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Auditor Duties

An audit is more than reconciling or
reviewing the bank account(s).

e Review financial transactions through all records
e Ensure proper accounting for receipts

e Ensure expenditures have been authorized in the
minutes

e Review conformity to PTA financial policies and
procedures

The outgoing auditor is responsible for conducting the audit
at close of term. If the audit is not completed within two {2)
weeks after the close of the books, the president may
appoint a committee to immediately audit the books. The
same time frame must be followed for the mid-year audit.
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The five-minute audit for PTAs

A treasurer’s report includes a lot of meaningful information, but how does the PTA know it’s accurate?
The unit needs to assign a non-check signer to review the bank statement each month, The most logical
choices are the auditor or a member of the audit committee,

Armed with the treasurer’s financial report, minutes and the bank statement the following can be checked:

Treasurer's Report Nov, 1-Nov. 30: Bank Statement
Beginning Balance — Nov. 1 $3,500 Bank Stmt Beginning Balance  $3,5650
Income
Giftwrap 111 $2,400v Deposits 11/05 $2,400v
Memberships 11/14 $ 300v 1115 $ 300v
$2,700 v $2,700v
Expense Checks 99 $  S50viast treas.rpt
CK 100 ABC Co $1,200v 100 $ 1,209V
CK 102 Alpha PTA Councit $ 160 103 $ 300 ¢
CK 103 Mary Smith =$-—-260 5300€ $1.649
~$2. 709 31759 .
Ending Cash Balance —$3:402 $4441 Ending Bank Balance K 102 M%

§ 4441

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

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 pavment of bills.

Step 1: Look at the checks. Verify
o Two signatures on every check
o Payee, amount and date match the treasurer’s report
o Purpose of payment is included in the check’s note section
Step 2: Look at the deposits, Verify
o Date and amount match the treasurer’s report
o Deposits have been timely
Step 3: Assure no online payments or withdrawals have been made using a debit/ATM card.

Step 4: Reconcile the bank statement fo the treasurer’s veport.
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 81,000 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 Toolkif, 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. (vaww.nonprofitcentral biz). Copyright ©2009,
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AUDIT CHECKL!ST Unit Name Date

:DESCRIPTION.

(3 Bylaws & Standlng Ru[es O Budget(s) O LastAudit Report [0ledger 0 Checkbook register
3 Cancelled checks (inciuding voids) 7 Authordzalions for Payment (O Cash Verification Forms
3 Bank statements, bank books and deposit slips (0 Receipts/bilis {7 Cash receipls 1 Executive board minutes
O Association minutes O Commiittee reporis {3 Monthiy Treasurer Report 0 Monthly Financial Secretary Reporls
A Annual Financial Report 0 Workers' Compensation Annuat Payroll Report foorm 3 IRS Forms 990/990EZ/990N
1 State Form 199 (7 State Form RRF-1

if required: €1 IRS Form 941 O IRS Form 1099 0 State Form DE- 6 El State Form DE~542

Financial records provided:. (Ongrnats) R R =
jﬁglnnlﬂg ‘Balange Records =770 ' R I ' - e R S o
1. Check to see if amount shown on first bank statement (adjusted for outstendtng checks and deposﬂs) oorresponds to the
starling balance recorded in cheokbook regrster Iedger treasurer’e report and endmg balance of Iasl audlt 2 2
Bank Reconcliliation : R R
1. All bank statements reconciled since tasi audrt by treasurer and revrewed monthly by non- check signer 0 0
2. Ending balances {checkbook reglster, ledger and treasurer report) agree with fast bank statement
(adjusted for outstanding checks and deposiis not posted to bank statement) ] (=)
3. Deposits and Checks Wiitten: (signed by fwo authorized check signers, per the bylaws) o ]
a) Recorded in checkbook register a a
b} Recorded in ledger in proper columns a 0
c) Agree with treasurer reports a n ]
4. Bank charges and interest recorded In checkbook reglster Iedger and treasurer reports 0 o
‘Membarshtp = i S o BRI T
1. Amount recorded and deposrted equals totai number of mernbershlps
# {members) @ § {membership duss listed in bylaws) 0 a
2. Amount forwarded to councit/district PTA equals total number of memberships
(members) @ $ (amount listed in bytaws) G ju]
lnsurance premium(s) forwarded to oouncilldlslncl PTA by due date S e
Minutes S R

1. All expendltures approved and recorded in executlve board mlnutes
(List those expenditures not approved on recommendation report)

2, All expenditures approvedfratified in associalion minutes
(List those expenditures not approved on recommendation report)

3. Committee minutes record plans, proposed expenditures, and tolai of momes earned

Authorizations for Payment (signed by secretary and president)

1. All authorizations written for approved amounts (List missing authonzatlons on recommendatlon report)

2, Al authorizations have receipt/bill attached {List missing receipts/bills on recommendation repoit)

3. Authonzatrons match checks wntten _
Income : EI

1. Deposrts property supported

2. Cash Verification Forms used with two people counting money

3. Income received malches deposits recorded in checkbook register, ledger and treasurer reporis

4. Designated income spent as specrf ed

‘Financlal Secrétary Roports

1. Filed monthly

2. Receipls/Deposils agreewrth Iedgerand regrster _
Treasurer.Reports R R T T

1. Filed monthly

2. Agree with ledger and checkbook register

3. Annual Financial Report

Committes Roports -

1. Committee reports for aII fundralsers submrtled or report Fn rnmutes
‘Reporting Forms and Tax Retums = :

1. Verfy on Audil Repor that allforms have been rred annuarry (|f requlred)
Audit Reports .- . :

1. Audit done semrannuat!y

2. Prepare and preseni written report with recommendations 1o executive board

3. Present audit report to association for adoplion

4. Forward report to the next level PTA (See Bytaws Dutres of Oﬁ' icers, Audltor)

|ojo|ale| ol |o|. jo|eig| |olal |olojole| ojalojalole |o

Jofajajal |o| |0 |a|cla) |ojo| |o|oiolal |olojalalela o

Audit Recommendations -~

All “No™ answers should be included in the report as recommengations to change f' nancial procedures At the completlon
of the audit, mest with president and financial officars {o discuss recommendations and any comrections as needed.

When emors have been comected by a financial officer and accounts are accurate, draw a double line in red ink where
the audif conclydes on all records. Sign and date the audited materials.

Mismanagement - Is mismanagement suspecled? Contact disirict PTA president immediately for assistance.

a
R

a
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Audit Procedure

e Audit each account separately

e Check “Yes” or “No” as each item is completed

e All “NO” answers require a recommendation, which should

be noted as you work

e Check off items as reviewed in red ink

e Corrections can only be made by the person who created

the original report

3183 09/02 | Elena Chandler Newsletter 56.96 1,044.17
3184 0%/02 | Teacher -- Roomt | Minj Grant  $200/JH +50:08 B44. 17
In this example, JH {Julie Hamada, treasurer) corrected the
check amount AFTER it was discovered during the audit.
2011 California State PTA 4
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everpchild.onevoice,

COMMITTEE REPORT

Please write a commitiee report for all PTA activities. Attach any detailed information as requested or needed.
Report to be filed with president, secretary, treasurer, historian, auditor, committee chairman and others if requested.

Activity Detalls
Name of activity Date hsld Time
Location Approved by PTA membership on; (date)

Presented in cooperation with {list group, agency or organization}

Goals
Money to be used for

Committee Details
Chairman Secrelary
Members (including students)

Consultanis

Meetings
Date(s) meetings were held; (1) (2) (3) (4) (5}
Financial Details
Proposed budgeted income § Actual income  §
Proposed budgeted expense $ Actuat expense  $

Net income $

Volunteer Details

Number of volunteers needed to conduct activity adequately: Totat volunteer hours:
Recommendations O Doagain O Do NOT do again (1 Do again, but modify {explain in #11 below)
Report Detalls. Attach any detailed information as requested.

1. Was insurance company contacted prior to planning? M Yes (ONo
Was exira covarage required? OYes ONo
Cost?

2. Was the Insurance and Loss Prevention Guide reviewed prior to event? OYes [ No

3. Was a written contract required? (O Yes (JNo
Association approval? O Yes O No  Signed by president and one elected officer? O Yes ONe

4. Was the timing of tha activity appropriate? Yes ONo

If not, suggest more appropriate date(s);
5. Attach a detailed timeline to report.
6. Were there any special requirements? OYes 0O No

Explairn;
7. How was activity publicized?

Attach any aricles or fiyers
8. Specify equipment needs:
9. Special contacts/contact information (Speakers, judges, service providers):
10. Altach a detailed financial report. Attach copies of all inventory reports and cash verification forms for auditor.

11. Additional comments:

NOTE
The California State PTA strongly suggests that any fundraiser be audited immediately if a large amount of monles was raised.

Prepared by Date
Report due 30 days after completion of activity.

Californfa State PTA Toolkil - 2009 317
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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.”

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

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

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

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

Receipts not attached to Payment Authorization Form(s).

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

Audits not performed as scheduled.

Bank statements not reviewed by a non-check signer.

inquiry calls by concerned parents, teachers, or principal.

Board unfamiliar with unit bylaws, payment authorization procedure.

Failure to provide a year-end audit on request.
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Financial Situations to Avoid

* School staff member as treasurer or president.

¢ Principal who wants projects funded without going through the approval process
required by PTA,

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

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

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

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

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

* Banks that do not return processed checks (or copies of such.)
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