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Presidents, Treasurers, Financial Secretaries, 

Auditors, and Bookkeepers…

Welcome! Why are you here?

• You have an essential fiduciary role in your units

• You are running a business, with a healthy budget and real money

• Your PTA membership, schools and students depend on you to safeguard 

these assets

• Well-managed businesses have financial controls in place. Mismanagement 

and theft happen when people aren’t watching and following established 

procedures.

• California State PTA has guidelines in place to help us 

• Thank you for being here tonight!



Plan for this Training Session

1. Resources you’ll need to do your job

2. Your job responsibilities

3. Unit/Council communication

4. Financial protocols to avoid mistakes, mismanagement, 

and fraud

5. Learn financial reports and tasks



Section 1: Resources

• SMM PTA Council financial leadership:
– Claudia Seizer, President, smmptacouncilpres@gmail.com

– Kate Winegar, Treasurer, smmptatreasurer@gmail.com

– Diana Oliver, Financial Secretary, rdo2000@aol.com

– Teague Weybright, Auditor; tweybright@gmail.com

– Council website: www.smmpta.org

• California State PTA Toolkit (v. June 2019)

– Website: http://toolkit.capta.org/

– Many forms online are fill-in-able (ex. Audit form, etc)

• California State PTA Insurance
– Insurance Guide (v. April 2019): www.capta.org/insurance

– “Red Light, Yellow Light, Green Light” handy reference sheet

– Your Unit Insurance Certificate

– Questions? Email capta@aim-companies.com

• Your Unit Bylaws

We suggest 

you group 

these three 

items in a 

binder for easy 

access

33rd District 

Training: 

Sat., Oct 12, 2019 

(location TBD)

mailto:smmptacouncilpres@gmail.com
mailto:smmptatreasurer@gmail.com
mailto:rdo2000@aol.com
mailto:tweybright@gmail.com
http://toolkit.capta.org/
http://www.capta.org/insurance


Section 2: Roles and Responsibilities

• Treasurer: the primary financial officer and record 

keeper of the unit

• Financial Secretary: the money handler

• Auditor: regularly audits the unit’s books and records

• Bookkeeper: Some units have hired an experienced 

bookkeeper to manage monthly Quickbooks data entry, 

bank reconciliation, and unit reporting

For more detailed information, see following slides and the California 

PTA Toolkit, pages 10-12



Treasurer Responsibilities (page 1 of 3)

Weekly or Bi-Weekly:

✓ Obtain and review Warrants for payment:

» The expense must be included in the approved annual budget.

» The warrant must be signed by the PTA president and recording secretary. 

» Checks must be signed by two authorized signers, which can be any two elected officers (with 

the exception of the secretary and officers related by blood, marriage, or living in the same 

household.) Refer to your unit by-laws to determine who is authorized within your unit. Note: 

no one may sign a check to him or herself.

» If the expense is over its budgeted amount, it may be paid if it is below the threshold 

designated in your unit’s by-laws.  If the item is above that threshold, it must be voted on at a 

general meeting before it can be paid.

» We recommend using checks with carbons to facilitate back tracking, if needed.

✓ Receive and retain copies of bank deposit slips and Deposit Verification Forms. 

✓ Transfer funds between bank accounts as needed using the Authorization to Transfer 

Funds Between Accounts form.

✓ Obtain a completed W-9 from any person paid by the PTA (and not paid via the District 

Bill.)

✓ Keep an accurate record of receipts and disbursements in a ledger, which is a 

permanent record of the PTA.  Most units use Quickbooks for this purpose.



Treasurer Responsibilities (page 2 of 3)

Monthly

✓ Work with the PTA president and, as needed, with the school staff/principal 

regarding PTA finances.

✓ Advise board members of the status their individual budgets.

✓ Refer to Council Financial Calendar and meet all Council financial deadlines.

✓ Remit per capita dues to PTA Council monthly using the PTA Financial 

Remittance Form.

✓ Carefully review and pay the SMMUSD District Bill. 

✓ Reconcile the bank statement(s) to the Quickbooks file. 

✓ Back-up the Quickbooks file and save it online or to a separate memory device 

(kept separate from your computer). 

✓ Attend monthly PTA meetings and do the following:

• Prepare and present a Treasurer's Report at every PTA general meeting or when 

requested. (This report is not the Bank Reconciliation, although it’s a good idea to have 

that on-hand as well.)

• Provide a current “Budget vs. Actual” Report, if requested. (A 501(c)3 organization is 

required to have printed financials available upon request. Please do not send electronic 

files.)



Treasurer Responsibilities (page 3 of 3)

Annually

✓ Complete and forward all necessary forms required by the California State PTA, 

including:

• Worker’s Compensation Annual Payroll Report (due in January); 

• State and Federal tax returns and the Registration Renewal Form (RRF) (due in 

November); and 1099s (due in January);

• The SI-100, if required for your unit;

• The 33rd District Annual Report due to the 33rd District after the end of every fiscal year. 

✓ Twice annually, work with your unit auditor to complete an Audit Report.

Other Duties:
✓ Chair the budget committee and prepare an Annual Budget for adoption by the 

association and budget reviews as necessary. 

✓ Receive the Commitment Letter from your unit president for district expenses in 

June or September based on when your budget is approved. 

✓ As the lead bank account contact, make sure funds in one institution do not exceed 

$250,000 (for FDIC insurance reasons). 

–



Financial Secretary Responsibilities

• Receives the funds and Deposit Verification forms from the event chair.  
(Checks must be listed with the total indicated on the form).  The event chair should 
mark the event title in the memo section of the check and keep all necessary details 
regarding the deposit.  It is not the responsibility of the financial secretary to copy 
checks. 

• Deposits the money in the unit’s bank accounts. Returns a receipt of deposited 
funds to the event chair. Gives a copy of the deposit slip with a copy of the Deposit 
Verification form to the treasurer.

• The event chair or the financial secretary can follow up on bounced checks (i.e. 
receives cash and fee from the person who bounced the check for re-deposit.)  

• If requested, prepares a report of deposits made during a given period for the unit.  
Information should include date of deposit, amount and category to be credited.

• We suggest that the financial secretary make separate deposits by event (rather than 
grouping deposits from several events). This makes it easier to find mistakes and 
follow up on bounced checks.



Auditor Responsibilities

• The unit auditor audits the unit twice a year, typically in January for the period July 1 
– December 31, and in July for the period January 1 – June 30. Use the current 33rd

District Audit Report to complete your audit (download this from the Online Toolkit).

• The audit must be in balance. The Balance on Hand should be equal to the Balance 
in the Account.  Attached to your audit should be a copy of the page of the bank 
statement reflecting the account balance as of the audit date and a copy of the 
Treasurer’s Report or Quickbooks report that reflects the ledger balance as of the audit 
date.  

• Audit all accounts that your unit has and not just the general account.

• Once completed, the audits should be adopted by unit membership as soon as 
possible (first by the exec board, then by the full membership.)

• After your audit has been adopted by your unit membership, email a PDF copy to 
your unit president, the council auditor, and the council treasurer. The council 
auditor will forward the document to the 33rd District.

• If you have any questions, contact our council auditor.



Section 3: Unit/Council Communication

There are financial and reporting transactions between units 

and Council:

– Amounts due:

• Membership remittance (monthly)

• Annual PTA insurance (early December, $232/unit)

• Council lunches (October, $200)

• Founders Day donation (February, see your budget for amount)

• Worker’s Comp (early January)

• Workshop or conference registration fees (as they happen)

• Note – there will be no Youth Camp donation this year

– Reports and Forms:

• Unit Budget (once adopted)

• Monthly Treasurer’s Reports

• Annual tax returns and RRF

• Audits

• Annual Report

Some units remit amounts for 

insurance, Council lunches, 

and Founders Day early in 

the year for convenience.



2019-20

Financial

Calendar

Unit treasurers should 

refer to this calendar to 

understand what items 

are due and when.

 
  

                    2019-2020 SMM PTA Financial Calendar 
 

 

Various reports and payments are due to PTA Council each month before or during the monthly 
full council meeting. Please plan in advance so your president has reports and signed checks to 
deliver on these dates. (You can also mail or email your payments to Council’s financial 
secretary before the deadline using the Financial Remittance Form.) 
 

PTA Full Council  
Meeting Dates 

Items to Bring (or Email/Mail) to Council 

Sept 3 Copy of Unit Budget for 2019-20 
Turn in Treasurer’s Report for June 2019, July 2019** 

Oct 1 Remit Membership dues* (min of 30) to qualify for Ready Set… Remit Award 
Remit Council lunch contribution of $200 
Turn in Unit Year-End Audit (Jan 1, 2019 – June 30, 2019) 
Turn in Annual Financial Report (2018-2019) 
Turn in Treasurer’s Report for August** 

Nov 5 Remit Membership dues (minimum 15 to remain in good standing) 
Turn in Treasurer’s Report for September** 

Nov 15 FILE TAX RETURNS OR FILE FOR EXTENSION – EMAIL PDF OF RETURN OR EXTENSION 
TO COUNCIL TREASURER 

Dec 4 Remit Liability insurance premiums ($232 per unit) 
Remit Membership dues* 
Turn in Treasurer’s Report for October** 

Jan 7 Remit Membership dues* 
Remit Workers Compensation forms and payment (1/5/19 – 1/4/20; even if $0 due) 
Turn in Sacramento Safari registration forms and payment 
Turn in Treasurer’s Reports for November & December** 

Feb 4 Remit Founders Day donation 
Remit Membership dues* 

Mar 3 Remit Membership dues to qualify for recognition at CAPTA Convention 
Turn in Unit Mid-Year Audit (July 1, 2019 -Dec 31, 2019) 
Turn in Treasurer’s Report for January** 

Mar 31 Turn in Treasurer’s Report for February** 

May 7 Turn in Treasurer’s Report for March** 

Jun 2 Remit final Membership dues for 2019-20 (if late, members may be counted in 
following year) 
Turn in Treasurer’s Report for April and May** 

July Close books for June 30, 2019 
Prepare annual report for 7/1/19 – 6/30/20 
Conduct Audit 1/1/20 – 6/30/20 
Prepare taxes for annual period ending 6/30/20 
Change bank signatories for newly elected PTA board members 

 

* Membership dues collected by your unit are due each month (and remitted the following 
month.) For each membership, $5.25 is due to Council (Council keeps $0.50 and passes along to 
District $0.50; State $2.00; and National $2.25). 
** Treasurer’s Reports include the transactions for the month and the opening and closing 
balances of your bank accounts. This is not the same as your bank account reconciliation, and it 
should be compiled AFTER the monthly reconciliation is completed. 



PTA 

Financial 

Remittance 

Form

• Use this form to submit 

payments to the 

SMMPTA council 

financial secretary.

• You can find the form on 

SMMPTA.ORG

 
 

 

SMM PTA Council Financial Remittance Form 

 

Unit:  

Treasurer:  

Email/Phone:  

Date:  

Please use this form when submitting monies to council for any reason. Checks are 

payable to Santa Monica-Malibu PTA Council and they must have two signatures. 

Item description Amount  

Membership Dues: #______@ $5.25 (due monthly)  

Insurance Premium   $232 (due by Dec 4, 2019)  

Founders Day Donation (amount in your unit budget -- due by Feb 4, 2020)  

Youth Camp Donation (DO NOT SEND THIS IN 2019-20 BUDGET YR) $0 

Lunch Sponsorship   $200 (due by Oct 1, 2019)  

Conference/Convention/Workshops  

Council Directories     

Workers Comp form and payment (even if $0 due) (due by 1/7/20)  

Other  

Check #                                                                                  Total:  $ 

Notes:________________________________________________________________________

______________________________________________________________________________  

Please make a copy for your records 

Send payment and form to the council financial secretary:  

Diana Oliver 

307 Montana Ave. Apt. 302 

 Santa Monica, CA 90403 



Membership remittance

• The amount your unit can charge for annual membership is determined by your 

by-laws. Your unit cannot change this amount without a change in by-laws.

• Units must remit $5.25 of every membership sold to Council. These should be 

remitted monthly, even if you have sold only one. 

• In your budget, show membership as an income item, with a contra-income line 

for the amount ($5.25 times the number of members) paid to Council. Taken 

together, these line items will total to the amount the unit keeps as its portion of 

membership dues.

• If you are using Totem E-Membership, you should set up a separate income 

budget line (“E-membership Dues”) to track these payments which come directly 

to your bank account, and be careful to NOT pay Council for any of these 

memberships – this money is the unit portion of memberships sold and is yours 

to keep.

• During your audits the auditor should compare the number of memberships 

recorded by the unit membership chair with the amount of memberships you’ve 

remitted. These numbers should match.



Section 4: Financial Protocol

• Most important: Follow safe money-handling guidelines (next slide)

• PTAs should not have credit cards

– Because they don’t require two signatures

– They get misplaced/misused easily; it’s hard to track receipts

– Debit cards are ok for deposits only

• Keep bookkeeping up to date; confirm expected deposits were made; 

reconcile bank accounts monthly and create treasurer’s reports after 

reconciliation. Paypal and similar services should be treated as bank 

accounts and also reconciled monthly.

• Use an inventory management system (ex. Spirit wear). Track inventory 

against receipts.

• If you suspect fraud in your unit, contact your president, who will contact 

the council president. If you can’t contact your president, talk to your vice 

president or contact Council directly. 



Safe Money-Handling

• Event cash/checks should be counted by two volunteers, each verifying the 

other. Complete and sign Deposit Verification Sheets, and place them with the funds 

in locked place until the financial secretary takes them to the bank.

– Never take funds home or leave them in an unguarded place. If money is 

stolen, a police report needs to be filed.

– Never deposit funds into a personal bank account.

• Place a Log Sheet in your safe place to record deposit drop off and pick up.

• Use board members as “protocol officers” at events.

• Never let a volunteer keep possession of a credit card reader.

• Remove volunteers from money-handling jobs if they do not follow protocol. 

(Refer to your bylaws for this.)

• Only the unit treasurer should be the contact person for financial management 

sites, including auction sites. Never share passwords for these services.

• Do not write checks payable to “Cash,” even if getting petty cash for an event.



Action Event/Program Chair Financial Secretary Treasurer 
 

Collect Funds 
(Donations, Event 

Revenue) 
 

 

• Gets Petty Cash (if 
needed) from Treasurer 

• Collects and counts 
money (with two 
counters) 

• Completes Deposit 
Verification Form 

• Gives form and funds to 
Financial Secretary 

• If check bounces, follows 
up with payee 

 

 

• Confirms deposit 
amount and deposits 
in bank 

• Returns Verification 
Form to Event/ 
Program Chair 

• Passes copy of 
Verification Form and 
original bank deposit 
slip to Treasurer 

 

 

• Records deposit in Quickbooks 

• Verifies against bank statement at month end 

• Provides Petty Cash to Event Chair, and after the event 
creates an off-setting Petty Cash entry in Quickbooks 

 

Disburse Funds 
(All expense payments and 

reimbursements) 
 

 

• Fills out warrant, 
attaches appropriate 
expense documentation, 
and gives to Treasurer 

 

 
(no responsibility) 

 

• Confirms the expense is anticipated in budget 

• Gets approvals from President and Recording Secretary 
via Warrant/Check Request 

• Pays the expense (two signatures required) 

• Keeps warrant and documentation in PTA files 

 

Budget 
(Annual unit PTA budget) 

 

 

• Estimates income and 
expenses for their events 
and programs 

 
(no responsibility) 

 

• Assembles budget with President 

• Gets approval from Unit Membership 

• Sends a copy of the approved budget to SMMPTA 
Council Treasurer 

 

 

Reporting 
(Monthly and annual) 

 

• Tracks income and 
expenses for their 
events/programs, and is 
prepared to discuss at 
membership meetings 

 

• Delivers financial 
secretary report at 
exec and general 
association meetings 

 

• Manages bank accounts and payments 

• Reconciles bank account once/month 

• Prepares and presents Treasurer’s Report at 
membership meetings 

• Sends a copy of monthly Treasurer Report to SMMPTA 
Council Treasurer 

• Completes Annual Report after year-end and sends a 
copy to SMMPTA Council Treasurer 

 

PTA Financial Responsibility Chart



Section 5: Reports and Tasks



Annual Budget Guidelines (pg 1 of 2)

• The Budget Committee is organized by the incoming president and is chaired 

by the incoming treasurer.

• After the election, the incoming president and treasurer call a meeting of the 

budget committee as soon as possible.

• The proposed budget is voted on by the incoming exec board, and then 

voted on by the association at the last association meeting of the year (usually 

May or June). This allows funds to be spent over the summer, if needed.

• Over the summer the proposed budget can be fine-tuned, and the final 

budget is created. The budget is voted in at your first exec board meeting in 

August/September; then approved/adopted at your first association meeting, 

usually August/September.

• Look in your Standing Rules to see if there are any guidelines specific to your 

unit.

• Send a copy of your budget to the council treasurer once it is adopted by your 

association.



Annual Budget Guidelines (pg 2 of 2)

• You must have a balanced budget. This means your income and expense must be 

equal.

• Various revenue and expense items must be itemized separately.

• Include your programs and associated expenses. (Include hospitality that goes with 

a program in the program expense line.)

• Determine the level of your PTA organizational expenses (like fees, insurance, 

training, officer expenses, honorary service, etc.). These should all be separate line 

items. (Hospitality that is not part of a program should not exceed 5% of your total 

budget. Legislative activities also cannot exceed 5% of your budget.)

• You should have 3 programs to very fundraiser. This ensures that you are focusing 

on programs and not on raising funds.

• PTAs cannot include in budgets the following items: any gifts (including flowers and 

gift cards), and gift cards for other purposes (because the IRS requires itemized 

receipts.)

• You may add a line item for adjustments for prior year expenses that weren’t paid by 

year-end.

• See the CA State PTA Toolkit Finance Section for more details.



Setting up a budget in Quickbooks
(MAC users may see slightly different option names.)

• Update Chart of Accounts to include new line items and make 

unused accounts inactive

• Go to: Company, Planning & Budgeting, Set-Up Budgets

• Create New Budgets (upper right-hand corner)

• Pick fiscal year and select Profit & Loss

• Select  “no additional criteria”

• Enter data in the first month and it will assume that is the annual 

information 

• Save



Quickbooks Budget



Bookkeeping Entry Tips

– NSF (non-sufficient funds) – Bounced Deposited Checks – Deduct the amount from the 
appropriate revenue category.  The associated bank charge can be deducted either from 
a category called Bank Charges or from the revenue category.  If you receive the funds, 
make sure you credit the same category you deducted it from.

– Prior year expenditures – If you are charged in the current year for a prior year 
expenditure, that you didn’t budget for in THIS year, you should allocate it to a line item 
called “Prior year expenditure” so that it doesn’t throw your current year budget out of 
whack.  It will appear as an unbudgeted item, which is correct.

– Voided checks – If you need to void a check, it should be done whenever possible 
during the month it was written BEFORE you reconcile for the month.  If you need to void 
it AFTER this period, you must create a deposit for the same amount and reconcile them 
against each other, so that your balances don’t change for the prior period.  Otherwise 
your audit will not start where the prior one left off. Be sure to note what you did in the 
transaction note field.

– It’s a good idea to review uncleared payments every month when you reconcile (see 
the list on your detailed bank reconciliations). If a payment has not been cleared after 3 
months of issue, contact the recipient to make sure they received the check. If so, ask 
them to deposit it.

– Pass-throughs: The guidelines tell us that PTA accounts should not be used as pass-
through accounts for non-PTA funds. This is also referred to as co-mingling of funds.



Budget vs. Actual (Quickbooks)

To create this report in Quickbooks, in the top menu click Reports, then Reports 

Center; choose Budgets; then double-click on the report “Budget vs. Actual.” Click 

through the options. To customize this report down to two columns, click the button 

“Customize Report” at the left near the top of the screen. In the Display tab choose 

“This Fiscal Year-to-Date” in the “Dates” field and “Total Only” in the “Display 

columns by” field. Then de-select the subcolumns “$ Difference” and “% of 

Budget.” Click OK, and memorize the report so that you can find it again (in 

Memorized Reports).

Use this report 

monthly to make 

sure you are not 

going over budget. 

Before you write a 

check, check its line 

item to be sure 

funds are still 

available to spend.



Warrant/

Check Request

• Create a warrant 

document specific to 

your unit;

• Attach receipt(s) to 

warrant;

• If no receipt is 

available, write “Per 

President” or include a 

copy of an email 

explanation;

• Get two approvals 

(president and 

recording secretary);

• If check is later voided, 

indicate “Void” and 

reason for void.

 

Warrant / Check Request 

Check No: ______________ 

Date: ______________ 

 

The Treasurer of Santa Monica-Malibu PTA Council 

Will Please Pay   

AMOUNT $ 

For   

Please mail check to   

  

Enter accounts/ 
categories and 
amounts for each 
receipt 

  

  

  

  

  

  

 TOTAL  

 

President: __________________________________ Date: __________________________________ 

Claudia Seizer, SMMPTA President 2019-20 

 

Secretary: __________________________________ Date: __________________________________ 

Mimi Tran, SMMPTA Secretary 2019-20 

Please attached original receipts/invoices and mail to: 

SMMPTA Council 
ATTN: Kate Winegar, Treasurer 
1651 16th Street 
Santa Monica, CA 90404 
smmptatreasurer@gmail.com 



  

Deposit # Date

Event Name Chairperson

Telephone #

Change: Bills / # of Bills:

Pennies X 1 = -$       $1 0 X $1.00 = -$        

Nickels X 5 = -$       $5 0 X $5.00 = -$        

Dimes X 10 = -$       $10 0 X $10.00 = -$        

Quarters X 25 = -$       $20 0 X $20.00 = -$        

Dollars X 1.00 = -$       $50 0 x50.00 -$        

$100 0 X $100.00 = -$        

-$       

Checks:

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

251

Check Total: Grand Total:

Verification of Money: 
Signature Signature: 

 

-$                            

$0.00 -$                        

(Financial Secretary)(Chairperson)

Currency TotalCoin Total

Name Check # Amount

Deposit 

Verification 

Form

• Event chairs fill out this 

form when money is 

collected.

• Once completed, it (with 

the money) is given to the 

financial secretary, who 

verifies it and deposits the 

money in the bank.

• The financial secretary 

gives this form and deposit 

slip to the treasurer, who 

logs the deposit in the 

ledger (Quickbooks or 

other).



Authorization 

to Transfer 

Funds
• Use this “Authorization to Transfer 

Funds” form to formally document 

when you transfer funds from one 

account to another. File these forms 

with your deposit slips.

• 33rd has recommended that units 

consider having a separate bank 

account that handles only electronic 

transactions (EFTs). (This would be 

separate from your primary checking 

account.) Please check with your 

bank to see what protections they 

have in place re: unauthorized 

withdrawals of funds.

• Find this form at smmpta.org



Monthly Treasurer’s Report

Monthly Treasurer’s Report at PTA Meetings

Meeting Date: ________________

Treasurer’s Report for Month of _____________________

The opening balance on _____________was $______________.

The total income was $___________________.

The total expenditures were $_________________.

The ending balance on _______________ was $______________.

I move to ratify bills paid by checks __(range)________________and electronic funds 

transfers of $_______________.

for a total of  $_____________.

This file will be filed for audit.

• This report is NOT the same as your monthly reconciliation against your bank statement.

• A Treasurer’s Report must contain the opening balance, all transactions for the period, and a closing balance.

• The report must be read out loud to members during Exec and General PTA meetings.

• At meetings, the treasurer must also have a listing of checks written that month (Use the Quickbook’s 

Treasurer’s Report). These documents should be sent to the president, recording secretary, and council 

treasurer before the meeting. 



Treasurer’s Report (Quickbooks) 

To create this report in Quickbooks: Go to Reports, Company & Financial, Balance Sheet Standard, Double click on the 

checking account balance, change the dates to the period you want to report on.  Click the “Customize Report” button and 

under Columns check off Debit and Credit and click ok. (Credits are checks and Debits are deposits.) Click on the memorize 

button at the top and name the report.  Each month, go to Reports, Memorized Reports, open the report you previously 

created, and change the dates accordingly.

• This report lists 

your transactions 

in order for a 

specified period.

• You’ll need it to 

create your 

monthly Treasurer 

Reports, and for 

your semi-annual 

audits.



Commitment 

Letter

• The unit PTA provides a 

Commitment Letter to the 

district that provides an 

itemized list of what the 

district can charge through 

the monthly district bill.

• The administrator in your 

school office processes 

purchase orders that appear 

on the monthly bill, and is 

your liaison with the district.

• Each month, carefully check 

the district bill to make sure 

only items on the list are 

charged.

SAMPLE



District Bill SAMPLE



Worker’s Compensation 

Annual Payroll Report 

• Once a year in January you 

will need to fill out this form 

for the previous calendar 

year (ex. January 5, 2018 –

January 4, 2019)

• List any person you paid 

from PTA funds the previous 

calendar year. If the total 

paid is over $1,000, you will 

owe a supplemental workers’ 

comp amount.

• Mail this amount with the 

form to the SMMPTA Council 

financial secretary.

• Find the most recent form at: 

SMMPTA.ORG





Registration Renewal Form (RRF)

• The Registration Renewal fee must be paid and filed annually 

once your unit has registered using the Charitable Trust 

Registration. 

• This step is typically done by the accountant who prepares 

your unit tax return. However, if you do your own taxes, you 

can find fillable forms and instructions at:

http://ag.ca.gov/charities/forms.php/charitable/rrf1_form.pdt



SI-100
(“Statement of Information”)

• This form for the Secretary of State of California must be filed every other year for 

incorporated PTAs.  The fillable version is available at:

https://businessfilings.sos.ca.gov/

• Your agent for service of process should be the PTA/PTSA president at the school 

address.

• The following units DO NOT need to submit a SI-100:

John Adams, Juan Cabrillo, Malibu High, Point Dume, SMASH



W-9

• If you hire an 

independent contractor, 

they must complete a W-

9 before they are paid. 

• If the person is paid more 

than $600 in a calendar

year, you must send 

them a 1099 in January. 

(We suggest asking your 

tax accountant to do 

this.)

• Find this form online:

https://www.irs.gov/pub/irs-pdf/fw9.pdf



1099 MISC

For units that hire independent contractors (and pay them more than 

$600 in a calendar year), we suggest you ask your accountant to 

complete and file these forms for you.



Providing Documentation to Donors

• See CA State PTA Toolkit (v. 2019), pages 17-18

• Tax laws require the donor to obtain a receipt for every cash donation 

regardless of the amount. 

– The payment must be payable to your PTA

– The receipt/letter must have the amount and date of the donation

• Quid Pro Quo donations must be specified in your donor acknowledgement 

(ex. $100 donation that includes a $40 ticket: donation is only $60.)

• In-kind donation of $250 or more require written acknowledgement that lists 

the items donated and the PTA EIN.



Tax Exempt Letters

• Find 3 letters on the following slides: Treasury Department, State 

of California, and IRS 501(c)3.

• These are your tax exempt status letters (sometimes referred to 

as Letters of Determination).

• Note: The Tax ID number on the Letter of Determination is for 

State PTA, not individual units, since we all fall under the same 

umbrella.

• These do NOT exempt you from paying sales tax.  That requires 

a resale number and certificate.











33rd District 

Audit Report

• Use this form to audit 

your unit. Be sure to 

use the current 

version of this form.

• Find the form in the CA 

PTA Toolkit.



Audit Checklist
Find the complete Audit Checklist at 

SMMPTA.ORG). A few highlights:

1. All check numbers are accounted 

for in ledger, including voided 

checks.

2. The payee should not be a signer 

on the check.

3. Checks should not be made out 

to “Cash”

4. There should be a check request 

form/warrant for every check 

written and signed by the

president and the recording 

secretary.

5. Remittances such as 

membership dues, insurance and 

donations (i.e. Youth Camp and 

Founder’s Day) have been made 

to Council. 

6. Ensure necessary tax forms have 

been completed and submitted.



Treasurer’s Checklist for Audit

• The audit from the previous period

• Warrants for audit period

• Deposit slips for audit period

• Bank statements with reconciliation reports

• Audit Report from Quickbooks

• Monthly Treasurer’s Reports

• Check register

• Number of memberships remitted (to compare against 

what the membership chair reports) 



Audit Report 

• To prepare for the 

audit, treasurers 

should print this 

report, which is the 

same as the 

“Treasurer’s Report -

Quickbooks” 

discussed earlier in 

this presentation.

To create this report in Quickbooks: Go to Reports, Company & Financial, Balance Sheet Standard, 

double click on the checking account balance, change the dates to the period you want to report on.  

Click the “Customize Report” button and under Columns check off Debit and Credit and click ok. 

(Credits are checks and Debits are deposits.)



Financial Red Flags
• Unapproved annual budget and/or calendar of events

• Receipts not attached to Warrants/Check Request forms

• Fundraising projects that benefit a board member financially (conflict of interest)

• Only one person signing checks; only one person on bank signature card

• Signing blank checks

• Checks made out to “Cash”

• Only one person counting money; no deposit verification sheets

• Late payment of bills

• Bank statements sent to officer’s house rather than the school

• Bank statements not reviewed by a non-check signer

• No treasurer’s reports presented at association meetings

• Reports are given orally with written information to be provided “later”

• Organization not meeting Federal and California filing requirements and deadlines

• Audits not performed as scheduled

• Failure to provide a year-end audit on request

• President writes checks because treasurer is inexperienced or not available

• Funding projects without going through the PTA approval process 

• School staff member is treasurer or president

• Lack of or incomplete minutes, particularly in matters involving use of funds; no motions releasing 

funds or approving expenses



Bank Letter for Change of Signatories

June 25, 2013

To Whom It May Concern:

Effective July 1, 2013, please change signatures on Account # 6/010-005888-7 for 

Santa Monica High School Parent Teacher Student Association to the 

following:

Remove Judith Meister as Executive Vice President.

Change Elizabeth Stearns from President to Executive Vice President

Change Debra Mulvaney from Treasurer to President

Add Kim Eyler as Treasurer

Thank you,

Debra Mulvaney

Treasurer

You must use your legal name.

Banks require that you also provide PTA 

meeting minutes that confirm what you 

are requesting.



33rd District 

Annual Report

• After the close of the 

fiscal year (June 30), 

treasurers are required 

to submit an Annual 

Report to the SMM PTA 

Council (which is 

forwarded to the 33rd

District).

• Be sure to use the July 

2018 version of this 

form.

• It is available to 

download at 

SMMPTA.ORG



Unit Listing
•SANTA MONICA - MALIBU COUNCIL OF PTAs

•Established:  1924

•Tax Id No.:  95-4109858

•National PTA Id:  00051423

•CA State Tax Entity No.:  9510384

•Registry of Charitable Trust No.:  110426

Units
National
ID

State
ID

Charter
Date

Tax ID
Number

CA Corp. Number/
CA Tax Entity No.

Charitable
Trust No.

Edison PTA 00007820 3109 8/19/1956 95-6206600 C0259722 0193644

Franklin PTA 00007814 3110 1/1/1925 95-6204446 C0230314 110593

Grant PTA 00007823 3111 1/1/1923 95-6204579 C0231772 0169870

John Adams PTSA 00007821 3108 1/1/1925 95-6204307 8022938 0188127

John Muir PTA 00007822 3116 1/1/1924 95-6204221 C0232881 0178048

Juan Cabrillo PTA 00030140 4672 11/6/1991 95-6204933 9796000 0196933

Lincoln PTSA 00007817 3112 1/1/1925 95-6206521 C0234227 0171472

Malibu High PTSA 00007782 3114 3/17/1964 95-6208097 9796465 0181514

McKinley PTA 00007819 3115 1/1/1916 95-6208338 C0229671 0190030

Point Dume PTA 00034229 5290 9/30/1997 23-7010618 8020329 0190620

Roosevelt PTA 00007815 3118 1/1/1924 95-6207250 C0231377 0201578

Samohi PTSA 00007818 3119 2/19/1926 95-6207350 C0236880 110525

SMASH PTSA 00020871 3657 11/11/1986 95-4439445 8026934 0191109

Webster PTA 00007781 3120 5/5/1949 95-6204266 C0258652 0171636

Will Rogers PTA 00006414 3117 5/24/1949 23-7017326 C0240308 0172708



Unit Official Names

Corporate Names 

Edison School Parent-Teacher Association of Santa Monica

Franklin Parent-Teacher Association of Santa Monica, Inc.

Grant Parent-Teacher Association of Santa Monica

John Muir Parent-Teacher Association, Inc.

John L. Webster Elementary PTA, Inc.

Malibu High PTSA, Inc.

McKinley Parent-Teachers Association of Santa Monica

Roosevelt Elementary School PTA, Inc.

Santa Monica High School Parent Teacher Association, Inc.

The Lincoln Middle School Parent-Teacher Association, Inc.

Will Rogers Elementary School Parent-Teacher Association, Inc.

Other

John Adams Middle School PTSA

Juan Cabrillo Elementary PTA

Point Dume Marine Science School PTA

Santa Monica Alternative Schoolhouse PTSA



PTA Hierarchy

National

State

33rd District

SMMPTA Council

Units- Schools


