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Facts about these slides:
➔ A red box around a slide/page means that you 

should pay special attention to that slide.

➔ Blank slides/pages in your binders are 
INTENTIONAL and are there to allow you space 
to take notes and so that examples of forms 
could be placed directly next to the slide 
referring to them.
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Welcome! Why are you here?
• You have an essential fiduciary role in your units. ALL Board 

Members are responsible for maintaining appropriate financial 
practices.

• 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.

• PTA Insurance will not cover you if you do not follow proper 
procedure.

Thank you for being here tonight!



Training Outline
1. Review of Available Resources for financial 

officers
2. Discuss Roles & Responsibilities of PTA 

Financial Officers and Others
3. Council Financial Calendar and Remittances
4. Other Financial Tasks by Category

a. Budget
b. Bookkeeping
c. Taxes & Compliance
d. Audits Please follow along in your 

Training Binder and take 
notes.



SECTION 1:
RESOURCES

FOR
FINANCIAL OFFICERS



Resources in PTA
• SMM PTA Council Financial Leadership:

– Gabrielle Cohen, President, smmptacouncilpres@gmail.com
– Diana Oliver, Treasurer, smmptatreasurer@gmail.com
– Rebecca Terlizzi, Financial Secretary, tvrebeccak@aol.com
– Saara Masood, Auditor, saara.masood@gmail.com
– Council website: www.smmpta.org

• California State PTA Toolkit (v. June 2020)
– Website: http://toolkit.capta.org/
– Many forms online are fill-in-able (ex. Audit form, etc)

Tax Filing Support Specialist: taxinfo@capta.org

• California State PTA Insurance (v. 2020 = 9/19)
– 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 & Standing Rules

We suggest 
you group 
these three 
items in the 
back of your 

binder for 
easy access
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Government Resources
• Internal Revenue Service - www.irs.gov

• California Attorney General - www.ag.ca.gov

• California Franchise Tax Board - 
www.ftb.ca.gov

• California Secretary of State - www.sos.ca.gov
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SECTION 2:
ROLES

&
RESPONSIBILITIES



PTA Financial Responsibility Chart
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Financial Protocols
• 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. 
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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.
9



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 10



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.)  

• 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.

Primary Money Handler
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Financial Secretary Report
~Receive the money from 
the Event Chair.

~Deposit immediately in the 
PTA bank account. 

~Give a copy of the deposit 
slip to the treasurer. 

~Keep an accurate record 
of all receipts

~Prepare and present a 
Financial Secretary’s Report 
at association and 
executive board meetings 
and at other times when 
requested by the 
association.
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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. 

Private Investigator
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Audit Review Committee

The Audit Review Committee must have at least two members 
(including the Auditor, if you have one) unless the Auditor is a 
‘qualified auditor’. The other members can be anyone above you in 
PTA (such as Council or District Officers) or non-check signers. Cannot 
be related to anyone (or lived in same household as anyone) who was 
a check signer during the audit period.

‘qualified auditor’: A qualified auditor is defined as someone who has 
been trained/licensed to conduct audits and/or review accounting 
records, such as a Public Accountant or Certified Public Accountant 
(CPA). They do not need to be currently employed in the field.
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5-Minute Auditor & Protocol
Sanity Checker

➔ Reviews bank statements against Quickbooks reports 
monthly to quickly scan for obvious errors (i.e. 
Reconciliation is reviewed and signed monthly)

➔ All bank statements must be opened by a non-check signer. 
You MAY have bank statements mailed to this person, but 
NOT a check signer (since school’s are closed).
◆ note: ALL CHECK SIGNERS MUST HAVE ACCESS TO 

ONLINE BANKING
◆ If your Unit does not have paper bank statements, the 

the 5-Minute Auditor must have their own, separate 
VIEW ONLY access to all accounts.

➔ Must ‘wet sign’ all the documents.  The bank statement 
goes to the Recording Secretary’s files for Audit.  The 
reconciliation, treasurer’s report, and backup go to the 
treasurer. 

➔ Insurance requirement
➔ This person may NOT be a check signer (suggestion: 

Auditor or Financial Secretary) 15



Steps for the 5-minute Auditor: (to be done monthly)
● Get document 1 from the bank; Get documents 2-4 from the 

Treasurer
● Make sure the Bank Statement (Doc 1) and the Bank Reconciliation 

(Doc 2) agree with each other.
● If there are copies of checks attached to the bank statement, 

make sure they have two signatures and a signer is not the payee.
● Are there uncleared checked that are > 3 months old? (see Doc 2) If 

so, ask Treasurer to follow up with those payees.
Look at Transactions Report (Doc 3) - Are there any odd items like 
large amounts to Officers? Debit card transactions? Ask 
questions if needed!

● Compare Transactions Report (Doc 3) to Monthly Treasurer’s 
Report (Doc 4):
○ Is the opening balance the same? 
○ Is the closing balance the same?
○ Are total deposits the same?
○ Are withdrawals the same?
○ Is the check range the same?

● If all looks good, sign and date the Treasurer Report                   
and save.

Doc 1 - Bank Statement
Doc 2 - Bank Reconciliation
Doc 3 - Transactions Report
Doc 4 - Treasurer’s Report

16



Treasurer Responsibilities (page 1 of 4)

Upon Election:

✔ Meet with Outgoing Treasurer
» Accounting System (Quickbooks); bookkeeper

» Learn about the bank accounts

» Understand Reports; Anything special

» Assses supplies
✔ Prepare Annual Financial Report (for previous year)
✔ Training 

✔ Check Audit Status

✔ Change Check Signers (get letter from Recording 
Secretary)

✔ Set-up your Binder:
■ Calendar; Bylaws

■ Agendas, Meeting Minutes

■ Budgets

■ Audits

Check Writer/Senior Financial Officer/Budget Chair

■ Tax Filings

■ Treasurer’s Reports

■ Bank Statements & 
Reconciliations

■ Whistleblower Forms

■ Other blank forms 17



Treasurer Responsibilities (page 2 of 4)
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. 18



Treasurer Responsibilities (page 3 of 4)
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 quarterly. (A 501(c)3 organization is 
required to have printed financials available upon request. Please do not send 
electronic files.) 19



Treasurer Responsibilities (page 4 of 4)

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.

✔ Present Budget vs. Actuals and adjust budget if needed

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). 

–   

20



Bank Letter for Change of 
Signatories

June 25, 2021
 
To Whom It May Concern:
  
Effective July 1, 2021, please change signatures on Account # 5/010-079888-7 for 

Santa Monica High School Parent Teacher Student Association to the 
following:

 
 
Remove Jane Goodall as Executive Vice President.
Change Angela Bassett from President to Executive Vice President
Change Kerry Washington from Treasurer to President
Add Reese Witherspoon as Treasurer
 
 Thank you,
 Kerry Washington
Treasurer
 

You must use your legal name.

Banks require that you also provide 
PTA meeting minutes that confirm what 
you are requesting.
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First Association Meeting
Financial Reports
➔ Annual Report from Prior Year
➔ Year-End Audit

Budget for the Year
➔ Fundraisers
➔ Programs

Treasurer’s Report
Checks to Ratify
Release Funds

ALl of these items are 
VERY IMPORTANT!

Make sure all of these steps 
are recorded in the Meeting 

Minutes.

2423



Bookkeeper Responsibilities

• Bookkeeper: Some units have hired an 
experienced bookkeeper to manage 
monthly Quickbooks data entry, bank 
reconciliation, and unit reporting.

• If your unit uses a Bookkeeper, make sure 
they understand the new PTA rules.

• Bookkeeper cannot be a check signer.
• Make sure as the Treasurer that you are 

familiar with everything the bookkeeper is 
doing, whether that is QuickBooks entries, 
managing of the budget, etc.

Hired labor

24



SECTION 3:
CALENDAR 

& 
COUNCIL REMITTANCES



There are financial and reporting transactions 
between Units and Council:

– Amounts due:
• Membership remittance (monthly)
• Annual PTA insurance (early December, $258/unit)
• Unit Assessment (October, $200)
• Founders Day donation (February, see your budget for amount)
• Worker’s Comp (early January)
• Workshop or conference registration fees (as they happen)

– 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 

and Founders Day early 
in the year for 
convenience.

Financial Transactions with Council

Council, District, State and National PTA dues 
are “Funds NOT belonging to the Unit” and do 

not require membership approval to be 
forwarded.

27



2021-22
Financial
Calendar

Unit treasurers 
should refer to this 
calendar to 
understand what 
items are due and 
when.

28



PTA 
Financial
Remittance 
Form

• Use this form to 
submit payments to 
the SMMPTA council 
financial secretary.

• You can find the form 
on SMMPTA.ORG

29



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. 31



TOTEM

● 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.

● TOTEM donations are 
recorded in full as income 
and then the 5% fee is 
recorded as an expense.

32



SECTION 4:
TASKS

BY
CATEGORY



4A. BUDGETS
Annual Budget Guidelines
Setting Up Budget in Quickbooks
Quickbook Budgets



What is a BUDGET?
It is an estimate of income and expenditures for a 

set period of time, usually a year.

In California PTA, the fiscal year runs from

July 1st - June 30th

The Treasurer is the creator and keeper of the 
budget.

37



Budget Timeline
SPRING

MAY/JUNE

JULY/AUG

AUG/SEP

Proposed budget presented to the Exec Board-Elect.

Proposed budget presented for approval at last 
Association Meeting of the year. Association releases 
funds to pay summer bills.

Revised budget to the Exec Board.

Revised budget presented for approval at first 
Association Meeting of the school year. Association 
releases funds.

38



Releasing Funds ➔ In order to begin paying bills, the 
President/Treasurer must first 
release the funds from the unit 
budget at the Association (General) 
Meeting.

➔ The Association can only release 
the amount to spend that equals 
the amount the unit has raised so 
far along with any reserves that are 
being used in the budget to 
balance it. 

➔ The President/Treasurer needs to 
request specific line items for fund 
release.  The entire amount in the 
budgeted line item does not need 
to be released at once, but the 
Treasurer needs to keep track of 
how much was released.  The 
Treasurer cannot spend more in a 
particular line item then was 
released. 

➔ The release of funds needs to be 
done at every meeting unless the 
President/Treasurer were able to 
release more than the unit has 
spent or if the entire budget is     
being funded from reserves.    

Example:  The Unit’s Annual Giving has raised $12,500 in August and there 
are also budgeted reserves of $15,000, for a total of $27,500.  At the first 
Association meeting, the President/Treasurer may request to release up to 
$27,500 to be spent in September.  Then, after raising $6,000 more in 
September, the President/Treasurer (at the next Association meeting) may 
now release an additional $6,000 to spend on specific line items.  

39



Annual Budget Guidelines (pg 1 of 3)

• 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). Funds will then be released. 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.

41



Annual Budget Guidelines (pg 2 of 3)
• 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 every 1 fundraiser. This ensures that you 
are focusing on programs and not on raising funds.

• PTAs cannot include in budgets the following items: any personal 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.
42



Annual Budget Guidelines (pg 3 of 3)
• You may have a line for ‘unallocated’ to help with extra expenditures

• Remember that the school district is responsible for providing basic 
school supplies (even for distance learning) for BOTH Students and 
Teachers. Ask your Presidents about the document from Council.

• You may NOT provide personal protective gear...this is a liability issue.

• Budgets change over the course of the year. Your budget should reflect 
no on-campus activities this Fall. Everyone will have to re-evaluate in 
November.

• Events: Chairs need to have a plan for their funds and have them 
approved by the Exec Board. They are responsible for their budget.

• If you are voting to change the budget (and do not give proper notice) 
you need a ⅔ vote to pass the change.

Reserves: Current PTA Guidelines recommend that unrestricted reserves 
should not exceed 50% of the Association’s budget for an average year. 
Generally accepted nonprofit guidelines recommend that a nonprofit’s 
unrestricted reserves not exceed two years’ of operating expenses.
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Things not to forget in a budget
● Carry-over funds from 

previous years
● Income
● Funds not belonging to 

the Unit: Income
● Expenses
● Carry-Over for next fiscal 

year
● Unallocated
● Funds not belonging to 

the Unit: Expenses
● Non-Cash contributions 

(the Attorney General now 
asks about this!) *see next 
page*

Operating Expenses:

● Insurance Premiums
● Postage
● Financial Software
● Record keeping materials
● Council Meeting fees
● State Conventions
● Trainings

NOTE: While appreciation ‘events’ 
ARE considered hospitality, 
providing meals and snacks for 
workers/volunteers during an 
event or program is not.

44



Non-Cash Contributions
● Attorney General now asking about this; important to 

track for the 990N.
● Also referred to as ‘In-Kind Donations’
● Can be goods or services
● Donated gift cards are NOT non-cash contributions 

(they are considered the same as cash.)
● Tracking non-cash contributions received and which 

programs/activities they are applied to is a best 
practice.

● Items worth more than $250 must get a receipt for 
non-cash contributions.

● If someone buys something for the PTA (but does not 
ask for reimbursement) it is also considered a non-cash 
donation.

45



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

46



Quickbooks Budget

47



4B. BOOKKEEPING
Bookkeeping Entry Tips
Budget vs. Actual Report
Warrant/Check Request Form
Deposit Verification Form
Authorization to Transfer Funds
Paypal and Square Accounts
Monthly Treasurer’s Report
Commitment Letters & District Bills
Worker’s Comp
33rd District Annual Report
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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.

– Uncleared Payments - 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.
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Voiding Checks
❖ You can only void a check if it’s in the same month it was 

written and only before you reconcile for the month.

❖ If you need to “void” a check AFTER this period, you must 
create a “deposit” for the same amount, code it to the same 
line item you coded the check and reconcile them against 
each other.  This way your balances don’t change for the 
prior period.  If you do not do this, your prior treasurer’s 
reports going back to when the check was written will all 
need to be redone and if it falls into a different audit 
period, then your next audit will not start where the prior 
one left off. 

❖ When you create the “deposit”, be sure to note what you did 
in the memo field of your bank register (example: deposit to 
void check #3444 for $936.00 - new check #3555 replaced 
this check). 52



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.
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Warrant/
Check 
Request

• Create a warrant 
document specific to your 
unit;

• Attach original 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. 55



Payment Via Electronic Funds Transfer/Bank Bill Pay 
Services

~Online payment systems (i.e., Electronic Funds Transfer (EFT), Bank Bill Pay Services) 
are an approved method of paying expenses. 

~For Electronic Funds Transfer (EFT) payments, a separate bank account should be 
established to restrict Internet access into the general checking account with account 
signers as listed in the minutes. 

~Use of this account should be limited to online payment collections and online payment 
of expenses. An “Authorization to Transfer Funds Between Accounts” form must be used 
to transfer funds into the Internet account from the general checking account. 

~All expenses must be accounted for and reported in the monthly treasurer’s reports. 
Any dedicated account established requires a separate semiannual audit. 

~An Authorization for Payment Via EFT/Bank Bill Pay Services form signed by two 
authorized check signers must be completed for all Electronic Funds Transfer/Bank Bill 
Pay Service payments, in addition to the Payment Authorization form approving the 
expenditure.

~Cyber Liability Insurance Coverage is recommended to protect against possible losses 
due to the use of Electronic Funds Transfer/Bank Bill Pay Services. 49
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Dealing with Expenses
➔ Do not pay for expenses that are not previously authorized.
➔ You can use an invoice as a receipt.
➔ Digital signatures are fine on payment authorization forms.

Start-up Money for Events

➔ Form in CAPTA Toolkit for Cash Advance
➔ Never Pre-sign Checks or make them out to CASH
➔ At end of event, have the money to reimburse the start-up money 

be a separate cash verification form...this will make the 
accounting easier.

➔ Strongly recommend only giving cash advances to Exec Board 
Members.
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Deposit 
Verification 
Form

➔ Event Chairs fill out this form 
when money is collected.

➔ All money counters sign the 
form. 

➔ Chair keeps copy of the form 
(can be on phone)

➔ 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).

➔ Leave paper trail of 
signatures when money 
changes hands. 58



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
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Electronic Payments 
Several Units use Paypal to collect payments from donors and 
parents for various purchases. Because PayPal retains funds it 
collects until a Unit transfers them into a checking account, PayPal is 
also considered a bank account with a monthly balance.

Paypal Accounts (and any other similar servicer) should be treated the 
same as a checking or savings account with regards to monthly 
Treasurer Reports and regular audits.  [This is NOT true for 
merchant-account servicers that clear balances daily.]

Thirty-Third District PTA recommends that you drain your PayPal 
account at the end of each month into your checking account so that 
the balance on the last day of the month is $0 (or close to $0).  Include 
the PayPal balance in your monthly Treasurer Report.

Transfer ALL remaining funds before June 30th so your annual 
income is correct for your taxes. 
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Electronic Payments in Quickbooks

● You’ll manually enter income, expenses and transfers to 
your Quickbooks account.  You can total transactions (like 
Memberships, Annual Fund, Paypal Fees, etc) and enter 
these lump sums by month.

● Be sure to correctly record income and expenses. For 
instance, if you sold $1,000 in ticket sales, and Paypal 
charged a total of $20 in fees for these transactions, you’d 
enter two entries in your register: one for Ticket Income of 
$1,000; and separate Paypal Fees expense transaction of 
$20.

● You need to include your PayPal income and expenses each 
month (like you do a bank account) using their monthly 
statements.
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Monthly Treasurer’s Report - pg 1
Steps to creating a Treasurer’s Report (this should be done 
monthly and reviewed by the 5-minute auditor):

1. Receive/Review the monthly Bank Statement. (Doc 1 for 
5-minute Auditors): During the pandemic the President and 
Treasurer should both have full electronic bank access; the 
5-minute auditor should have read-only access.

2. Reconcile the statement in Quickbooks and print a “Detailed” 
version of the Bank Reconciliation. (Doc 2)

3. Print a Transactions Report. (Doc 3)
4. Record balances, deposits, withdrawals and check numbers 

from the Transactions Report onto the monthly Treasurer’s 
Report. (Doc 4)

5. Read Doc 4 in the monthly meetings!
Doc 1 - Bank Statement
Doc 2 - Bank Reconciliation
Doc 3 - Transactions Report
Doc 4 - Treasurer’s Report 63



Monthly Treasurer’s Report - pg 2

• 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. Report 
must be from the date of the last one.

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

• 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. 

You need a separate report for 
each account,..

including electronic accounts.
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Treasurer Motions
APPROVE BILLS-

With the exception of a specified 
amount in the Bylaws for each Unit, 
bills cannot be paid until they are 
approved. You SHOULD be getting 
approval BEFORE the money is spent.

RATIFY BILLS-

You must ratify all checks at the 
Association meeting. 

NOTE: If the Association does NOT ratify an 
expense that the Exec Board approved, then 
the Exec Board is responsible for that expense!

APPROVE A BUDGET-

The first step is to present a balanced 
budget to both the Executive Board 
and the Association, where you are 
showing how you will be paying for all 
of your expenses.

RELEASE FUNDS-

In order to actually spend the money, 
you must first release funds at the 
Association Meeting from the budget. 
This should be done periodically 
throughout the year. Usually done 
right after a new budget is approved.

NOTE: You cannot release more than the line 
items in the budget.

If you don’t release funds, you should 
pre-approve bills at the Exec Board (at a 

minimum) and then Ratify at the Association 
Meeting if there was not time to release 

funds at the Association.
65



Reporting on Finances
Executive Board

● Treasurer’s report
● Present expense 

authorizations/bills 
to be paid

● Update budget to 
actuals

● Budget changes 
needed?

Association

● Treasurer’s Report
● Checks to ratify
● Approve new activities, 

other budget changes 
as needed

● Release funds to next 
Association Meeting

● Quarterly (minimum) 
budget to actuals 
update

NOTE:  Make sure programs, events and activities are all approved by the 
association. You can do this by approving a full calendar. 66



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.
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Commitment 
Letter

• The unit PTA provides a 
Commitment Letter 
(fiduciary agreement) 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
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District Bills
SAMPLE
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WORKER’S COMPENSATION ANNUAL PAYROLL REPORT

★ There is a new form and a new way to file the PTA Worker’s Comp Filing.  Please note that 
you will need a copy of your unit PTA's Bylaws in order to get the correct legal name, Capta 
ID number and Federal EIN number in order to fill out the form.  

★ There will be an online link to access the new form.
 

★  Please note that the form MUST be filled out online.  Every unit must fill out the Workers 
Comp form regardless of if they paid someone directly or not.  If you have not paid anyone 
during the payroll period, there is a box at the end of the form that states NO ONE PAID 
that you will check once the form is filled out.  Once completed and you hit submit, the 
form goes directly to AIM Insurance.  If you have a payment to make, please print out a 
copy of the form you filled out (there will be an option to do that at the end) and include it 
with your payment.  Payments can be made by either sending a check or an online 
payment via your bank.  The form and the payment must be received by AIM Insurance 
prior to January 31st.  The check must be made out to AIM Insurance and sent to them 
directly, NOT to Santa Monica-Malibu PTA Council.  
 

★  Please remember that the payroll report is for the period 1/5/2021 through 1/4/2022.  The 
dates are based on when people provided services for the PTA, not when they are paid.  
 

★  You are only listing people who have provided services to the PTA and the PTA has paid 
directly, do not list businesses, do not list people who were paid as a result of a 
reimbursement and do not list people who were paid through the district.  Please list 
everyone you have paid regardless of the amount (including babysitters, website support, 
bookkeepers, etc.). 
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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 June 
2020 version of this form.

• It is available to download 
at SMMPTA.ORG
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4C. AUDITS
2020 Audit Checklist
Treasurer’s Checklist for Audits
Thirty-Third District Audit Report
Audit Report in Quickbooks



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. Founder’s Day) have been 
made to Council. 

6.Ensure necessary tax forms have 
been completed and submitted. 76



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) 
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33rd District 
Audit Report

• Use this form to audit your 
unit. Be sure to use the 
current version of this form.

• It is available to download 
at SMMPTA.ORG
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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.) 80



4C. TAXES & 
COMPLIANCE
Summary of Required Filings
RRF-1; Raffles
S1-100
W-9; 1099
990/990EZ/990N
CT-TR-1
Donor Documentation
Filing an Extension
Letter of Determination
Tax Exempt Letters

We want YOU 
to get it right!



Who must file Govt. Agency Form(s) Due Date

ALL Units Internal Revenue 
Service (IRS
www.irs.gov

Federal tax returns (990N, 
990EZ, 990)
*additional forms required if income is > $50K

November 15

ALL Units California Franchise 
Tax Board (FTB)
www.ftb.ca.gov

State tax returns (199N, 199) November 15

ALL Units California Attorney 
General
www.ag.ca.gov

Charitable trust renewal 
(RRF-1);
(CT-TR-1): If gross receipts <$50k 
and 990N was filed

November 15

INCORPORATED Units California Secretary of 
State
www.sos.ca.gov

Statement of Information (SI-100) Once every two 
years

Units holding RAFFLES California Attorney 
General

Registration Form
(CT-NRP-1); (CT-NRP-2)

August 31; Oct 1
(plus allow 60 days before 
raffle)

Units holding 
charitable GAMING 
activities

California Department 
of Justice

Fundraiser Annual 
Registration Form

at least 30 days 
prior to event

Summary of Tax and Governmental Filings

*You MUST be current with all your filings!!!
*IF you receive a letter from any government agency about a filing issue, contact Council immediately, 
NOT the agency. We have experience dealing with these issues! 84



Tax Returns
● Due Nov 15 [4 ½ months] after the end of the fiscal year
● Copies uploaded to MyPTEZ and provided to Council
● More info at:

capta.org/pta-leaders/services/tax-filing-support-center/

*MyPTEZ does NOT cost money to upload documents. It only costs 
money if you use it for finances.

● Our group exemption number (GEN) is 0646
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Internal Revenue Service 
990/990EZ/990N
● File annually
● If your PTA normally has gross receipts of $50,000 or less you can 

file 990N electronically
● Otherwise, you must file 990 or 990EZ
● Schedule A is required if you file a 990/990EZ
● Schedule B is required if you receive $5,000 or more from a single 

donor
● You may, also need Schedule O

Incomplete filing count as NOT filing at all!
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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
87



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. 88



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/

● $20 fee
● 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, Malibu Elementary, Malibu High, SMASH
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Franchise Tax Board 199/199N
● File Annually
● If your PTA normally has gross receipts of $50,00 of less, you can 

file a 199N electronically.
● If your PTA normally has gross receipts of more than $50,000 you 

need to file a Form 199.
● PTA’s are NOT required to pay the $10 filing fee for the FTB 199 

form (be sure to check the box!) Box L
● Do NOT complete a form 3500!
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AG Registration Renewal Form (RRF-1)
● The Registration Renewal fee must be paid and filed annually 

once your unit has registered using the Charitable Trust 
Registration. 

● INCLUDE A COPY OF YOUR IRS FORM 990/990EZ or CT-TR-1 (if 
990N was filed) - THIS IS REALLY IMPORTANT!

● This step is typically done by the accountant who prepares 
your unit tax return. 

● If you do this yourself,...the answer to question #8 is ‘NO’...PTAs 
do NOT do gap audits.
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Attorney General CT-TR-1
● Attorney General’s Registry of Charitable Trusts
● In addition to the RRF-1, IF you are filling out the 

990N with an average of 50k or less for the last 
3 years,....then you also need to fill out the 
CT-TR-1
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Filing an extension

Use IRS Form 8868

● File by tax filing due date
● 6 month extension
● Approved extensions cover the 990/990EZ, 199 and 

RRF-1

NOTE: YOU CANNOT USE THE FORM 8868 TO EXTEND 
THE DUE DATE OF FORM 990N OR IF YOU HAVE FAILED 
TO FILE FOR TWO CONSECUTIVE YEARS.
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Raffles
Difference between a ‘legal raffle’ and an ‘opportunity drawing’.

Opportunity Drawing - is equal to all (ex/all students are entered)

Raffle - is when you have to pay to enter

You may only conduct a raffle if you obtain a permit from the 
California Attorney General:     www.ag.ca.gov/charities/raffles.php

● apply 60 days in advance for permit
● $20 fee
● permit is good for the fiscal year
● CT number and current status required
● report due at end of fiscal year (EVEN IF YOU DO NOT HOLD THE 

RAFFLE!)
● 90/10 rule - at least 90% of the proceeds must go towards the 

charity, not towards the purchase of the prize
● 50/50 raffles are not legal in CA
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Casino Nights & Alcohol
● Casino Nights require a permit 

○ requires 3 years of tax compliance
○ ‘current’ status on taxes and CT number; nothing delinquent for state taxes or 

fees
● $100 fee, which you lose if you are rejected for the permit
● only one casino night event per year per nonprofit
● many rules:

○ Need your CT Number and “current” status required

● Must have a permit to have alcohol at an event (even if it is only in 
an auction item)

● Alcohol and Beverage Control
○ Registration Form
○ $100 fee
○ Auction Baskets
○ Serving at Events

NOTE: If the alcohol is an ‘incidental item’ 
then you do NOT need a license.
Ex: Gourmet food basket with one bottle of 
wine is ok; Basket of wines from around the 
world, however, you will need a license. 95



Providing Documentation to Donors
❖ 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.

❖ Non cash contributions are considered 
part of your gross receipts 96



Getting Tax & Compliance Help
● Tax preparer (Council recommends F&F)
● Council
● CAPTA Tax Filing Assistant

○ Available by email or phone to answer questions pertaining to PTA tax filing 
compliance

○ Assist with letter to request abatement of IRS late fees and penalties
○ Assist in resolving Delinquency, Suspension and/or Revocation
○ Provide guidance navigating the website
○ Point you towards resources

taxinfo@capta.org

Never EVER ignore a delinquency or penalty notice! 

Contact Council IMMEDIATELY with any questions 
or letters from the government.
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Letter of Determination (LOD)
What is it? Evidence of your PTA’s status as a nonprofit, subordinate 
organization of the California State PTA

May be needed to change signers on the PTA bank account.

Often needed to procure donations

A PTA must be “current” with the Attorney General’s Registry of 
Charitible Trusts and in Good Standing with the CAPTA to receive an 
LOD

You can request one at LOD@capta.org

The IRS will not issue one,...only CAPTA may do so.

NOTE: Many businesses ask PTA’s to complete an IRS W9 in order to schedule 
fundraisers or receive payments or donations. They are confusing a LOD with 
confirming your EIN. Just having an EIN does not prove that you are a nonprofit, but 
a LOD will. Ask if they will accept a LOD.
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PTA Hierarchy
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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.
McKinley Parent-Teachers Association of Santa Monica
Roosevelt PTA-Santa Monica, 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
Malibu Elementary School PTA
Malibu High School PTSA
Santa Monica Alternative Schoolhouse PTSA
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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

 Lincoln PTSA  00007817     3112     1/1/1925 95-6206521 C0234227      0171472
 Malibu Elementary PTA  00034229    5290 9/30/1997 23-7010618                      8020329 0190620

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

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

 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
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Secretary of State Filings

89

Edison PTA Even Years

Franklin PTA Even Years

Grant PTA Even Years

John Muir PTA Even Years

Webster PTA Odd Years

McKinley PTA Even Years

Roosevelt PTA Even Years

Santa Monica High School PTA Odd Years

Lincoln PTA Odd Years

Will Rogers PTA Odd Years



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 and PTA’s are 
not allowed to get resale numbers.
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Letter from the IRS



Letter from the IRS (page 2)



Letter from the Franchise Tax Board



Letter from the IRS 



You did it!


