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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

• 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 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.
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Beginning Balance Records

Compare
Balances

on
Reports
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Bank Reconciliation

Compare
balances on 

all reports

Reconciled by 
treasurer only

Recommendation 
required
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Bank Reconciliation (Checks)

Verify all checks have been recorded
•Checkbook register

•Disbursement ledger
•Financial Secretary’s Reports

•Treasurer’s ReportsAll checks signed by two officers
president, treasurer

and one other elected officer
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Bank Reconciliation (Deposits)

Verify all deposits have been recorded
•Checkbook register

•Disbursement ledger
•Financial Secretary’s reports

•Treasurer’s reports
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Bank Charges & Interest
Verify bank charges and interest

have been recorded
•Checkbook register

•Receipts ledger
•Disbursement ledger

•Financial Secretary’s reports
•Treasurer’s reports
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Membership Income
Verify membership recorded and

deposited equals total number
of memberships
114 Members

$ 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
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Membership Expense
Verify membership 

recorded and forwarded 
through channels

equals total number
of memberships:

114 Members
@ $3.60 each
$410.40 total

Check register,
disbursements ledger,
financial secretary and

treasurer reports
should display the same amounts
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Insurance Premium
•Policy covers

January 5 through January 4
•Financial mailing & premium notice 
mailed in November to all presidents

•Payments to be sent through channels
(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
California State PTA

Check register,
disbursements ledger,
financial secretary and

treasurer reports
should display the same amounts
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Executive Board Minutes
Verify all expenditures have been

approved and recorded in the
Executive Board Minutes

Compare minutes to list of
payments authorized and

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
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Committee Reports

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.
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Association Minutes
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

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
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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

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.

 
 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 



2327 L Street, Sacramento, CA 95816 
(916) 440-1985  FAX (9) 620-1411 

Email info@capta.org  www.capta.org 
 
 

2009 California State PTA Convention  #501 

Slide 17 

 

17

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)
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Financial Secretary Reports
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

1

2

2

2
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Treasurer Reports
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

1

2

2

2
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Reporting Forms & Tax Returns

Verify on the audit report 
that all required forms and tax
returns have been completed.

A partial list of required forms
is included in handouts.
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Audit Reports

• 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. 

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

Dates for semi-annual audits
determined by in unit bylaws

Article VI – Duties of Officers Section 8

 
 

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________ 



2327 L Street, Sacramento, CA 95816 
(916) 440-1985  FAX (9) 620-1411 

Email info@capta.org  www.capta.org 
 
 

2009 California State PTA Convention  #501 

Slide 22 

 

22

Audit Reports
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

• 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

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

2

ENDING BALANCES FOR
LEDGERS AND

BANK STATEMENT
MUST BE THE SAME!

1

3

4

5

6

7
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Audit Reports
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 by
the association on the original audit
report and file with financial records

1

23
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Audit Recommendations

All NO answers should be included
in the report as recommendations

to change financial procedures

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
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Mismanagement

• Lack of receipts
• Lack of financial reports
• No bank statements or 

cancelled checks
• Officer misses meetings
• Officer does not return 

phone calls
• Officer does not respond 

to email

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

President should contact  
district PTA immediately  
if mismanagement is 
suspected.
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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

Fax on demand 877-406-3680

National PTA Website www.pta.org

Thank You For Coming!
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AUDIT REPORT FORM 
 

Date ______________________________  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 
 
□  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 
 ❒ correct 
 ❒ substantially correct with the following recommendations 
 ❒ more adequate accounting procedures need to be followed 
  so that a more thorough audit report can be given 
 ❒ incorrect 
 
Audit completed __________________ Auditor’s Signature ___________________________________ 
 
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. 
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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 15th 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 15th. 

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)   
□ 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 minutes     □  Monthly Treasurer and Financial Secretary reports          □  
Annual Financial Report    □  Copy of last tax return filed  

Y N 

II.  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 

III.  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 
checks and deposits not posted to bank statement). Y N 

3.  Deposits and Checks Written: (signed by two:  president, treasurer and one other elected officer) 
     a)  Recorded in checkbook register 
     b)  Recorded in ledger in proper columns 
     c)  Agree with treasurer reports 

Y 
Y 
Y 
Y 

N 
N 
N 
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)  Y N 

V.  Insurance – premium(s) forwarded to council/district by deadline date Y N 
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. 
     (List missing authorizations on recommendation report) Y N 

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

VIII.  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 
XI.  Tax Returns   
1.  Filed annually, if required.  IRS 990 (unit/council/district)  State form 199 (council/district)    RRF-1  (council/district) Y N 
XII.  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 
XIII.  Audit Recommendations   
ll “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 & date the audited materials. 

Y N 

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 
             (Fiscal Year beginning in 2007 and ending in 2008)  

   Form to File 

Gross Receipts normally less than or equal to $25,000         990N 
Gross Receipts more than $25,000 and less than 100,000 and 
Assets Less than $250,000.00 

       990EZ 

Gross Receipts of $100,000 or more or 
Assets of $250,000 or more 

          990 

 
                                   2008 Tax Year 
             (Fiscal Year beginning in 2008 and ending in 2009)  

   Form to File 

Gross Receipts normally less than or equal to $25,000         990N 
Gross Receipts more than $25,000 and less than $1 million 
and Assets Less than $2.5 million 

       990EZ 

Gross Receipts of $1 million or more or 
Assets of $2.5 million or more 

          990 

 

                                   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 Assets Less than $1.25 million 

       990EZ 

Gross Receipts of $500,000 or more or 
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 Assets Less than $500,000 

      990EZ 

Gross Receipts of $250,000 or more or 
Assets of $500,000 or more 

         990 

Source IRS Web Site – Form 990 Series – Filing Phase in                  updated January 4, 2009   
 


