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In this presentation we will

« Review end of year financial reporting requirements
« Discuss the audit/financial review process
« Learn about 990s and IRS requirements (briefly)

« Understand Florida PTA compliance requirements as well as
Hillsborough County compliance requirements in Givebacks.




A/PTSA Treasurer's Calendar

End of Year Transactions: Ensure all deposits are made. Set deadlines for reimbursements and pay May/June
all bills. Check that you have remitted all county, state/national dues.

Insurance: Review, update, and pay policy before it expires. Submit proof of Policy via Varies
Memberhub.

Annual Report: Create report detailing the entire year’s receipts and expenditures, as compared to  June 30
the budget amounts

Prepare for Audit/Financial Review: Organize the PTA/PTSA financial records to ensure all required  June
documents are ready to be turned over to the audit/financial review committee. Print out the

audit/financial review form and complete your section.

Audit/Financial Review: Audit/Financial review committee should complete work in July. August 31

Completed report and financial records should be give to incoming treasurer. Submit completed
audit/financial review to Florida PTA by emailing to: audit@floridapta.org as well as upload a copy
to Memberhub / Compliance/ Submissions.

File IRS Tax Return: 990N (<$50,000 gross receipts), 990EZ (<$200.000), 990 long form (>$200,000).

Submit form and confirmation of submission to Florida PTA by emailing: 990@floridapta.org as
well as uploading a copy to Memberhub / Compliance / Submissions ~~ Best practice is to
complete when audit is completed — do not wait!

November 15

Transition to New Fiscal Year: Add new signatories to the bank (and remove old). Discuss PTA
priorities and develop budget. Create and organize recordkeeping system for upcoming year

July

Submit Dues: Send state/national dues to Florida PTA. Don’t forget to have all executive board
members join for the new year

Every Month

Submit County Dues: Send County dues to Hillsborough County Council

1 October




End of the Year

« End of Year Transactions

¢

s 7/,
% o0

e Check Insurance

* Annual Report

- Organize Records for Financial Review




Insurance

« Check the renewal date of the policy

« There is likely already an insurance policy in place to renew. You
can get PTA insurance from companies such as RV Nuccio or

AIM.

« Check your insurance if you are doing an activity with higher
that normal risk:

— Carnival or Festival
- Sport Camp
— Babysitting Service




Treasurer’s Binder or File Box

« What to include
« Executive Board Contact Information
« Membership Roster

« Bylaws and Standing Rules

* Minutes (executive board and general
membership, by date)

« Approved/Amended Budget
* Monthly Treasurer’'s Reports

* Monthly Bank Statements

« Monthly Bank Reconciliations

« Previous Year’s Audit/Financial Review

Insurance Policy

IRS 990 filing

501(c)(3) determination letter

Florida Sales Tax Exemption (optional)
General Ledger and Check Register

Expenditures (with receipts/invoices)

Deposits (with cash counting form, check
listing, etc) )




What isan Audit/Financial Review?

III

Not a “pass or fail” process

Ensures the PTAs/PTSAs are following proper financial procedures and are
practicing financial responsibility

If not, this process helps them get back on track

The treasurer for the Audit/Financial Review period gathers all records and
tums them over to the audit/financial review committee

The audit/financial review committee completes the form using the
documents turned over to them by the treasurer

Once complete, the audit/financial review form and financial records are
given to the incoming treasurer

Then completed form isto be submitted to Florida PTA by emailing to
audits@floridapta.org and uploaded to memberhub / compliance

The report should be shared with the executive board when received

And should be presented to the General Membership at the first meeting
and have the results annotated in the meeting minutes



mailto:audits@floridapta.org

When and Who?

Complete a financial review:

« Before a new treasurer takes over

« At the end of each fiscal year (completed in July)

The audit/financial review committee consists of 3 people appointed by
your executive board:

- They cannot be signers on the unit’s account(s) and cannot be family
members of signers

« They may come from your board or your membership

- Some PTA/PTSAs hire an auditor/CPA —this can be very expensive. Not
all accountants are familiar with non-profits
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READ THESE INSTRUCTIONS CAREFULLY AND GATHER ALL
MATERIALS BEFORE COMPLETING THE AUDIT

Purpose: To meet the Florida PTA and IRS audit compliance requirement as stated in the Local
Unit Bylaws, Article V11, Section 5, which reads In part:

a PTA An n u a I Au d it/ “The treasurer’s accounts shall be examined annually by an cuditor or an audit committee of not fess than three

members who, satisfied that the tregsurer’s annual reéport is correct, shall sign a statement of that foct ot the

= - end of the report. The audit committee shall be appointed by the Executive Boord. The committee’s report shail
I na nCIa EVIeW Orl I l be given at the next regular meeting after the audit is completed.”
e Auditors of the PTA books must be current PTA Members and CANNOT be signers on the

bank account or have handle PTA funds for fundraisers, deposits, etc., during the period
being audited.

* The Executive Board shall select an audit committee of (3) three members or hire a
Professional auditor/CPA.

e The PTA/PTSA Treasurer shall organize and submt to the auditor(s) all financial records and
forms after the end of the fiscal period, June 30, each year. (See Page 2 for financial records
required.)

« The completed audit must be presented 1o the members at the first general membership meeting
the following fiscal year. It is presented to the membership for informational purposes only.

To remain in Good Standing, PTAs are required to emall, fax, or mall a completed, signed, and
dated copy of the Audit Report to Florida PTA as specified in the bylaws Article |V Basic Policles,
nem | —

*The annual financial oudit/review must be completed and a copy
sent to the Florida PTA State Office by August 31st each year.”

Emall to: auditi@FloridaPTA org
FAX: 407-240-9577

Mail a copy to: Flonda PTA, 1747 Orlando Central Parkway, Orlando, FL 32809

*This audit must be completed before filing the IRS 990.

**Please provide a completed copy of this audit to the person preparing your IRS Form 990.
***Do not wait for Florida PTA to confirm or approve the audit before you file the IRS 990. You
may file the IRS 990 as soon as the audit has been completed and emailed to

audit@fioridapta.org.
All PTA/PTSA units must file (1) one of the three types of IRS 990s listed below:

The three-year average of gross receipts will determine the correct form IRS 990 to file
File the 990N postcard for those PTA/PTSA units that earned less than $50,000.

Flle the 990EZ form for those PTA/PTSA units that eam between $50,000 and $200,000.
Flle the 990 form for those PTA/PTSA units with more than $200,000.
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PTA ANNUAL AUDIT/FINANCIAL REVIEW FORM (Page 10f 2) nerpetMd mrokoe”

Date of Audit jme/acppyc 8 Digit Local PTA Unit ID | | | | | | | | I

FULL PTA/PTSA Name: County:
Audit Contact Person: PTA Positionc
Street Add

Cry: igx
Phone: Emad:

Banking lestitution Namg:
Austor/Audit Committes: Please complete Sections Aand 8. Audit Period C d: July 1,20 10 June 30, 20

/ Section A Axdit Committee.  Plaase check the baxes of the financial records prowided 1o yow from the Treasurer.
a I I 2 eVIeW FO rI I I (1) Copy of last annual audit regort (a5 of June 30 pravious year) L M any wire conductad, copis of any interim audis tha
wir e conducted during the year

(L Al Bank Statements (inchaSing PayPal, Stripe, Square, Venmo,

CathaApp, etc.) o Yumv#ﬁmmﬁmmwmwmun‘
L] Checkbook register with ieg balance (handwritten, excel, frnid gor ship Asnual Mesting
QuickBooks, €2¢.) Checkbook O MNHMWWAMHW'MMM

() Cancelled checks upon and approved by the memBership at a general

L) Copies of ALL credit card statements (if applicadie) B3 Misutes of o8 PR oad )

[T} Al Deposit Receipts/Mecords mestings.

[} Al Cash Werification Forms and Receipts L Bylaws - Currant copy of your Bylaws, Stamped Agproved

) Al One ok Roquast Forms with receipts/bills attached by FPTA

(L) Pre-Approval & Authorization Forms for credit, debit, and EFT L Filed copy of IRS Form 990, PI0EZ or 990N “acceptad™
Qapendes Receipts of bills paid or Remized statements confiemation from pravious tax year.

(1) Treasurer's Lodger Book (Excel Spreadihoet, QuickBooks, e1c) Ll No Records Feund o Provided Due 10 Inactive Yaar

Section B Pleose check Yes or No for each of the following questions, if apphicable.

Y N
O ) 1 00w amourt shown on first bank ¢ b ding checks and ) correapond %o the startng balance
recorded in checkbook regrter, ledper, Sesicrer’s report and ending belance of sudit from previous sencdd scde?

g 8 2 Were bark d by by he ?

0 xw-ummwummmmmmummmmmuw.m.._r

[ ) & 0 st chucics written contai twe \ 1 o cther Blectid Official / bark ugnatory|?

D D S Were sl checks properly recorded n checkbock regster, dper and with tesiurer reports?

D D 6 Were all bursk charpes and n regater, ledper and tressurer reports?

D D 7.0 the PTA purchine nwrance?

D B Were ol check regunits and remmbursement suthor - by the prevdent or d nd contain Pt
8 9 O« the PTA get pre-spproval for o pay made v hmt-mh@").u-ﬁ!:r«nd[uﬁtuﬂ?

] [[) 10 0« the PTA Purchune o Recuive Gt Cardy/'Gik Cortficates?

[ 1) 21 Were Gift Cardy/Gaft Cartsh properly? (i apphcable)

O BuodmnAmwmumaomcnmml

D Ullw-dlhnnmamdnmmdnmms“mmwlhhm?

D ull O furds match dinthe ropater lediper and tressurer reports?

L) 1) 25 s mncome spent according 1o the ipproved) et ?

[ )16 0dd the genersd memberihp meeting minutes dso ndude budget approval?

] ]27.0d the generd membership meeting minutes dso ndude s moson and vote for spproval of i budget srmendments?

[J Ull. # of membenhm sod ¥ of memberihip dues pad to the Vate - Do they mutch ?
Mease contect and retarn the completed oudit to the & g T ing Tr canoot write checks antil oodit is completed.
o Jos. . Dden:
Outgoirg Treawure s Crad: Prore:

Incom ing Treasuser’s Mame:

coming Treasurer's Dmal:




A Annual Audit/
cial Review Form

PTR

PTA ANNUAL AUDIT/FINANCIAL REVIEW FORM (Page 2 of 2) bl overaice”
Date of Audit: 8Digitlocal PTAURRID [T T | [ [ | | |
PTA/PTSA Name: County:
Dates covered by this Audit/Fiscal Year: July 1,20 to June 30, 20
Check numbers covered by this audit: Beginning check # Ending check #

1. BOOK BALANCE ON HAND (s of lost audit on June 30 of previous yeor)............ 5

2. RECEIPTS/INCOME received since lost gudit.. 3

3. TOTAL CASH (add Line 1 and Line 2 together for Total Cash) .........o.wmerrsw oo $

4. EXPENSES/DISBURSEMENTS (must include outstanding checks). —$

5. BOOK BALANCE ON HAND as of June 30, 20 ___ (subtroct Line 4 from Line 3).....5 *

6. TOTAL ACCOUNT/BANK STATEMENT BALANCE asof June 20,20 .S

7. OUTSTANDING CHECKS (write total amount of outstanding checks)..........c...oe....... s

Dats of Check. Chach » Arnaent of Tranacsas
8. Balance in Checking Account [Subtract Line 7 from Line 6) s *

* Reconciligtion Note: Une 5 and Uine 8 must be the same to balance the PTA books to bank. If Line 5 and Line § are not
equal, your audit report s not recondiled. Re-check outstanding checks and deposits.

I receipts reported on line 2 is greater than or equal to $50,000, and your average gross receipts for the past (3) years are greater
than $50,000, YOU MUST COMPLETE THIS SECTION below to cakulate the Gross Income and Total Expenses to be used on your IRS
Form 990€Z or 990 (long form).

9. Total Members Paid for this Fiscal Year %$3.50 = (Paymerts made & FPTA) s
10. Subtract kne 9 from line 2 to calculate Gross Receipts used for IRS reporting on Form 990 S
11. Subtract ine 9 from line 4 to calculate Total Expenses used for IRS reporting on Form 990 S

This audit must be compieted before filing the IRS 990. Pleose provide a copy of this audit to the person preparing your Form 990.

PLEASE CHECK ONE:

1 (W) have audined the books and find them 10 be cormect.
| {We) have audited the books and found the following probiems and or/make these suggestions.
1 (We) have audited the books and found sgnificant problems that must be regorted to Florida PTA immediately for assistance.

AUDIT COMMENTS REQUIRED: ¥ the audit ¢ finds missing funds, inadequate records, or if standard best
practices and accounting procedures are not used, please attach detailed findings and rec ons.
1 1{we) have attached our findings/recommendations to this form.

***ALL ORIGINAL SIGNATURES ARE REQUYRED (Flovida PTA does NOT accept efectronic signatures.)***

Auditor 1 /Reviewer Signature Auditer 2 /Reviewer Signature Auditor 3 /Reviewer Signature
" Professional Auditor or CPA

Printed Name AuStor 1/Reviewer Primed Name Austor 2/Reviewer Pristed Name Auditor 3/Reviewer

P s Sk ing Troasures’s Sigs L] Date

- -

FLORIDA PTA COMPLIANCE: (1) A copy of the uigned and dated Audit Report mest be ta Florida PTA (2) ALL DRIGINAL IGNATURLS ART
RIQUALD ON PAGE 2 (Morida PTA doea NOT accept slectronic dgratures. KJ) Once the appropriste 950 & fled with the IRS, on or before Novermber 13, you are

o an copy of the 990N or a complete signed and dated copy of the $90LT or 390 Long Form %o Florids PTA. Include coples of al
990L2 and 790 Schedules.

Wy 33305




Your PTA/PTSAisa 501(C)(3) Organization

PTA/PTSAs are tax exempt organizations: PTA/PTSASs:
* PTAs/PTSAs do not pay income taxes on « Must operate for the purpose defined in
the monies they bring in its bylaws, "Advocate for the health,

education and welfare of all chlldren

- Donors may be able to deduct donations _
on their income tax returns - Must be non-sectarian

« Treasurer helps to maintain and protect
the exempt status

Must be non-commercial
« Must be non-partisan

hEﬂE[ll - Can NOT engage in political activity

nnnpmﬂl nrgamzalmn

« Can engage in insubstantial amount of
lobbying

..|||

Must ensure resources cannot be used for
personal benefit of its members




Tax Returns for Non-Profits (Form 990)

All PTA/PTSAs must file a 990 with the IRS:

 Ifyour PTA/PTSA brings in receipts that are less than $50,000
annually, the required form is the 990N (e-postcard). Thisis filed
directly on the IRS website.

 If your PTA/PTSA brings in receipts that are between $50,000 and
$200,000 annually, the required form isthe 990EZ. The 990EZ must
be filed electronically

 If your PTA/PTSA brings in receipts that are over $200,000
annually, the required form is the 990 long form. This form must
be filed electronically.




Good Standing/In Compliance

||5-(|)-,an| units must maintain their tax-exempt status as a subsidiary of Florida

- Maintain Bylaws (to be reviewed, signed every 3 years —document

completed review in meeting minutes and send a copy to Florida PTA
(bylaws@floridapta.org and upload Memberhub / Compliance

- Pay state and national PTA dues ($3.75) to Florida PTA EVERY MONTH

- Submit the following to the Florida PTA and upload in Memberhub /
Compliance:

— Officers' names and contact information (by July 1or upon election)
— Copy of insurance certificate (date varies)

— Copy of Audit/Financial Review (by August 31)

— Copy of 990 tax filing and acceptance letter (by Nov 15)



mailto:bylaws@floridapta.org

In this presentation we

« Reviewed end of year financial reporting requirements
« Discusses the audit/financial review process
* Learned about 990s and IRS requirements

« Understood Hillsborough County compliance requirements in
Memberhub




Resources

National PTA Website
« eLearning - Run Your PTA | National PTA
Florida PTA:

- https://floridapta.org/local-unit-compliance/

- https://floridapta.org/finance/

- https://floridapta.org/bylaws/
Hillsborough County PTA/PTSA

« https://www.hccptaptsa.org/pta/ptsa®%20training%20resources



https://www.pta.org/home/run-your-pta/elearning
https://floridapta.org/local-unit-compliance/
https://floridapta.org/finance/
https://floridapta.org/bylaws/
https://www.hccptaptsa.org/pta/ptsa%20training%20resources

Thank you

treasurer@hccptaptsa.org

www.hccptaptsa.org



mailto:treasurer@hccptaptsa.org
http://www.hccptaptsa.org/

