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Welcome

Today we will be going over the following items: 

– Record Keeping (why, where, what)

– Treasurer Binder

– Outgoing/Incoming Treasurer record keeping 
responsibilities



Record Keeping

• Why is record keeping important?

– Provides a look back at what the PTA/PTSA did in past years

– Having good records and ensuring they are passed on to new leaders 
helps your group build on past success 

– Without this information each new board must start from scratch



So Where do I Keep These Records?

• Central storage spot for records (paper and electronic)

• Not kept in a current or previous board members house



What Records 
do I need to 
keep?



Examples 





This is just one
example of a
filing system

you can use 
whatever system 
works best for you
and your 
PTA/PTSA



Digital Resource Bank

• Maintaining an organized file in the 
cloud is just as crucial as it is for the 
hard copies

• For Google Drive/Dropbox/any other 
cloud storage option files, organize by 
position or event and then by year.

Resist the temptation to organize 
everything by year and then position!



When do we and how do we 
destroy files 

An example of 
how long to 
maintain a record

Every PTA/PTSA 
position has an 
active binder 
where records for 
that year are 
maintained.  At 
the end of the 
current school 
year is when the 
records will be 
removed from your 
binder and filed 



Treasurer Binder

Here is an example 
of how you could  
choose to set up 
your
Treasurer binder



Treasurer Binder
• As you can see on 

Page 7 of the Dollars 
and Sense, it does 
provide you with the 
minimum items you 
should have 

• Helpful hint!!!

– Anytime you complete 
one of the mandatory 
compliance item, 
ensure you have it 
annotated at your 
meetings, the date it 
was completed as well 
as the date sent to FL 
PTA and uploaded into 
Memberhub.



Treasurer Binder

Another example on how to keep your binder 



Transition Period
• The treasurer’s term of office begins on July 1, but he or she should start “transitioning” right 

after being elected to serve. 

• Both the outgoing and incoming officers (all positions) are responsible for an effective and 
efficient transition between fiscal years. 

• During the transition period between their election and June 30, all the incoming officers 
should meet as needed: 

– to coordinate with the outgoing officers, 

– prepare for their term of office, 

– formulate their tentative plans and proposed budget, 

– schedule their calendar, 

– coordinate with the principal, and

– select commissioner and committee chairs, if applicable

– attend the Florida PTA convention in July. 

• The incoming officers shall assume no financial responsibilities nor obligations until July 1



The Outgoing Treasurer is 
Responsible For…
• Preparing for and seeing that the Annual Audit/Financial Review is completed

• The books are closed no later than June 30. 

– No transactions should occur between the time the books are closed for the annual audit, which will be no later 
than June 30 and the time the incoming treasurer begins making transactions, which will be no earlier than July 1. 

• The Audit report will be submitted to the Florida PTA and uploaded into Memberhub (under compliance 
section) no later than 31 August each year.  The Audit will need to be presented to General 
Membership and annotated in the meeting minutes (to include the date the audit was sent to Florida 
PTA and uploaded in Memberhub)

• Preparing the applicable IRS filing—either Form 990N, 990EZ or 990 and related schedules

– All PTA/PTSAs are required to make an annual filing with the IRS. 

– A copy of the 990N/990EZ/990 as well as the accepted notification from the IRS needs to be submitted to Florida 
PTA and uploaded in MemberHub under compliance

– While this form is due 15 November each year, it is best practice to complete in conjunction with the audit since 
the information needed on the 990s is also located on the Audit

– Do not forget to report at your next meeting, for meeting minute documentation, the date you filed your 990 with 
the IRS as well as the date the 990 was sent to FL PTA and uploaded into Memberhub



The Incoming Treasurer…Have you…

1. received the training you need to fulfill your responsibilities as treasurer? 

2. made note of the duties of the treasurer and other financial requirements 
per the PTA bylaws? 

3. begun your responsibilities as chair of the budget committee? 

4. taken custody of the checkbook by July 1 and the prior year’s financial 
records?

5. had the signature card at the bank changed, effective July 1? 

6. set up a current year’s financial binder? 

7. made sure that a ten-year file and a permanent file of financial records 
are retained and stored in a safe place, at the school if possible? 



Questions?
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