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STEPS TO FINANCIAL REVIEW

Treasurer’s Guide: Dollar$ & $en$e

-Form Audit Committee/hire 

accountant

-Prepare for the Audit

-Conduct Audit

-Requirements After the Audit



FORM AUDIT COMMITTEE/HIRE ACCOUNTANT

•Bylaws: Article VII, Section 5, the 

Executive Board shall select an audit 

committee of 3 members or hire an 

accountant or professional auditor before June 

30.

•Appoint committee members who have 

not handled PTA funds during the period.



PREPARE FOR THE AUDIT

Treasurer’s responsibility to submit 

records to the Audit committee.

WHAT RECORDS? 
All records and forms listed on 

the Florida PTA audit form 

Section A available after June 

30th .





CONDUCT AUDIT

Recommendations in Order of 

Preference:

[with Treasurer present across the room 

or available otherwise to answer 

questions]

1-in person

2-Rotate Books  

3-Electronic meeting



WHAT ARE WE LOOKING FOR?

Audit = following transactions 

thoroughly through records from 

receipts, documents, minutes and 

budget

Review = does not follow all 

transactions, just sampling

Review bank statements, budgets, 

minutes, verifies check, EFT & deposit 

square statement, etc.



IN PERSON

-Everyone review together

-6 feet apart

-Keep hands sanitized

-Spray down the books before 

& After



ROTATE BOOKS 
Each person:

-sprays down before and after review

-makes notes on own review and 
shares with committee members

Examples: Month[s], checks and 
deposits and paper trail

-last person compiles the input for 
the Audit form and any findings/ 
recommendations [have meeting?]

Circulate Audit Form for Signature



ELECTRONIC MEETING

-Set up Secure meeting by 

requiring registration

-Share Documents

-Review together

-Circulate Audit form for 

Signatures









FINDINGS/RECOMMENDATIONS
Findings:

Income:

12/20/2019–$45.57 no deposit slip to document, Treasurer research 
indicates for Holiday Spirit Night

Expense: 

02/07/2020 Ck #1469 written to: Madden Inc. with no invoice or check request 
form, Treasurer unable to locate invoice or form and believes it was emailed. 
Subsequent to audit documentation was provided.

Recommendations:

All transactions must have deposit form and deposit slip.

No check should be written without an invoice or check 
request from.



REQUIREMENTS AFTER THE  AUDIT
Treasurer presents the audit report at the NEXT
general meeting where it is adopted by the 
members.

To remain in good standing, PTAs are required to 
forward a completed dated and signed  COPY of 
the Audit/Financial Review to Florida PTA upon 
completion.

Email Audit Report to:  audit@floridapta.org
by August 31, 2020

mailto:audit@floridapta.org


NEXT: File with IRS!

THANK YOU,

Karen Mazzola

•QUESTIONS?

•audit@floridapta.org

•treasurer@floridapta.org

mailto:audit@floridapta.org

