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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 Memberhub




Typical PTA/PTSA Treasurer's Calendar

End of Year Transactions: Ensure all deposits are made. Set deadlines for reimbursements and pay  May/lune
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 (<5$200.000), 990 long form (>5200,000).

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 Mew 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

d
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« Check Insurance

« Annual Report

« Organize Records for Financial Review




lInsurance

« 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
AlIM.

« 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

« Execufive 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 is an Audit/Financial Review?@e

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
turns 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 is to 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 Whove

Complete a financial review:

« Before a new freasurer takes over
« Af 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

Purposs: To meet the Florida FTA and IRS audit compliance requirement a3 stated in the Local
Unit Bylaws, Adicke VI, Section 5, which reads in part:

rda PTA Annual Audit/ N ————

o . members wha, sotigfied that the trecsurers anmual repart & carrect, shai sign o statement of that foct at the
S end of the repart. The avdit commiittes shall be oppointed by the Exacutive Boord. The committes’s report shall
INANCIAl Keview rorm e iven t th e relor meeting o the ot s compiced

= Auditors of the PTA books must be current PTA Members and CANNOT be signers on the

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

= The Executve Board shall select an audit committes of (3) three members or hire &
Professional auditor/CPA.

= The PTA/PTSA Treasurer shall organize and submit b the auditor(s) all financial records and
forma after the end of the fiscal period, June 30, each year. (See Page 2 for financial recoras
reqpuined. )

= The completed audit must be presented 1o the members al the first general membership meeting
the following fizcal year. i s presented 1o 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 Auwdit Report to Florida FTA as specified in the bylaws Articks |V Basic Polices,
fem | —

“The annuwal financial oudit/review must be completed ond o copy
sent to the Florida FTA Stote Office by August 31st eoch pear.”

Emall to: auditfiFloridaF TA ong
Flx: 407-240-957T7

Mail & copy to: Fionda FTA, 1747 Orando Cenfral Parkway, Orsndo, FL 32609

*This audit must be complefed before filing the RS 990,

“Please provide a completed copy of this awdif to the person preparing youwr RS Form 990
***Do nod walt for Florida PTA fo confirm or approve the audit before you fite the (RS 890, You
may file the [R5 990 a5 s00n &85 the audit has bean completed and emailed o

org.
All FTAPTSA units must file (1) one of the three types of IRS 390s listed below:
The three-year average of gross recalpts will determine the correct form IRS 990 1o file

Fila the 980N postcard for thoae FTAPTSA units that eamed less than $50,000.

File the 980EZ form for those FTAPTSA units that eam between $50,000 and $200,000.
File the 880 form for those PTAFTSA units with mone than $200,000.




PTA ANNUAL AUDIT/FINANCLAL REVIEW FORM (Page 1of 2 ey bild merrolea

Date af Audit ey pogatcalPrawntie | | | | | | ] | |

FULL PTA/PTSA Mame: County:
Analit CoREICT PRasion: PTA POt
Garaat Add

Giy: Tige
Phaors: Ersai.

A Annual Audit/ e T T T ey

Sechion A Asoir Comanittes.  Phase ook che boaes of the feancal neconst arosidiod no pos fraem e Teanasunss

(] L]
cial Review Form B s oo e et otk e
mmmmnmlhﬁr

Ll AN Bank Srateesnts inchaSing PagPal, Strigs, Squane, Venma,

Cathhps, atc) [ Trsiaduinei's reports frsm ALL PTASPTSA inbitings inchading
Friad gersaral ' slep Arniual b

Chichkbuen ragistes with runnisg balance Fandwrition, g il

4 . - L Coyry ol Fioal Appe Budgit ard al e [van sl
CuickBooks, eac. | Checkbock

[ = Checks L bl d by thie e ship ata general

S Fima

[ Copeas of ALL cradit card @ataments if applicable) m “m::]d [P R —— and

[Ch A Depesit Reca s Seconds ——

[T ANl Cagh verification Foma and Ricospts L Byl - Currant copy of pow Bylaws, Slampind Sopromd

) Al e ck: Reguast Foems with receiptsHls attached by FITA

LN Pre-Approval & Authcsizaton Fores Tor credit, dabin, and EFT L Filind sy of 1RS e i 0000, FHIET o T00M “ao0aplad™
npirraas Reoaipis of Bk paid of Remized staberanis cod Pt lign ronm prareidus Taa pear,

(L) Trasmees"s Lidger Book | Exca Spraattont, OuckBooks, atc ) i HoRicords Found of Prowidid Dud o | nactiee Yaar

Section B Pleoee check Vs or N for sack of fhe following questions, §f apaicable.
¥ N
O _u 1 Diswri armenand shavwar on find Bank : e chacky and ] b e the wlarting balarce
rearded in chickbonk ragribr, ledger, Seiurer’s rapart and arding of audit from pr arrua sudd?
|m ﬂ 2 Warw hark tbatermans reon cled menthly by S i)
.D & Warw hank walermans dgred by ancther peren el suthorined 5oign chicks o rdabed 20 0 check igrer?

D _D & D all chancic writsa tain e i o other Blectied (fficial | bank ugnatory]?
E D & Warw il chacks propecly necnrded in checkbook nggater, idpr @nd with Smaurer reports
ﬂ _EI B Ware &l bink ch ared n rigahir, bedper and reamurer neporh?
D _u 7. Oid the PTA purchins insurance?
D B Warw il chick niquinibi ard remburiasent sothoruations by thapr ar and mertain T
D 9 O tha FTA got pr o all mda v Funsh tramifir (BFT), credit card, andfor debit card?
] |C] 10 ot tha PTa Purchen or Recse Gt Cardy'fiis Cartificatm?
O |0 11 warw it Cardutih Corti 7 [if appbcsbia]
] [ 12 ond the Framse Cash verdficstion Form or Cash Coont Shaet?
O 0 15 weare st hnss and by e (S oy eRp——
[ 100 12 o Furss aich irithe repiier kgt ard e urer emeri
L1 10 25 was incorres ipsant 1o the amproves teazigpat ¥
[ L] 15 ol the general ane mudie budgel approval?
] 27 ont tha general avo mdudw @ moaon ard vole for spproval of sl budget amemdmanb?
_u _un. [T ] said L ip dusni pand b thee atate - Do Sheey masch ¥
M condee? and' srfore e compirted oodi! Bo Hur & dg T ing T onnot merite charcks ol sodi® o completing!




PTA Annual Audit/
ancial Review Form

Florida

PTA ANNUAL AUDIT/FINANCIAL REVIEW FORM [Page 2 of 2] P p——
Date af Sudit: & Digit Local PTA Unit 1D |_|_|_|_|_|_|_|_|
PTASPTSA Mame: Cownky:
Dates covered by this Audit/Fiscal Year: July 1, 20 to June 30, 20
Check numbesrs covered by this audit: Beginning check # Ending chedk #

1. BOOK BALANCE ON HAND (o= of lost audit on june 30® of previous peor].......... 5

2. RECEIPTS/INCOME received since lost ouaft.. — £

3. TOTAL CASH [odd Line 1 and Line I together for Total CosA) o 5

4. EXPENSES/DMSBURSEMENTS (must include cutstonding checks) | s

5. BOOK BALANCE ON MAND a5 of lune 30, 20 |subtroct Line & from Line 3).... 5 *

G TOTAL ACCOUNT/BANK STATEMENT BALANCE asof June 20,20 .5

7. OUTSTANDING CHECKS [write toto! amount of outstonding checks)........... s

Bate of Chect [ e of Trarascaan
£ Balance in Checking Account [Subtract Line 7 from Line &) s *

* Reconciliotion Note: Liae 5 omd Line 8 must be the same fo balonce the PTA bowks to banik. [f Line 5 ond Line § ove ot
equl, oo oudit repovt is st reconciied. Re-check outstanding checks and deposits.

if receipts reported on line 2 is greater than or exqual to 550,000, and your average gross receipts for the past {3} years are greater
than 550,000, ¥OU MUST COMPLETE THES SECTION biedors to calculate the Gross Income and Total Edpanses to b used on your IRS
Foarm 990EZ or 990 |long foem).

4 Total Members Faid for this Fiscal Year HH & |Fuypmen msde o FPTA) s
10 Sutract Ene  from line 2 1o cloulabe Gross Receipts used for RS reporting on Form 390 £
11 Subtract ne 9 from line 4 1o cloulate Total Expesses used for IRS reporting on Form 330 £

This audit must be compieted bfore filing che LIRS 990, Plewer provide a copy of this oudit to the person prepariag pour Form 990,

FLEASE CHECK OME:

| | harei audined the books aed find them 1o be cornect.
I [Wher) B aniditend the Bsoeoles and found thie following proddams and orfmake thee sagpastors.
| (vt} havew audited tha books and found dignificant probiems that mus be reperied to Forda PTA imenssdistely for cstanca.

ALNNT CIMIMEMTS RECWMRED: I the audit committes finds missing funds, inadeguate records, or if standard best
practioes and acoounting procedures are not used, please attach detailed findings and recommndations.
T 11wl hawe attached our findings recommeendations to this fom.

*EEALL DRIGIWAL SIGNATURES ARE REQUVRED (Florida FTA does NOT oocepl efecironic sigmadunes, | ***

Auditar 1 fRiviewer Sigaatule Bulites B Rl v 5 ignatun Auditor 3 vt r Sgnature

| Professinnal Auditor or OFA

Printad Mama AuStor L Revswear Primted Mame Aosdinoer 2Ry swei Prievied Mo Suaditor 386 swar
Incoming Prasident’s Sgnatuns Ik g Trassures Sig B Date

FLORIDA PTA COMPLIANCE= (1) & copy of the dgned and deted Suck Report mort be Flarida FTA {21 ALL DRIGIMAL SIGKATURES AR
FEOURED OR FRGE I (Forida PTA Sowa ROT scept KTi Orce thae T30 i Hled with the RS, on or before Kovemnber L5, you see

required in forwsrd sn “screpsed” copy of the ¥30M or 8 compiete tigned snd deied copy of the $30IT or #4590 Long Form 5o Florids FTA. induds copla of sl




Your PTA/PTSA I1s a 501(C)(3) Organization

PTA/PTSAs:

PTA/PTSAs are tax exempt organizations:

PTAs/PTSAs do nof pay income faxes on
the monies they bring in

Donors may be able to deduct donations
on theirincome tax returns

Treasurer helps to maintain and protect
the exempt status

bengfit

[ —

- 1 E ja
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Must operate for the purpose defined in
its bylaws, “Advocate for the health,
education and welfare of all children”

Must be non-sectarian

Must be non-commercial

Must be non-partisan

Can NOT engage in political activity

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 290 with the IRS:

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

« |f your PTA/PTSA brings in receipts that are between $50,000 and
$200,000 annually, the required form is the 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 290 long form. This form must
be filed electronically.




Good Standing/In Compliance

II5CT),§\O| units must maintain their fax-exempt status as a subsidiary of Florida

« Maintain Bylaws (fo be reviewed, si?ned every 3 years — document
completed review in meeting minutes and send a copy to Florida PTA
(bylaws@floridapia.org and upload Memberhub / Compliance

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

» Submit the following fo 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:

« hitps://floridapta.org/local-unit-compliance/

« hitps://iloridapta.org/finance/

 hitps://floridapta.org/bylaws/
Hillsborough County PTA/PTSA
 https://www.hccptapisa.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
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