3uoit

BALANCE ON HAND _Seglember 30, 200 [date)

\.

BANK RECONCILIATIO!

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
. Calculate balance on hand

(RECEIPTS AND DISBURSEMENT LEDGER RECONCILIATION\

N
Lact BANK STATEMENT talancs _juna 30 (date]
DEFOSITS not yet crecitat (aod to balance)
s 3

5 __Mone

ERE
| IFEEEN|

CHECKS QUTSTARDING (LIst check numbsr and amount)
toea| [=2t0e [ sacone

sssss| |23y | seevac| | | |

TOTAL cutstanding shesss [sublract from balanca)
BALANCE In checking account _lune 30, 20xx (da%s)

Tnacs linec reuct Dalance

B 1 have verfizd that 2l tax famms, PTA and goverrment-raquired farms Nave been fled, If requived.

/A verified with mid-yesr quelt. M.Camp

The falawing s 3ll hal needs to b= rean when Ihe audkor's raport is glven

(

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

J

nave examined e financlal records of the teasurer of  _ABC Scsol  PTASISA

and find them
comect
a substaniially comect with the following recommendations \
O more adequale sccounting procadures need o be folowe:

50313 MArZ MEFUG SO TECOTT 23N Te CWEn

O incorect

Aunit complesed stobar I 2

Augitors Signature Alatiza core
Augit adopted @

(Coplss: unit pragigant, secratary. and treasurar; council SreGBURSr or GLOTtOr and dlstrict traasurer of suditor
ae directad by the dletrict PTA. Attach copy of tax farmie) to next level PTA, i raquired to fila.)

Submit separate report of expianasion and recommencations b executive boarn
A BEgarate 3ud fom must be completed for 230 bank account

6.

Complete report and indicate status of financial records
Sign and date your report

ENDING BALANCES FOR
LEDGERS AND
BANK STATEMENT
MUST BE THE SAME!
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Audit Reports

Audit Report — From PRIOR Periad / ) . .

Date sy 7 20 Fical vear _Juy through dune 30 1. Written report with recommendations
Name of Unit ABC School PTA IRS EIN Number 84-4927581 b d h . b d
Counci X¥Z Council PTA PTA District Sixty-fifth
Bank Name My Bank & Trust Account # 01234587 to e presente to t e exeCUtIVe Oar
Bank Address 294 Main Street CityiZip idyliwild S8765

Dates covered by this audit: Januery 1 through June 30, 20 . ) )

Check ber: iewed in thi icfit: 3145 through 3178

ok PUERTS [2VEwd  is 2k o 2. Written report with recommendations to
BALANCE ON HAND at time of last audit _ December 31, 20xx  (date) § 2302.56 b t d t th . t.
RECEIPTS since last audit 5 12.028.24
ToTAL S l2mma € presented (0 the association.

DISBURSEMENTS since last audit § 1279560

BALANCE ON HAND _June 30 20wx_ (date) s 153620 *

ANK RECONCILIATION 3. Indicate date audit report was adopted by

Last BANK STATEMENT balance June 30, 20xx (date) s 212017 . . .. .

CEPOSITS ol e e 1 blance) i the association on the original audit

cHECKs ouT (Ustcheok number en emounty report and file with financial records

‘-3 4| sznsani }ha'?ﬁ} [ s-annn} \

#3175 31787 #3177

TOTAL cutstanding checks (subtract from balance) 3 S563.87

BALANCE in checking account June 30. 20xx (date) s 153620
These e mesteles @ ABE SCHQCL FTA - Exeaive Bord Veeing

& | have veriied that al tax forms, PTA and govemment-raquired forms have been fied, if requirsd PP, .\

N/A, verified with mid-year audit. N.Frank September 2, 20xx, 7:30 PM! in the schaol Library

The following is all that needs to be read when the auditar's repart is given. + Natelie Frank presented the audit for period ending June 30, 20 and stated 'l have examined the financial records of the
| have examined the fnancial records of the fressurer of __ABC Sehogl ABC School PTA and find them correct with the recammendation that a second party, such as the audiior, should review
and i then monthly bank statements, in adgiion to the Treasurer.” Melssa Camg moved to adogt the audi as presented; mofion

2 comsct adopted.

a substantially comect with the following recommendations

O more adeguate accounting procedures need to be followed

50 that a more thorough audit report can be given

a ncomect

Audit completed July 7, 200 Augditors Signature B
] @ ABC SCHOOL PTA - Association Meeting

Audit adopted —September 2 200c Sentember 7, 20, 5:00 FM in the school Library

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

Watelie Frank presenied the audit for period ending June 30, 20x: and stated *| have examined the financial records of the
ABC School PTAand find them correct” Audit report o be placed on fle.

Submit separate report of explanation and recormmendafions to executive board
A separate audit form must be completed for each bank aceount
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Audit Recommendations

AUDIT CHECKLIST

DESCRIPTION

NO

1

Financial records and reporting forms provided:

o Bylaws & Standing Rules o Budget(s) o Last Audit Report o Ledger o Checkbook register

3 Cancelled checks (including voids) o Authorizations for Payment = Cash Verfication Forms

o Bank statements, bank books and deposit slips o Recsipts/bills o Cashreceipts o Executive board
minutes o Associaftion minutes o— Commities reporis o Menthly Treasurer and Financial Secretary reporis
a Annual Financial Report o Workers' Compensation Annual Payroll Report form

If required: - IRS Form 980W830EZ - IRS Form 341 o IRS Form 1083 o State Form DE-B

o State Form DE-342 Required of councils & districts only: o State Form 189 o State Form RRF-1

Q

N

(]

Beginning Balance Records

1. Check to se= if amount shown on first bank statemnent {adjusted for cutstanding checks and deposits)
corresponds to the starting balance recorded in checkbock register, ledger, freasurer's report and ending balance
of last audit

Bank Reconciliation

g

u

1. All bank statements reconciled since last audii by treasurer and one other person {recommend auditor)

jil

2. Ending balances (checkbook register, ledger and treasurer report) agres with last bank statement (adjusted for
outstanding checks and deposits not posted to bank statement).

9,

| =1 |®|en|

3. Deposits and Checks Written: (signed by two: president, treasurer and one other slecfsd officer)

\J

/\

When errors have been corrected by a
financial officer and accounts are accurate,
draw a double line in red ink where the audit

concludes in all records.
Sign and date the audited materials

All NO answers should be included
in the report as recommendations
to change financial procedures

~——
T U0 | CHEeRIg Serviee Cnare 1 T I L RSN
| 09730 | Checking Interest | | [ ] | 171 | 533584
AUDITED BY : Melissa Camp, Auditor -- October 5, 20xx
24
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Mismanagement

» Lack of receipts * No money to pay bills —

« Lack of financial reports PTA checks returned for

* No bank statements or lack of funds

cancelled checks
« Officer misses meetings President should contact
district PTA immediately
if mismanagement is
suspected.

o Officer does not return
phone calls

» Officer does not respond
to email

25
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Resources

California State PTA Toolkit
e Section 5. Finance
e 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

Fax on demand 877-406-3680

National PTA Website www.pta.org

Thank You For Coming!
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AUDIT REPORT FORM

Fiscal Year

Name of Unit

IRS EIN Number

Council PTA District
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

o | 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

and find them
O correct

(3 substantially correct with the following recommendations

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

3 incorrect

Audit completed

Audit adopted

(Copies: unit president, secretary, and treasurer; council treasurer or auditor
and district treasurer or auditor as directed by the local district PTA)
Submit separate report of explanation and recommendations to executive board.
A separate audit form must be completed for each bank account.

Auditor’s Signature
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SUMMARY OF ANNUAL TAX RETURNS FILED BY PTA UNITS

FORM # DESCRIPTION
990 (IRS) Return of Organization Exempt from Income Tax
SEE NEW FILING REQUIREMENTS
990-EZ (IRS) Short Form Return of Organization Exempt From Income Tax

SEE NEW FILING REQUIREMENTS

990-Schedule A
(IRS)

Organization Exempt Under Section 501 (c)(3)
All organizations exempt under section 501 (c)(3) must attach Schedule A to Form 990 or 990-EZ

990-Schedule B
(IRS)

Schedule of Contributors
A 501(c)(3) organization must list contributions of $5,000 or more (cash or non-cash) from single contributors. A
unit may be required to file the form even if no single contributor gave $5,000 or more

990-T (IRS)

Exempt Organization business Income Tax Return
All exempt organizations with gross unrelated business income of $1,000 or more must report such income on
Form 990-T

109 (California)

California Exempt Organization business Income Tax Return
All California exempt organizations with gross unrelated business income of $1,000 or more must file Form 109
(must be filed if Form 990-T is filed)

The due date for all of these forms is the 15" day of the fifth month after the fiscal year end.
For example, a unit with a year end of June 30 must file these forms by November 15"
Extensions of time to file are available if properly requested using IRS Form 8868.

If the PTA received a 990 Package but is not required to file: attach the label to the return; check the box to indicate that gross receipts

are not more than $25,000; elected officer signs the return; send to IRS.

COUNCILS AND DISTRICTS MUST FILE THE FOLLOWING FORM
IN ADDITION TO THOSE NOTED ABOVE. UNITS THAT ARE NOT INCLUDED IN THE
STATE PTA’S FORM 199 GROUP FILING MUST ALSO FILE THE FOLLOWING FORM

RRF-1
(California)

Registration/Renewal Fee Report

Must be filed by every public benefit organization required to register with the California Attorney General's
Registry of Charitable Trusts. Form RRF-1 must be filed annually within four months and fifteen days after the end
of an organization’s accounting period. No extensions will be granted for filing Form RRF-1.

DISTRICTS MUST FILE THE FOLLOWING FORM. UNITS THAT ARE NOT INCLUDED IN THE
STATE PTA’S FORM 199 GROUP FILING MUST ALSO FILE THE FOLLOWING FORM

199 (California)

California Exempt Organization Annual Information Return
Filed by all exempt organizations whose gross receipts are normally more than $25,000 annually

OTHER FORMS THE UNIT MAY WISH TO FILE

8868 (IRS)

Application for Extension of Time to File an Exempt Organization Return

May be filed once to request an automatic three month extension of time to file Form 990-EZ or 990; may be filed a
second time to request an additional three month extension, subject to IRS approval. The form is also used to
request an automatic 6 month extension of time to file Form 990-T.

1128 (IRS)

Application to Adopt, Change, or Retain a Tax Year
May be filed to request a change in the organization’s fiscal year.

4506 (IRS)

Request for Copy or Transcript of Tax Form
May be filed to request a copy of a return that has been misplaced.

All tax forms can be easily downloaded from Web sites: IRS (www.irs.gov)
and State of California (www.ca.gov): Franchise Tax Board for Forms 109 and 199;
Department of Justice (Registry of Charitable Trusts) for Form RRF-1
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AUDIT CHECKLIST
DESCRIPTION YES NO

I. Financial records provided: (Originals)
o Bylaws & Standing Rules o Budget(s) o Last Audit Report o Ledger o Checkbook register u]
Cancelled checks (including voids) o Authorizations for Payment o Cash Verification Forms
o Bank statements, bank books and deposit slips o Receipts/bills o Cash receipts o Executive board Y N
minutes o Association minutes o Committee minutes o Monthly Treasurer and Financial Secretary reports i
Annual Financial Report o Copy of last tax return filed
Il. 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 Y N
lll. Bank Reconciliation Y N
1. All bank statements reconciled since last audit by treasurer and one other person Y N
2. Ending balances (checkbook register, ledger and treasurer report) agree with last bank statement (adjusted for outstanding v N
checks and deposits not posted to bank statement).
3. Deposits and Checks Written: (signed by two: president, treasurer and one other elected officer) % N

a) Recorded in checkbook register Y N

b) Recorded in ledger in proper columns Y N

c) Agree with treasurer reports % N
4. Bank charges and interest recorded in checkbook register, ledger and treasurer reports Y N
IV. Membership
1. Amount recorded and deposited equals total number of memberships

# (members) @ $ (membership dues listed in bylaws) Y N
2. Amount forwarded to council/district/national PTA equals total number of memberships

# (members) @ $ (amount listed in bylaws)
V. Insurance — premium(s) forwarded to council/district by deadline date
VI. Minutes
1. All expenditures approved and recorded in executive board minutes

(List those expenditures not approved on recommendation report) Y N
2. All expenditures approved/ratified in association minutes

(List those expenditures not approved on recommendation report) Y N
3. Committee minutes record plans, proposed expenditures, and total of monies earned Y N
VII. Authorizations for Payment (signed by two: president, financial secretary or secretary) Y N
1. All authorizations written for approved amounts. v N

(List missing authorizations on recommendation report)
2. All authorizations have receipt/bill attached.

(List missing receipts/bills on recommendation report) Y N
VIIl. Income
1. Cash receipts used Y N
2. Cash Verification Forms used with two people counting money Y N
3. Income received matches deposits recorded in checkbook register, ledger and treasurer reports Y N
4. Designated income spent as approved Y N
IX. Financial Secretary Reports
1. Filed monthly Y N
2. Receipts/Deposits agree with ledger & register Y N
3. Authorizations match checks written Y N
X. Treasurer Reports
1. Filed monthly Y N
2. Agree with ledger and checkbook register Y N
3. Annual Financial Report Y N
Xl. Tax Returns
1. Filed annually, if required. IRS 990 (unit/council/district) State form 199 (council/districty RRF-1 (council/district) Y N
XIl. Audit Reports
1. Audit done semiannually Y N
2. Prepare and present written report with recommendations to executive board Y N
3. Present audit report to association for adoption Y N
4. Forward report to the next level PTA (See Bylaws, Duties of Officers, Auditor) Y N
XIll. Audit Recommendations
I “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 v N

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 & date the audited materials.

XIV. Mismanagement — If suspected, contact district PTA immediately for assistance.
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New Tax Filing Requirements

The new Form 990 series returns are effective for 2008 tax years. Fiscal years 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.

2007 Tax Year Form to File
(Fiscal Year beginning in 2007 and ending in 2008)
Gross Receipts normally less than or equal to $25,000 990N
Gross Receipts more than $25,000 and less than 100,000 and 990EZ
Assets Less than $250,000.00
Gross Receipts of $100,000 or more or 990
Assets of $250,000 or more
2008 Tax Year Form to File
(Fiscal Year beginning in 2008 and ending in 2009)
Gross Receipts normally less than or equal to $25,000 990N
Gross Receipts more than $25,000 and less than $1 million 990EZ
and Assets Less than $2.5 million
Gross Receipts of $1 million or more or 990
Assets of $2.5 million or more
2009 Tax Year .
(Fiscal Year beginning in 2009 and ending in 2010) Form to File
Gross Receipts normally less than or equal t0$25,000 990N
Gross Receipts more than $25,000 and less than $500,000 990EZ
and Assets Less than $1.25 million
Gross Receipts of $500,000 or more or 990
Assets of $1.25 million or more
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 990EZ
and Assets Less than $500,000
Gross Receipts of $250,000 or more or 990
Assets of $500,000 or more

Source IRS Web Site — Form 990 Series — Filing Phase in

updated January 4, 2009
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