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PTA Auditor Workshop
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The purpose of an audit

» Check the accuracy of all finance officer books

» Look for inconsistencies and errors

» Verify that funds collected and spent are done as the membership voted to do
» Review committee (event planner) reports

» Verify that ATM banking is done. ATM cards are not allowed per CAPTAtoolkit.
» Review Electronic Funds Transfer (EFT) forms

Who completes the Audit?

You have options

Your PTA auditor

» An audit committee is put together

Paid independent auditors, like a CPA
Council or district auditor, as a last resort

v

v
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Audit Timell

» Annual audits are done twice per year:
June 1st through November 30th

December 1st through May 31st

» Audits are also done when bank accounts are closed or if a check signer is
removed

» An audit should not take more than 2 weeks to complete




Appointing an Audit Review Committee reviews the audit

4

The audit review committee members are appointed by the executive board and must
be ratified at an association meeting. The audit committee shall be composed of the
auditor and at least one other member (but we recommend two other members)

Thde apgointed committee that was appointed can review the mid-year audit and the year-
end audit

The review committee members names appointed must be noted in the executive
meeting minutes

Each review committee member reviews the audit; each must sign the audit report.

Audit Review Committee reviews the audit

Audit report is dated

Audit report is signed by the unit auditor

Ensure "Dates covered by this audit" are consistent with the unit's fiscal year-end per unit
bylaws

Ensure "Balance on hand" at audit period end agrees to (equals) "Balance in checking
account" at audit period end and the Treasurer’s Report balance

Ensure completeness of Audit Check list and ensure all, "No" answers have been
included in the report as recommendations to change financial procedures.

Ensure "No" is selected for "Mismanagement" if "Yes" is selected contact Burbank PTA
Council President




Audit Checklist Procedure

>
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>

Audit each account separately, all accounts must be audited, even with a zero
balance

Checking

Savings

Square

PayPal etc.

Check “YES” or “NO” as each item is reviewed

All “NO” answers require a recommendation and should be noted as you
work

As you review the documents initial and date

Mismanagement, what to look for

>
>
>
>
>

Lack of receipts

No Financial Reports

Officer misses meeting and does not return phone calls or emails
No money to pay bills-PTA

Checks returned for lack of funds




Financial Situations to Avoid
» Schools staff members as treasurer or president

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

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

» Lack of/incomplete minutes, particularly in matters involving funds

Membership Income Review

» Recording Secretary or Membership chair has the official membership
list

» Verify memberships and electronic membership records and that
deposits equals total number of memberships

» Verify membership dues were recorded and divided correctly for the
unit/council/district income and “income not belonging to the
unit/council/district”

) » Verify that “disbursements not belonging to PTA” has been forwarded
B through channels




Audit Check list of documentation needed to begin the audit

v Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv Vv v Vv
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Bylaws & Standing Rules — should be no older than 3 years
Budget(s) — should be input to myPTEZ
LastAudit Report — should be in the auditor book
Checkbook register — likely on myPTEZ

Cancelled checks (including voids)

Authorizations for Payment and EFT authorizations
Cash Verification Forms

Bank statements, bank books and deposit slips
Bank Reconciliations

Receipts/bills

Cash receipts

Executive board meeting minutes

Association meeting minutes

Committee reports

Treasurer Reports (Executive Board & Association)
Financial Secretary Reports

Annual Financial Report

Workers’ Compensation Annual Payroll Report form
IRS Forms 990/990EZ/990N

State Form 199 State Form RRF-1

State Form CT-TR-1 (if required)

As required for PTAs with employees or independent contractors:
IRS Form 941

IRS Form 1099

State Form DE-6

State Form DE-542

Other:




Financial handouts used and reviewed for the audit
Audit Report

Sample Audit Report

Audit Check list

Sample Audit recommendation letter

Five minute audit check list

Payment Authorization/Request for reimbursement
Warrant also known as Authorization for Payment
Committee report

Request for advance/payment authorization
Fiduciary agreement

Cash Verification form

Check and Checkbook Register sample

Checking account ledger Sample

myPTEZ Ledger Sample

Authorization to transfer funds between accounts
Authorization to purchase on the internet

Audit committee protocol

v VvV Vv VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV VvV v Vv v

Web Links
» https://capta.org/
» http://toolkit.capta.org/

Audit Report Fillable
»  http://downloads.capta.org/toolkit/forms/AuditReport.pdf



Finance Commission

The five-minute audit for PTAs
A treasurer’s report includes a lot of meaningfil information, but how does the PTA know it’s acourate?
The vmt needs to assign a non-check signer to review the bank statement each month The most logical
choices are the anditor or a member of the audit committee.

Ammed with the treasurer’s financial report. mimntes and the bank statement the following can be checked:

Treasurer's Report Nov. 1-Mow. 30: EBank Statement
Beginning Balance — Nov. 1 $3.500 Bank Stmt Beginning Balance  $3,550
Income
Giftwrap 111 $2,400v Deposits 11705 52, 400v
Memberships 11/14 $ 300 1115 5 200+
S2700 v 32 700+
Expense Checks 99 $ B0vlast treas.pt
CK 100 ABC Co 51,299+ 100 §1,209v
CK 102 Alpha PTACouncii § 160 103 5 200 &
CK 103 Mary Smith —§-250 S 51,649
€2 700 51750 :
Ending Cash Balance —$3.405 51041 Ending Bank Balance W &%

Call president and treasurer. Looks like Nov. treas.” repost
-check #1032 needs to be corrected. Could be bank error?

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

Step 1: Look at the checls. Verify

o Two signatures on every check

o Pavee, 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 amcunt match the treasurer’s report

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

Make adjustments for checks that have not cleared and deposits not shown.

Step 5: Contact the treasurer to determine the source of the error(s). Correctons, if required, are
included in the next treasurer’s report. Report findings ro unit president, treasurer and
auditor (if reviewer 150t the auditor).

Note: the five-minute audic will NOT reveal that the treasurer allocated 5100 collectad for Membership
Dues o Gifi-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 thar a check cashed by the bank didn 't show up on the
treasurer s report. I this happens, ask more questions and mvestigate firther!

PTA resources include Toolkit, Finance section: 3.3 Banking, 5.3.3 Bank Statements, 5.3.6a Check
‘Wniting; Forms section: Check Sample.

Adapled & reprinted with permission from NonProfit Central, Ine. {www nonprofiicentral biz). Copyright G2009.
Califormia State PTA www.capta.ong The Commiiicator January 2010

-
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AUDIT REPORT
Date Fiscal Year

Hame of Unit IRS EIN
Council District FTA
Bank Mame Account Mame
Bank Address City/Fip
Membership Dues Per Bylaws 3

Total Members YTD E-Members ¥TD

Dates covered by this audit o
Check numbers reviewed in this audit to

BALANCE ON HAND at date of |ast audit {date)
RECEIPTS since last audit

DISBURSEMENTS since last audit
BALANCE ON HAND as of (date]

_.
=
E

Lo R R I

BANK RECONCILIATION

BANK STATEMENT BALAMNCE as of {date]
DEPQSITS not yet credited (add to balance]
5 5

A

UNCLEARED CHECKS iUt check number and amaunt]

# 3 # 5 # 3
# 3 # H # b

TOTAL uncleared checks (subtract from balance} 5
BALANCE m checking account as of (date) i =
*Thecs Rnes musst balanos

Read the following when the auditor's report is given: | have examined the financial records of the treasurer of
PTAPTSA and find them:

O comect.
O substantially comect with the attached recommendations and findings.
O partially comect More adequate accounting procedunes need to be followed so that a more thorough audit
report can be gven.
O incomect.
mnmmwwmmnuzm“mmm
A separate audit Siem must be compieted for each bank acoount.

Date Audit Completed Date Audit Reviewed by Committes
Date Executive Board Sdopted Diate Aszodation A d
Buditor’s Sipnature Auditor’s Printed NMame
Review Committee 5i (s}
to: unit p it . and treasurer; councll tressurer of audiior and district PTA treasurer o

Lt o4

mmumwma Himmmmnmmmpmbmmwn_}
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AUDIT CHECKLIST Unit Name Date
DESCRIPTION YES NO NA
Financial Records Provided: List missing records/forms not comy on recommendation re a a

Bylaws & Standing Rules [ Budget(s) [ LastAudit Report [ Ledger U Checkbook register

11 Gancelled checks {including woids) 1 Authonzations for Payment  [1 Cash Verdication Forms
Bank statements, bank books and deposit sfips [ Bank Reconcliations Receipt=/bills 1 Cash receipts
Executive board minutes [ Association minutes [ Committee reports U Treasurer Reports (Board & Association)

11 Financial Secretary Records (1 Annual Financial Report (1 Workers' Compensation Annual Payroll Report form

| IRS Forms B90/BO0EZ/2B0N (1 State Form 129 State Form RRF-1 [ State Forn TR-1 {if required)
As required for PTAs with employees or independent contractors:
{1 IRS Form 841 [1 IRS Form 1088 (| State Form DE-S || State Form DE-542 [ Other:

Beginning Balance Records

1. Check to see ¥ amount shown on first bank statement [agjusted for outstanding chiecks and gepasis) comespaonds to
the starting balance recorded in checkbook register, ledger, treasurer’s report and ending balance of last audit

Bank Reconciliation

1. All bank staternents opened reviewed, signed & dated monthly by non-check signer

2. All bank statements reconcied by Ireasurer and reviewed, signed & dated monthly by non-check signer

3. Ending balances [checkbook register, ledger and treasurer report) agres with [ast bank statement
{adpested for gutstanding checks and deposits not posted to bank statement)

4. Deposits and Checks Wiiten: (signed by e authorzed check signers per ihe Dylaws)
3} Recorded in checkbook register
b} Recorded in ledger in proper line itemsicategoriesicolemns
cl Agree with treasurer reports

5. Electronic ents and deposits recorded in checkbook register. ledger and treasurer

ooooo o (o (a
goooo o (o (a

&. Bank changes and interest reconded in checkbook register, ledger and treasurer reports

Membership
1. Amount recorded and deposited equals total number of memberships received
# {members) @ ¥ [membership dues listed in bylaws) = §
2. Amount formarded to next level PTA equals tofal number of memberships received
# imembers) @ § (per capita amount listed in bylaws) = 5§
Insurance — premesm{s} forwarded to neut level PTA by due date
Minutes

1. Driginal budpet and updatesichanges approved by associafion and recorded in minutes

2. Funds released by association and recorded in minutes as released

3. All expenditures approved and recorded in executive board minutes
(List those expenditures not approved on recommendation report)

4. All expenditures approved/ratified in associafion minutes [List those expenditunes not 3pproved on FeComEEndasion repar)

5. Committee minutes record plans, propesed expenditures, and total of monies eamed

Authorizations for Payment {signed by secretary and president)

1. All suthorizations written for approved amounts (List missing authorizations on recommendation repaort)

2. All authornzations have receiptbdl attached (List missing receipts'bills on recommendation report)

2. Authorizations match checks written

1. Ceposits propery supporied

2. Cash Verfication Forms used with two pecple counting money and signing

3. Income received matches deposits recorded in checkbook register, ledger and freasurer reports

4. Designated income spent a5 specified

Financial Secretary Reporis

1. Filed for every association and board mesting

2. ReceptsiDeposits agree with ledger & register

Treasurer Reports

1. Filed for every association and board mesting

2. Agree with ledger and checkbook register

2. Annual Financial Report

Committee Reports

1. Committee reports for all fundrasers submitted or report in minutes.

Reporiing Forms and Tax

Returns.
1. Werfy that all forms hawe been fied annually (¥ requred)

Audit Reports

1. Audit done semiannually

2. Audit reviewed by review committes or conducted by qualified accountant

3. Present written report with recommendations to execufive board

4 Present audit report to associabion for adoption

ooooo o (O oea oo |oojoo |Qoooooo (oo [ga (g
aloooo o (g joea oo |oojoo |Coooooo (oo [@a (g

5. Forward report to the next level PTA

Audit Ry dations

All "Mo” answers should be mcluded in the report as recommendabtons to change financizl procedwres.

Al Me compienion of the ST, mee! Wi president and financisl ofcers to (VSCUES MECOMMENTEtons and 3y COmecions 25 needsd. When
ETTAE hawe Dbeen comechsd by 3 Anancial oficer and SCCOUNTS 3/ ACCUEE, 03w 3 Joubée Ane in red ink where e JUdi conciedes on aF
TECONTS. Sign & g3 the Juctied maEtanais

Mismanagement — s mismanapement suspected? (Contact district PTA president o abety for assstancs ¥ pes:) [=] a

Fig. F-5 Audit Checklist
California State PTA Toolkif — June 2020 F4f Finance
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AUDIT REPORT

Date Fiscal Year
Mame of Unit IRS EIN
Council Burbank District PTA __ Firsr
Bank Name Account Name
Bank Address CitylZip
Membership Dues Per Bylaws 5
Total Members YTD E-Members YTD
Total Members not inciuding TOTEM E-Members = TOTEM membern
Dates covered by this audit (e}
Check numbers reviewed in this audit o
Endng Balanee on Hand from last Audit Repon
BALANCE ON HAND at date of last audit (date) T
RECEIPTS since last audit fotal Deposits from the PTAES? Treasurer ﬂﬂgm —_ 5
I‘;‘I'LT.AL 5
i i fota) Nsburgements fram the P g
DISBURSEMENTS since last audit i i — F
BALANCEONHAND asof ___ (dale) Sseceirom PTAESY w—die 5 °

EANK RECONCILIATION

BAMK STATEMENT BALAMCE as of (dat=} 3
DEPOSITS not yet credited (add to balance) 3
5 5 3
Thess fwo ines /
UNCLEARED CHECKS (List check number and amount) must be the same,
OMErwise your
# ] = 3 % 5 mudif doss not.
# 5 = 5 & 3 balanoe
TOTAL uncleared checks (subtract from balance) 3
BALAMNCE in checking account as of (date} 3 ) ‘/
“Thasa Nnes balanca

Read the following when the auditor's report is given: | have examined the financial records of the treasurer of
PTAFTSA and find them:

O comect.

O substantially comect with the attached recommendations and findings.

O partially correct. More adequate accounfing procedures need to be followed so that a more thorough aodit
repart can be given.

O incomect.

Attach separate report of sxplanation and recommendations to execitive board.
A separate audit form must be completed for each bank account.

Cate audit Complated Date sudit Reviewed by Committes

Date Executive Board Adopted Date Association Adopted
Rewision includes Audif Review Committes info

Zuditor’s Signature e auditor’s Printed Name

Review Committee Signature|s)

{Copies to: unit president, secretary, and freaswrer; counci treasurer or auditor and district PTA treaswrer or
auditor as directed by the district PTA. Attach copies of tax filings to copies provided to next level PTA )




Bank Ledger - AAA Checking

New PTAEZ Deina From July 1, 2019 to June 30, 2020
Deposit/Receipt # Date Amount Description Categories
Deposited Receipts
Deposit 09/04/2019 6.00 totem dONATION
Receipt #121371h 09/04/2019 6.00 Donation Collection Fee
Donations
Deposit 09/05/2019 27.75 totem memberships AND DONATIONS
Receipt #121372h 09/05/2019 2715 Donation Collection Fee
Donations
Table Top Admission
Deposit 11/21/2019 128.34 WWB
Receipt #121376h 11/01/2019 128.34 Qutreach
Deposit 01/19/2020 2,602.00 CLEAR
Receipt #121365h 06/28/2019 350.00 dep1 Yearbook
Receipt #121366h 06/28/2019 901.00 dep2 Yearbook
Receipt #121367h 06/28/2019 40.00 corr1 Yearbook
Receipt #121362h 07/24/2019 390.00 1Room Party 1st
Receipt #121363h 07/24/2019 901.00 1Room Party 1st
Receipt #121364h 08/06/2019 10.00 membership Membership Dues
Membership Receipts Pass-Through
Receipt #121377h 11/21/2019 10.00 eScript payout E-scrip income
Checks
Check #106 11/01/2019 50.00 Reimbursement for PTA Meeting AAA Checking
Fundraiser
PTA Membership Dues (AV)
Check #105 11/21/2019 25.78 Light bulbs AAA Checking
Bank Charges
Grants
Check #107 11/21/2019 50.00 RLRS AAA Checking

Safety and Disaster
Supplies Expense



Treasurer's Report
From June 1, 2020 to June &, 2020

Date Type Number Description Amount Totals

Gain FCU Savings

Balance On Hand 6/1/2020 5.00
Total Deposits 0.00
Total Disbursements 0.00
Balance On Hand 6/6/2020 5.00
Gain FCU Checking

Balance On Hand 6/1/2020 19,505.25
Total Deposits 0.00
Total Disbursements 0.00
Balance On Hand 6/6/2020 19,505.25




sample Audit Recommendations

Zampis FTA
Summary of Audit Findings
2017-20118 School Yoar

Jul 2017 - June 30, 2018

Wagrants without proper suppordng doctmentation:

s Thers wane vananle provided as supped ing docomaendsiion Toe sach experdiuze made during the
year unden aucil. Howaver, mos: wamanes (ghl o 8 veamanls) did st contain 2 second anprous|
slgnaturs from-a FTA offier. [nsswal cases, the oniy signetire providecd was the Szcrotsngs -
thare was ng approval from the Preaident or designatad officer 8 1he President was named ag (e
YT,

¢ Thefolowing werments did nol irdudes sn inmice or receipts a8 suppartig docomantation,

; Crack® |  Paves Amount Coinranls
AL e 3 3 8O
R - e ™ R A
!ﬁ- Renaizsance [ cami 170328 |
| BT Alyees Blvans 12880 |
| o548 Faslon Erlsiprieas | 1G7ES | Prtan af Gems cederad oy no irvaice
| 47 | ww 0000 | D e A = T
|55 T TTATER | BETp et ingluded i amout reinburssd |
ToBSd e To00 _ Onily 517,04 reczipts Feluded a5 support
TRE Wik, SO0 wrnatt fiom Dresana Gearla oy BUpaot (aslavd
' ~.?F= T Do 45001 | Rateipl was et

= The folaears warrmaks dig oot inzlude any approval sigmetumes:
ek $295 - Ab,
“Chack #5613 - Carouzal Graphios

Checks without proper signatu ras:

= The falesdrg e chocks did not contsin 8 velid secand signature 25 meqiltad (al) wem signsd onby
oy MO Tresaerer #3505, 513, 574, 517, L6,

Frepared by 1V A Awdilor Puge Tl 2
Adlgust 24, 201§




Unit:

Check #2761 to Check #2768

The UNIT Treasurer will please pay the following on order:

Authorization for Payment

Date of Check Payable To: On Account Of: Check# Amount Comments
9/3/19 Babysitting 2761 50.00 9/3 Meeting
9/3/19 Babysitting 2762 50.00 3/3 Meseting
9/3/19 President’s Reimb. 2763 30.35 ID Badges
9/3/19 LISTWorkshops 2764 126.62
g9/15/19 Memberships NB2C 2765 1,670.00
9/23/19 Babysitting 2766 146.75 Inv 1065 - LIST
9/3/19 LISTWorkshops 2767 13.59
g9/23/139 Reflections 2768 850.00 Advance

Total To Be Ratified: 2,037.31
Ta Be Paid this date:
Babysitting 2769 50.00
Babysitting 2770 50.00
Total to be Paid: 100.00
Total of This Warrant: 3,037.31
THIS ISTOVERIFY THAT THE ABOVE ITEMS WERE APPROVED:
Meeting Date 10/7/19
President Date Recording (or Financial) Secretary Date
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REQUEST FOR ADVANCE/PAYMENT AUTHORIZATION
ATTACH ALL RECEIPTS TO THIS EXPENSE STATEMENT

Name Talephone | ]
Addrass
City/Zip
Funds being requested for:
List estimated costs: 5
b
H]
b
TOTAL ADVANCE REQUESTED §
| request the sbove advance for expenses of authorzed PTA uminess. Within teo

wieks of the completed assignment, | agree to submit an expense statemant along with the required receipts and to refund any
unused portion of the advance or to caim monsy due to me, providing the total |s not in excess of the approved amount.

Signature Date

For PTA TREASIFRER USEX

3 Membanship-approved aclidly O Funds raleased by mambership
O Exscutive Board-approved axpenditune
Bungst Casegory Bdgaing Amount Chack Humber Amont
President’s signature: Date:
Date approved in minutes; Secretary's signature:

172011

California State PTA Toolldt — 2013 32
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PAYMENT AUTHORIZATION/REQUEST FOR REIMBURSEMENT
ATTACH ALL RECEIFTS TO THIS EXPENSE STATEMENT

Mame of Payee
PTA Position
Address
CityiZip
Telephone | 1 Emai
Expenditure was for:
List Expenditures: -
5
5
3
TOTAL EXPENSE  §
Total Amount Claimed From Above 3
Minus Advance Received 3
Reimbursement Claimed :
Mot claimed — donate to PTA -
Refund to PTA (Enclose Check) 3
Signature Date

Signature of WVP/Chaiman for Program/Ewvent

For PTA TReaAsuRER UsES
O Membership-approved achvity
O Funds released by membership
O Executive Boand-approved expendbune

Theck Rarier mmzﬁmﬁ

President’s signature: Digte:

Digte approved m minutes; Secretary's signature:
032009

California State PTA Toolkit — December 2018 FOI2B
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CASH VERIFICATION FORM
{Membership, Fundraisers, Donations)

COINS CHECHKS Atfach adding machine tzpe of ilemized checks.

A A A A N A A A R A

b o bk e dh R R R R A

i

U b M gk b S Bh e B R W SR B A
R e e e e e ]

Cash Total: Check Total:

Cash Tetal:

Check Total:

Grand Total:

Membership Dues

# members {3 $ {dues) =35 + donations =5 GmndTutaiﬁ

FOR OFFICIAL US

Finance F40 Califomia Siate PTA Toolkit — December 2018
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AUTHORIZATION TO TRANSFER FUNDS

BETWEEN ACCOUNTS
Date:

Reason for transfer;
Transler from account:
Transfer o account:
Amount fo transfar;
Requested by:
Authorized by:

(Authorized Check Signer)

[Authorized Check Signer)

Thig form must be signed by two authorized check signers before any transfer may be mada.
Sigratures by facsimile copy will be accapted.

Date of Transfer Bank Transaction Number

102040

Callformia State PTA Tooldt — 2043

T
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COMMITTEE REPORT

Plaase write a commilies report for all PTA activities. Allach any detalled information as requested or neaded.
Report ta ba filed with president, secretary, treasurer, historian, auditor, committes chairman and others if requestad.

Activity Details
Mame of activity Date held Time
Location Approved by PTA membership on: jdass)
Presented In cooperation with {list group, agency or onganization )

Goals:

Money to be used for

Committes Details
Chairman Secrotary
Members (including 1

Congultants

Mestings
Date(s) meatings were held: (1) {2} {31 [ (5]

Financial Details
Proposed budgated incoms  § Actusl incoms  §
Proposed budgetad expense  § Actual expense  §
Met income  §
Volunteer Details
Humbar of voluntesrs nesded o ¢ activity adequately: Toral voly hoUrs:

Recommendations O Do esgain 0 Do NOT do again O Do again, but modify (axplain in #11 bolow)

Report Details. Attach any detalad information 28 requestad,

1. Was insurance company contecied prior io pienning? OYes OMNo
WaE Bxirs COVErage redquined? OYes OMNo
Cost?

2. Waa the [naiwance and Loss Prevention Guide reviewsd prior to avent? OYes OMNo

3 Was a written contract required ? OYes OMNo
Association spproval? OYes DO HNo  Signed by president and one elected officer? OYes OMNo

4.'Was the timing of the activity appropriate? OYes OMNo
If not, sisggest more approniate dateds):

5. Antech B detalled timeline 1o report.

6. Were there any special requirements ¥ OYes OMNo

Explaln:
7. How was activity publicized?
Antach any artickes or fllers
8. Specify equipment nesds:
9. Special contacts/contact information (Speakers, judges, service providaers)
10. A!tachadauﬂadﬂnanmﬂrqx:tkmdlmufaﬂ irmventory reports and cash verification forms for swditor.
1. Additional c

NOTE
Tha California State PTA strongly suggests that any fundralser be sudited Immediately if & lamge amount of monles was ralsed.
Prepared by Diate

Raport dus 30 days after complation of sctivity.
Callfomia State PTA Tooldt — 2013 a



What is needed to submit your audit
» Audit report for each account
» Audit checklist for each account

» Audit recommendation letter, (if one was needed)
for each account

The audit is presented to

» Your Audit Review Committee
» Your PTA executive board

» Your PTA association

» Burbank Council PTA. Via Google Drive by your Unit
President/Treasurer




Websites:

» http://toolkit.capta.org/
» http://toolkit.capta.org/?s=auditor
» http://toolkit.capta.org/forms/




Thantk you, we appreciate

Yyour lime and dedicalion.




