Torrance Council of PTAs
Beginning Financial Training

May 2024

Council Financial Team 2024-2025
Document Turn-In: docs@torrancecouncilofptas.org

Treasurer
Mary Scharpf, 310-371-0452
treasurer@torrancecouncilofptas.org

Receives copies of tax returns, charitable trust registration
form, raffle registration form, raffle report, worker’s comp form,
unit annual financial report.

Financial Secretary
Shanie Asato, 310-702-3741
financialsec@torrancecouncilofptas.org

Receives all money (submit with Council remit form). Contact
to purchase unit payment authorization forms, cash verification
forms, treasurer’s books.

9th VP - Director of Budget & Finance
Judy Briggs, 310-654-3055
9vp@torrancecouncilofptas.org

Receives requests for reimbursement or advances from
Council, copies of association approved budgets, keeps track
of Council budget.

Financial Reviewer (Auditor)
Nels Atha, 310-918-6502
financialrev@torrancecouncilofptas.org

Receives copies of financial reviews (audits), monthly and
association unit treasurer reports, minutes




PTA Reporting Structure

e National PTA - PTA.org
o California State PTA - CAPTA.org
m Thirty-Third District PTA - 33rdpta.org
e Torrance Council of PTAs - torrancecouncilofptas.org
o Unit (your school's PTA/PTSA)

PTA Roles and Organization

e Association = All members of your unit
o Decides what the unit does
o Approves how money is spent
o Chooses representation of the association
e Executive Board = Elected and appointed officers
o Carries out the business as directed by the association
o Protects assets and reports to the association
e President = Official representative of the association
o Coordinates and oversees the work of the association



Fiduciary Responsibilities

Protecting the financial assets of the PTA is the responsibility of all board
members

PTA funds belong to the membership of the PTA

Members must be fully informed about all fiduciary matters

Members must be provided with the opportunity to approve business

transactions of the organization (i.e., association meetings)

Financial Team Responsibilities

The financial officers are elected to manage the fiscal operations of the unit

Treasurer

Maintains permanent records to track unit funds and financial transactions

Chairs the budget committee and prepares the budget for adoption by the association
Pays all bills as authorized by the executive board and association

Prepares and presents financial reports at executive board and association meetings
Prepares federal and state filings

Financial Secretary

o Works closely with the treasurer on all financial matters

o Receives and deposits money received by the association

o Maintains records of all funds collected and deposited

o Prepares and presents financial reports at executive board and association meetings
Financial Reviewer (formerly known as Auditor)

o Reviews the books and financial records of the unit to determine their accuracy

o Prepares and presents review report to executive board and association

(@]
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PIA Incoming Financial Team
aeyehidresoice: Spring/Summer Responsibilities

Spring Responsibilities of the -

* Develop Preliminary Budget
© Board-elect budget committee develops a preliminary budget for the next school year
© Budget committee is ized/called by the presids lect and chaired by the treasurer-elect;

Incoming Financial Team o S —

© Board-elect/Association approve preliminary budget
* Release Funds
© Association approves the release of funds for budget categories where expenses may occur during

H N H H the d aft hool begins; DO NOT RELEASE THE ENTIRE BUDGET
e Review unit bylaws and standing rules to determine PR L
© Board-elect/Association approve the change of check signers on the bank account; remove old
H H H check signers, add new check signers
fl n a n C I a I d Ut| es + Attend Financial Training Workshop
. . . . JuLy
e Work with the outgoing members of the financial - Changechecksigners _
o Visit bank to add new check signers and remove former check signers on the account
+ Confirm C ion of Outgoing Fil ial Team ibiliti
te a m o Prepare financial reports (treasurer report, financial secretary report, budget to actual report) for

period ending June 30
. . © Give financial records to the outgoing financial reviewer for the January-June financial review
I | b d f © Outgoing Treasurer: Prepare the Financial Annual Report (budget to actual report covering the
. Deve Op/ApprOVe pre I mlnary u get Or neXt year entire fiscal year July 1 thru June 30)
© Outgoing Treasurer: File the federal (IRS Form 990) and state taxes (CA Form 199) and charitable

o Board-elect budget committee chaired by treasurer-elect trustregistration (RRF-1/CT-TR-1) by the due date (November 15)
e AUGUST/SEPTEMBER
o Board-elect approves the preliminary budget - Financial Team Transition
© Outgoing financial team hands over all financial records to incoming financial team
® At t h e I a St a SS O C I atl O n m e etl ng Of th e S c h O O I ye a r: ) R:"'S:i‘i‘:ﬂt:te preliminary budget that was developed in the spring with the actual starting balance
(ending balance of previous year)
© Update the preliminary budget with changes or new plans for the upcomi ar
© Ap p I’OVE' the p ro posed b u dgEt fo r th e n EXt SCh OOI yea r . Con::’m (t:or‘npiztiop of Olrtgoingg ;i‘:‘a‘v’c?ar:xrear;‘iespo:sibirhies (seetlulvg _ e )
o Approve all programs and fundraisers contained in budget A e
. o Approve revised budget and all prog and fundrai ined therein**
o Approve release of funds as needed at least through the first o Adopt lanuary-lune financia eview
o Appoint/ratify Monthly Bank Reconciliation Reviewer, Financial Review Committee**
iati i o Pr /) financial 5 July,
a SSOCI atl O n m eetl ng Of th e n eXt SC h OOI yea r o Z;’::Ze/pr;etis;r:h;tz:alaritrteezoiﬁsjlt:\r:(ua:en::ljeg,jf:lsyt, August, September

o Association: Approve release of funds for budget categories of expenses needed through next

o Record in minutes the change of bank signers required for the asseciation mestige
+ Attend Financial Training Workshop
next school year

**These actions are required by the CAPTA Insurance company

202404

Summer Responsibilities of the Incoming Financial Team

e PTAFiscal Year -July 1 thru June 30
e AfterJuly 1, visit the bank to update the account’s signature card. The incoming
board cannot sign checks until this is completed.
o Review unit bylaws for approved signers
o Check with the bank to learn requirements and necessary documents for
changing signers (i.e., bylaws, minutes, etc.)
o Remove all past signers
o Change signers on all accounts
o Ensure the bank statements are mailed to the school’s address
e Revise the budget for adoption at first board and association meetings of the year
o Update the starting balance for the new year
o Update the budget based on changes made to plans for the new year



Responsibilities of the Outgoing Financial Team

e Close out the books for the school year
e Prepare reports for period ending June 30 to be presented at first board
and association meetings of the new school year
o Treasurer report, financial secretary report, budget to actual report
o Financial Review (audit) for the period January 1 - June 30
e Prepare the Annual Treasurer Report to be submitted to Torrance Council
e Prepare and submit federal and state taxes (or extension) and Charitable
Trust renewal by November 15
e Transfer all financial materials to the incoming financial team
o Permanent financial records, electronic files, log in information, checkbook,
checkbook register, etc.

Financial Tasks to be Completed at First Board/Assn Meetings

e Approve revised budget and all programs and fundraisers contained
therein

e Adopt January-June financial review

e Appoint/ratify Monthly Bank Reconciliation Reviewer and Financial Review
Committee

e Prepare/present financial reports for June, July, August

e Approve/ratify checks written in June (as needed), July, August, September

e Approve release of funds for budget categories of expenses needed
through next association meeting (at association meeting)



The Budget Process

e C(Creating/Revising the Budget
o Treasurer is the chairperson of the Budget Committee
o Design a financial plan that meets the needs of the association based on its
goals and objectives for the year
o Combine the best of the past with new ideas for the future
o Ensure that all proposed programs, activities, and fundraisers are in
compliance with the Insurance and Loss Prevention Guide
e The executive board and association must approve the proposed budget and any
changes to the budget

e All programs, activities, and fundraisers must be approved by the association
o Evidence of approval must be shown in the minutes for insurance purposes

e (Cash Balance Forward = balance as of July 1

Budget Elements . ncome

o Administration

[ — — Wmm m Membership Dues Income
rware . .
income m Membership Donations Income
e i
ol e A o Fundraisers
001A - Membership Dues Income from TOTEM s 500.00
00:8-Membezhi:Dues:ncm-councilsolicitzd I’s 48.00 © Programs
m00.3<MembershipDonationslncnme $ 50000 o Non-Unit Income
raisers . . .
101 - Fundraiser 1 income 's 250000 m Membership Dues Transitory Income - portion of dues rec’d by
= draiser 2 In 000 . . .
e T e unit that will be forwarded to council
m:?:(—mmllncome I'$ 500.00 ° EXpense
002 - Membership Dues Transitory Income 'S 300000 o Adm|n|strat|on
| Total Income $ 10,048.00
Epense | m Unbudgeted Expense
s T e Contains funds that are not budgeted toward any admin,
giz:g‘:‘::t?;:zx-copiessupplies : ;:: fundralser' program expenses
018 - myPTEZ Expense s 20900 e Used to cover unexpected/unplanned expenses and cover
019 - Tax Preparation Expense S 250.00 .
[ o | carry-over expenses needed for following year
090 - Unbudgeted Expense S 693023 .
Fundraisers o Fundraisers
et 1 e O Programs
wo“;(;:l”—ProgramlExpense $ 5,000.00 © Non_UnIt Expense . .
202 - Program 2 Expense s 200000 m Membership Dues Transitory Expense - portion of dues rec'd by
Ol - e D AT s 300000 unit paid to council (should equal Membership Dues Transitory
Total Expense § 18&72.23 Income)
Total Balance -

e Total Balance=0
1



How to Set Up Your Budget to Record Memberships

e Income Membership dues = $10 (unit portion = $4, council portion = $6)
o Administration Income
m Membership Dues Income Administration
e 001 = unit portion of dues that are SN Mermbersiip Duss Income 3 200000
. . . | 001A - Membership Dues Income from TOTEM S 500.00
palq dlreCtIy to unit (CaShr ChECk, or [ 0018 - Membership Dues income - Council Solicited  $ 48.00
online sales) (500 members) 003 - Membership Donations Income $ 50000
e 001A = unit portion of dues received | Nowtitioome i
002 - Membership Dues Transitory Income S 3,000.00
from TOTEM (125 members) == |
e 001B = unit portion of dues received | Non-Unit Expenée
002 - Membership Dues Transitory Expense S 3,00000

from council (12 members)
m 003 Membership Donations Income - separate line to record donations that come in with
memberships - do not include with membership dues
o Non-Unit Income
m 002 Membership Dues Transitory Income - council portion of dues rec'd by unit that will be
forwarded to council
e Expense
o Non-Unit Expense
m 002 Membership Dues Transitory Expense - council portion of dues rec’'d by unit that are paid

to council (should equal Membership Dues Transitory Income)
-

Keeping Track of the Budget

It is the duty of the entire board!
Ensure that expenses stay within budget
o Budget to Actual Report
o Inform committee chairpersons of their budgeted amounts
e The budget is a working document and can be revised and re-approved by the
executive board and association as needed
e Adoption of the budget does not authorize the expenditure of funds
o Event plans need to be approved by the executive board
o Funds need to be released by the association at an association meeting prior
to use of funds
m ‘I move to release the following funds: Back to school luncheon $500,
PTA insurance $258, Carnival $1,000, etc.”, OR
m Present report with list of funds to be released, “I move to release the
funds as posted.”



Event Plan Torrance Council of PTAs Event Planning Worksheet

e Event plans should be
PTA

prepared by the chairperson of e po T

: .
EVENT PLANNING WORKSHEET 2 e
. Attach separate sheet(s) Nmewlcel‘s.reqmmd for any section ) s 8
the event/program/fundraiser : :
EVENT / FUNDRAISER / PROGRAM TITLE: 5 10
an d p rese nted to th e exec utlve . .“c‘ SPECIAL CONTACTS (JUDGES, SPEAKERS, SERVICE PROVIDERS)
e
. o
board for approval in advance
of the event e — S
. . Budgeted expense: $ Is this a self-funding event? OYes  CINo BORWRr FTA b . Sgsroonnms B Deokye
S e i B
e Itis notrequired to use a form [ iomasnd peunaooles bty ik o el oot s i ooy o - e pemr
Income Expenses 0 Signage 0 Evaluation form(s)
. . . s s [ O Publicityinvitation materials. O Developed
such as this, but it is a useful : s Jr A g
: : e lininl desk -
. . s s 0 PRk O s e a
;
worksheet in planning and as a : : 2l S0
u L 'CHECK AND DATE WHEN COMPLETED
historical document : E— : © e s s y ot
o
NoTES s o o5 2
— E—
Tax Amount: |Delivery Charge:
| Menu Options:
Copy to President, Treasurer, and Chairman Chairman: Keep with copy of signed contract, flyers, announcements, etc.
Copy to President, Treasurer, and Chairman Chairman: ith copy of fye e
Torrance Council

CAN WE WRITE THIS CHECK?
cveryehild.onevoice:

Paying Bills & Reimbursement am

Has the expense been previously
Is the expense includedinthe | . - authorized by the association?

e Checks may be written for expenses that are: e B! T et T

o Authorized by the Association v " .

m Approved budget ““;“e°i’;i"hi}‘3;22§“'“°"’“ ”T‘:E}i‘;?f;"&:?.?::ﬂ?‘“s”
y vote in a board meeting In a board-approved event plan
m Funds released prior to spending o
o Approved in an event plan presented to the ves+ O PLANUSTBE ves
APPROVED BY BOARD i’
exeCUtive board Has a completed Payment
h ion Form (witI! receqipts
e The minutes of the association/executive a“"“"“”*’“j"s“"""“""'
. . . - YES
board meetings must show the authorization SRR S, s

WITH RECEIPTS ATTACHED Has the Payment Authorization

a n d a p p rova | Of eX p e n S eS Form been signed by the President

and Recording Secretary?

e Funds should not be spent until approved - -

PAYMENT AUTHORIZATION A 4
FORM MUST BE SIGNED BY

risk to chair if funds spent are not approved PRESDENT 8 REC SE0 WRITE THE CHECK

*Expenses authorized by the board but not approved by the association must be ratified by the association at the
next meeting. Refer to bylaws for the maximum amount the board may approve between association meetings. ¥202404




PTAIPTSA Payment Authorization . SR

Handling Disbursements *

Nume Date
Cheek 1o be made out to:

Address (if check to be mailed)

e The person requesting a check prepares a | Awwe visil o0

Payment Authorization form (PA) and g gl S v
attaches original receipts or invoices Triplicate forms[available for purchase

e Financial secretary $5-for30-forms———
o Checks all receipts or invoices i o P s
o Assigns a check number President - Secretary

Waitie Copy Tresscrnr, Veliow-Financiel Secrethry, Pink-Svbemis:

o

Assigns a budget number
Obtains approval or ratification by association

e Present the approved PA to the treasurer for issuance of the check

e Evidence of approval or ratification of all expenses must be included in the minutes

o

Writing and Recording the Check

Treasurers write the checks, payable as listed on the PA

o The amount of the check must match the amount on the PA and the attached
receipts/invoices

o All checks must have two signatures (see unit bylaws for approved check signers)
m A person should not sign their own check

e Itisrecommended that payments be made by check

e Do not make payments in cash, and do not use a PTA debit/ATM card

e Copies of the PA should go to - treasurer (original), financial secretary, requestor

e Original copies of the PA should be retained for financial review (audit)

e Treasurer records checks - in accounting software AND on the check register
o Record checks using the date the check was written, not the date the check was
cashed by the bank



Handling Money

e All money must be counted by 2 members

o Must not be related nor live in same household —mms

o One person should be an officer or chairpers
e Money should be counted on school premises
(should not be taken home to count)
e Cash Verification Form
o Signed by persons counting the money

ol

Activity
COINS
L e S—
X30g =S
X258 =S_
— 1 )
_X Sg =5

X lg~%

CURRENCY

X $1=

X 2

X 55-
X sle -

X 520
X 3550

X$100 =

PTAIPTSA Cash Verification Form

Date

CHECKS Attach additional poges if needed

Triplicate forms avallablesfor purchase R

TOTALCASH S
CHECKS 5

CRAND TOTAL S

—$5for 30 forms ., .

Messbership D #

Tita shone [ts:60 Taency A Been command & placed 1 the seaked envelope oy .

Signature (1)
Signature (2)

Wk Copry (Treamre)

Reeeived by

"33 -§

Donstions §.

Date.

[ree—

Feilow Copy (F inancial Seereisry) Pind Copy (Chuironte

o If receiving membership dues, reconcile the number of memberships and record on the

form with donations received

e Money and signed cash verification form are given to the financial secretary for verification

and deposit into the bank account

e Copies of cash verification form (receipt) should be given to event/program chairperson,

financial secretary, treasurer (original)

Handling Money - continued

e Make arrangements for event committee members and/or other board members to be

available to count funds at the end of an event

e If putting money into the school/PTA safe, follow chain of custody protocols and make a

copy of the cash verification form before putting it into the safe
e Deposit funds into the bank as soon as possible
e Develop a system to identify checks should they be returned unpaid by the bank
e Deposit only PTA funds into PTA accounts - no commingling of funds belonging to other

organizations

e All cash verification forms and deposit receipts should be retained for financial review

(audit)




Recording the Receipts and Deposits

e Financial Secretary
o records the receipts under the appropriate budget categories
o makes the deposits
o records the deposits
e Receipts and deposits should be recorded using the date of the transaction
o Receipts = date received
o Deposits = date deposited to the bank

Financial Procedures for the Internet

Torrance Council recommends using normal methods (writing a check and depositing

funds at the bank) for handling disbursements and receipts

Online payment collection systems designed for business use are allowed

o PayPal, Square, Zelle (if your bank provides the service), merchant account, etc.

Online payment systems are allowed

o Electronic Funds Transfer (EFT), Bank Bill Pay Services

Person-to-person apps not designed for business use should not be used by PTA



Financial Procedures for the Internet (cont’d)

e When using EFT/Bank Bill Pay System to pay expenses ...
o Use the Payment Authorization form with original invoices or receipts
o An Authorization for Payment via EFT/Bank Bill Pay Services needs to be signed by two
check signers
o Payments should be recorded in the checkbook register, ledger, and treasurer
report
e When using online payment collection systems or electronic check deposit feature
o Revenue should be accounted for and recorded in checkbook register, ledger, and
financial reports
o Check with bank on policy regarding quantity of electronic deposits allowed per
month and any associated fees
o Procedures should be established regarding who has access to this feature
o Create procedures on the storage or destruction of checks for deposit, the review
of electronic deposits, etc.
______________________________________________________________________________________________________________________________________|

Financial Procedures for the Internet (cont’d)

e A separate bank account is recommended (but not required) for use with online
payment/collection
o Consider establishing a financial policy on the quantity of funds that should be kept
in this account
o Use of this account should be limited to online payments collections and online
payment of expenses
o Transferring funds between accounts
m An Authorization to Transfer Funds Between Accounts must be used to transfer
funds between bank accounts; requires the signature of two check signers
m A motion should be made to transfer funds between accounts at an executive
board or association meeting
o Each bank account requires a separate treasurer report and audit




Forms Needed for Online Banking

e Authorization to Transfer Funds ,W,F,JJFW
B ——— Between Accounts R L D

BETWEEN ACCOUNTS

o Use this form to transfer funds |=—

between the general checking e
B account and other accounts e -
o Requires signatures from two

— authorized check signers o

ey e e Authorization for Payment via —

(Authorized Check Signer)

St EFT/Bank Bill Pay Services = S
T o Use this form for any payment
of expenses using EFT/Bank Bill | seimmzs..
T Pay Service
o Requires signatures from two s

authorized check signers

Date:

Transfer to account: Reason for Payment.

Amount to transfer: Payment Account

This form must be i

This form must be sig before may be
iniiated. Signatures by facsimile copy will be accepted.

i ——
Signatures by facsimile copy will be accepted.

Financial Reports

e Monthly Executive Board Meetings
o Treasurer Report - treasurer
m  Ratifies checks as listed on report (and any other checks written)
o Financial Secretary Report - financial secretary
m  Approves bills to be paid at meeting (as needed)
o Budget to Actual Report - financial secretary
e Association Meetings
o Treasurer Report - treasurer
m Ratifies checks as listed on report (and any other checks written)
o Financial Secretary Report - financial secretary
m  Approves bills to be paid at meeting (as needed)
o Budget to Actual Report - financial secretary
o List of Funds to be Released - treasurer
m  Approves funds to be released



Treasurer Report - Sample

e Prepared and presented by the treasurer at

monthly executive board meetings and association

meetings
e The treasurer report must contain

O

Unit name, type of meeting, date of meeting, dates

covered by report

Balance on hand at beginning of report period
List of Deposited Income (deposits at bank)
List of Transfers/Adjustments (i.e., interest,
automatic deposits) (as necessary)

o Total of Deposits

o

o

e Areport should be prepared for each bank account

List of Checks

List of Fees/Adjustments (i.e., bank fees) (as
necessary)

Total of Disbursements

Balance on hand at end of report period

Best High PTA
Executive Board Meeting

Treasurer's Report
From February 1, 2020 to February 29, 2020

March 4, 2020
Date Type Number Description Amount Totals
Balance on Hand 2/1/2020 $ 20,420.40

Deposited Income

2/22/2020 DEPOSIT Remit 2303 - 3 members (001- $ 1800
4,00, 001A-4.00, 001B-4.00, 002-
6.00)

2/22/2020 DEPOSIT Remit 2304 - Founders Day Free $ 25.00
Will Donation

2/22/2020 DEPOSIT Remit 2305 - Community Rewards  $ 362.28

TOTAL $ 405.28

Total Deposits $  405.28
Checks
2/13/2020 CHECK 3940 Diane Jones - HSA certificates S 178.73
(120.00), pins (58.73)
2/13/2020 CHECK 3941 TUSD - Field trip bus $ 500.00
2/28/2020 CHECK 3942 Sharon Smith - HSA programs $ 1820
copies
2/28/2020 CHECK 3943 Cynthia Lee - HSA ceremony $ 120.27
2/28/2020 CHECK 3944 Torrance Council of PTAs - 1 $ 301.00
member (6.00), HSA dinner (4x55),
Founders Day (50.00), Founders
Dav Free Will (25.00)
2/28/2020 CHECK 3945 Kristi Miller - Reflections $ 23354
2/28/2020 CHECK 3946 Torrance Council of PTAs - $ 100.00

scholarships
TOTAL S 145174

e —r—
Total Disbursements $ 1,451.74
Balance on Hand 2/29/2020 $ 19‘373.94

Financial Secretary Report - Sample

e Prepared and presented by the financial secretary at

each monthly executive board meetings and
association meetings
e The financial secretary report must contain

O

o O O O O

Unit name, type of meeting, date of meeting, dates

covered by report

List of Receipts

Total of Receipts

List of Deposits

Total of Deposits

List of Transfers/Adjustments (i.e., transfers,
automatic deposits, etc.) (as necessary)

o Total of Transfers/Adjustments (as necessary)
o Total members to date

Best High PTA Financial Secretary Report
Executive Board Meeting From February 1, 2020 to February 29, 2020
March 4, 2020
Date Number Description Amount
Receipts
2/10/2020 2303 Amy Hamilton - 3 members (001-4.00, 001A-4.00, $  18.00
001B-4.00, 002-6.00)
2/20/2020 2304 Sharon Smith - Founders Day free will $  25.00
2/20/2020 2305 Sharon Smith - Community reward $ 362.28
TOTAL $ 405.28
Deposits
2/22/2020 Remits 2303-2305 $ 405.28
TOTAL $ 405.28

TOTAL MEMBERS THRU 2/29/2020: 636



Budget to Actual Report

Actual Budlet Difference
Cash Balance Forward s 8,524.23
e Prepared and presented by the e
Administration

. . 001 - Membership Dues Income S 1,200.00 2,000.00 $ (800.00)

fl Nnancila I secreta ry at mo nth |y 001A - Membership Dues Income from TOTEM $ 404.00 500.00 $ (96.00)

001B - Membership Dues Income - Council Solicited S 32.00 48.00 $ (16.00)

003 - Membership Donations Income S 225.00 500.00 $ (275.00)

executive board meetings and Fundrakers

$
S
S
$
275000 $  2,500.00
- 8
$
S
S

101 - Fundraiser 1 Income S S 250.00
102 - Fundraiser 2 Income 4 1,000.00 $ {1,000.00)
H H H Programs
aSSOCIatlon meetl ngs 201 - Program 1 Income S 250.00 500.00 $ (250.00)
Non-Unit Income
. 002 - Membership Dues Transitory Income S 1,800.00 3,000.00 S (1,200.00)
e Board members and chairpersons TotalIncome W I S
Expense
. Administration
should receive a copy 010- Bank Fees Expense s - s 25005 (2500
012 - Insurance Expense S 258.00 $ 258.00 $ -
015 - Operating Expense - copies, supplies S 2353 $ 200.00 $ (176.47)
018 - myPTEZ Expense S 209.00 $ 209.00 $ -
019 - Tax Preparation Expense S 100.00 $ 250.00 $ (150.00)
090 - Unbudgeted Expense S S 6,930.23 $  (6,930.23)
Fundraisers
101 - Fundraiser 1 Expense S 43515 $ 500.00 $ (64.85)
102 - Fundraiser 2 Expense S - S 200.00 $ (200.00)
Programs
201 - Program 1 Expense S 4,750.00 $ 5,000.00 $ (250.00)
202 - Program 2 Expense S -8 2,000.00 $  (2,000.00)
Non-Unit Expense
002 - Membership Dues Transitory Expense 1,800.00 3,000.00 1,200.00)
Total Expense S 7,575.68 18,572.23 (10,996.55)
Net Gain or Loss 5 (91468 §  (8,524.23) 57,6095
Total Balance S 17,60955

Reporting Financials at a Meeting - Treasurer

e Present the treasurer's report
o Beginning balance, total deposits, total disbursements, and ending balance
m "“Here is the treasurer’s report for February 1 thru February 29, 2020. Balance on hand as of
February 1 is $20,420.40. Total deposits are $405.28. Total disbursements are $1,451.74.
Balance on hand as of February 29 is $19,373.74."
o The president asks if there are any questions/discussion. The report will be filed for audit.
e Make a motion to ratify checks issued since the last meeting.
o In most cases, it will just be the checks as listed on the treasurer’s report.
m "I move to ratify check numbers 3940-3946 in the amount of $1,451.74 as listed on the
treasurer’s report.”
o Ifthere are issued checks that are not listed on the report, then each check must be listed
individually with the check number, payee, purpose, and amount stated for each check.
m “I move to ratify the following checks ... “
o President will continue with the motion
e Releasing funds at an association meeting
o “I'move to release the following funds ... <list each budget item & amount>" OR “l move to release

the funds as Eosted” <ﬁost regort oc ;unds to be released at meetinﬁ>



Reporting Financials at a Meeting - Financial Secretary

[ ]
O
O
L]
O
O
[ ]

O

Present the financial secretary report

Total receipts, total deposits, total transfers (if included), total members to date
“Here is the financial secretary report for February 1 thru February 29, 2020. Total

receipts are $405.28. Total deposits are $405.28. Total members to date are 636.”

President will continue with motion.
Present the budget to actual report

“I move to approve to pay the following bills ...”

List check number, payee, purpose, and amount for each check

Starting balance, total deposits & disbursements to date, ending balance

The president asks if there are any questions/discussion. The report will be filed for audit.
Make a motion to approve to pay bills that are submitted prior to and/or during the meeting

“Here is the budget to actual report thru February 29, 2020. Starting balance is

$8,524.23. Total income to date is $6,661. Total expenses to date is $7,575.68.
Ending balance on February 29, 2020 is $7,609.55.

Reporting Financials at a Meeting - Handout

Torrance Council

everychild.onevoice”

POSITION |

Financial
Secretary
(Fs)

Financial Reporting at Executive Board Meetings

REPORT/MOTION

Reading the
Financial Secretary
Report

Paying Bills
(bills/expenses presented at
meeting)

CRIP’

FS: Here is the financial secretary report for
March 2023, Total receipts were $1,235.00; total
deposits $1,235.00; and we have 424 members.

President: Any questions? The report will be filed
for financial review.

FS: | move to pay the following expenses—
Check 346 to Ellie Bishop for hospitality $30.00
Check 347 to Leon Vance for copies $12.50
President: Is there a second? (motion
continues...)

(Sample for an April Executive Board Meeting)

MINUT

Fi ial Secretary Report — Jethro Gibbs:
March 2023 Report

Total receipts $1,235.00; total deposits
$1,235.00; total members 424,

The report was filed for financial review.

Jethro Gibbs moved to pay the following
expenses:

Check 346-Hllie Bishop, hospitality, $30.00
Check 347-Leon Vance, copies, $12.50
Seconded. Motion carried.

Reading the Budget to FS: Here is the budget to actual report thru Budget to Actual Report —Jethro Gibbs:
AbtialiRecort March 31, 2023: Balance on 7/1/22 $36,243.93;  Balance 7/1/22 $36,243.93; total income
total income $13,286.42; total expenses $13,286.42; total expenses $10,087.58; balance
$10,087.58; ending balance on 3/31/23 3/31/23 $39,442.77.
$39,442.77 The report was filed for financial review.
President: Any questions? The report will be filed
for financial review.
Treasurer  Reading the T: Here is the treasurer report for March 2023. Treasurer Report —Ziva David:
m T o Balance on 3/1/23 $36,527.77; total deposits Balance 3/1/23 $36,527.77; total deposits
$1,235.00; total disbursements $1,320.00; $1,235.00; total disbursements $1,320,00;
Report balance on 3/31/23 $36,442.77 balance 3/31/23 $36,442.77.

Ratify checks

(checks listed on treasurer report,
and any checks written prior to
meeting but not listed on the
report)

President: Any questions? The report will be filed
for financial review.

T: | move to ratify checks 335-344 in the amount
of $1,320.00 as listed on the treasurer report;
and check 345 to T-Shirt Company for spirit wear
$520.25.

President: Is there a second? (motion
continues...)

The report was filed for financial review.

Ziva David moved to ratify checks 335-344 in the
amount of $1,320.00 as listed on the treasurer
report <include list of checks>; check 345 to T-
Shirt Company, spirit wear, $520.25.

Seconded. Motion carried.

*Note: A copy of all financial reports given during meetings must be attached to the minutes.
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POSITION

Financial Reporting at Association Meetings

Sample for a June Association Meeting — previous association meeting held in February)

REPORT/MOTION

‘ SCRIPT

| MINUTES

— i FS: Here is the portfor February1  Fi Report
Financial Readm.g the thruMay 31, 2023. Total recelptswere $9,638.74; total  February 1,2023 - May 31, 2023 Report
Secretary  Financial Secretary deposits $9,638.74; and we have 427 members. Total receipts $9,638.74; total deposits $9,638.74;
(Fs) Report President: Any questions? The report will be filed for total members 427.

g The report was filed for financial review.

1 1 FS: | move to pay the il d to pay the i
kaying Bills _ Check 357 to Abby Sciuto for Zoom meetings $51.62 Check 357-Abby Sciuto, Zoom meetings, $51.62
(bills/expensespresented atmeeting)  cpeck 35810 ishop for spri $176.89 Check 358-Ellie Bishop, spring brunch, $176.89

there a second? ) Seconded. Motion carried.
i FS: Here Is the budget to actual report thru May 31, Budget to Actual Report — Jethro Gibbs:
Reading the Budgetto 3ot o 771722 $36,243.63; total Income Balance 7/1/22 $36,243.93; total income
Actual Report $14,401.16; total 19231; $14,401.16; total 192.31; balance
on5/31/23 $34,452.78 5/31/23 $34,452.78
President: Any questions? The report will be filed for The report was filed for financial review.
financial review.
i T: Here is the treasurer report for February 1 thruMay  Treasurer Report ~Ziva David:
Treasurer  Reading the 31,2023, Balance on 2/1/23 $34,173.24; total deposits  Balance 2/1/23 $34,173.24; total deposits
() Treasurer $5,384.27; total disbursements $5,104.73; balanceon  $5,384.27; total disbursements $5,104.73; balance
Report 5/31/23 $34,452.78 5/31/23 $34,452.78
President: Any questions? The report will be filed for The report was filed for financial review.
financial review.
Ratlfy Checks T:1 move to ratify checks 325-355 in the amount of Ziva David moved to ratify checks 325-355 in the

(checks isted on treasurer report, and
any checks written prior to meeting
but not listed on the report)

Release Funds
(list of budget expense items needed
before the next association meeting)

Change of Check Signers
(remove current signers; add
incoming signers)

$5,104.73 as listed on the treasurer reportand check
356 to Yearbook Company for 1,831.62

amount of $5,104.73 as listed on the treasurer
report ist of checks>; check 356 to

there a second? )

T:I move to release funds as listed on the posted report.
2 )

T:1 move to approve the change of check signers as per
the byl ffective July 1 —
remove Jenny Shepard, Jimmy Palmer, Ziva David; add
Tim McGee, Tony DiNozzo, Kate Todd.

there a second? )

Yearbook Company, yearbooks, $1,831.62.
Seconded. Motion carried.

Ziva David moved to release funds as listed on the
attached report.
Seconded. Motion carried.

Ziva David moved to change the check signers as

per the bylaws on the checkingaccount effective

July 1: remove Jenny Shepard, Jimmy Palmer, and

Ziva David; add Tim McGee, Tony DiNozzo, and Kate
d

Todd.
Seconded. Motion carried.

*Note: A copy of all financial reports given during meetings must be attached to the minutes.
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Monthly Review of
Financial Records

e Review of Bank Statements
o Performed by an elected officer who is NOT
a check signer
e **Bank Reconciliation
o Performed by treasurer
e **Review of Bank Reconciliation
o Performed by an elected officer who is NOT
a check signer
o Appointed by the executive board and

ratified by the association
** Required for insurance purposes (for fidelity bond coverage)

Monthly Bank Statements

cveryehild.onevoice!

Monthly Review of Financial Records

To ensure the accuracy and completeness of both the bank records and the unit’s financial records, a
monthly review of the financial records should be performed.

Bank Statement Review

«+ Performed by an elected officer who is NOT an authorized check signer
++ Bank statement must be reviewed prior to giving to treasurer for bank reconciliation
o Ifbank statement is received by mail, reviewer must open the envelope to perform review
o Ifbank statement is received by online banking, reviewer must have access to the online
banking to download, review, and print the statement
“  Review includes verification that:
o Two signatures are on cashed checks
©  Cashed checks listed on bank statement also appear on treasurer reports
o Deposits listed on bank statement also appear on treasurer reports
<+ Any discrepancies should be brought to the attention of the treasurer
++  Reviewer signs and dates bank statement
Bank Reconciliation
<+ Performed by the treasurer
<+ Bank reconciliation is the process which explains the difference between the balance on the
bank statement and the balance on the account shown in the unit’s financial records.
<« Steps to perform bank reconciliation:
o Record any bank fees/charges listed on the bank statement in the checkbook
register/treasurer report
©  Record any interest earned/automatic deposits in the checkbook register/treasurer report
o Determine any discrepancies between the checks and deposits recorded in the checkbook
register/treasurer report with what is reported on the bank statement
«  Discrepancies should be recorded in the checkbook register/treasurer report
o Determine list of checks written and recorded in the checkbook register/treasurer report,
but not yet cashed and cleared by the bank (uncashed checks)
o Determine list of deposits recorded in the checkbook register/treasurer report, but not
yet received and recorded by the bank (unposted deposits)
o Determine Adjusted Bank Statement Balance (ABSB)
ABSB = Bank balance + d deposits — hed checks
o Determine Adjusted Account Balance (AAB)
AAB = Checkbook register/treasurer report balance + interest earned — bank fees
o Adjusted Bank Statement Balance should be the same as the Adjusted Account Balance
creates bank r ion report to include signature and date of reconciliation

Bank Reconciliation Review

<« REQUIRED FOR INSURANCE PURPOSES (for fidelity bond coverage)
<+ Performed by an elected officer who is NOT an authorized check signer
o Reviewer must be appointed by the executive board and ratified by the association
<+ Bank reconciliation review includes:
o Review of bank statement and bank reconciliation report
<+ Reviewer signs and dates bank reconciliation report

V202404

e Bank statements should include the canceled checks or the images of the canceled

checks

e If bank statements are mailed, they should be ...

o .. mailed to the PTA at the PTA’'s permanent address, NOT the home address

of any check signer or board member

o ...opened and reviewed by an elected officer who is not a check signer prior to

giving it to the treasurer

e If bank statements are obtained using the bank’s online banking, they should be

downloaded, printed, and reviewed by an elected officer who is not a check signer

prior to giving it to the treasurer




Monthly Bank Reconciliation

e The treasurer should reconcile the monthly bank statement with the checkbook register/treasurer reports to
ensure that the bank and financial records are correct
o Record any bank fees/charges listed on the bank statement in the checkbook register/treasurer reports
o Determine if there are any discrepancies between checks and deposits recorded in checkbook
register/treasurer reports with what is reported on the bank statement
o Look for uncashed checks and unposted deposits
o Bank statement balance + unposted deposits - uncashed checks should be equal to the checkbook register
balance
o Create bank reconciliation report
e Review of Bank Reconciliation Report
o The treasurer provides a copy of the bank reconciliation report and the bank statement to a board member
who is not a check signer for review. The reviewer should sign and date the bank reconciliation.

Bank Reconciliation in myPTEZ

myPTEZ has a bank reconciliation feature

Enter the date of the bank statement, ending balance on bank statement, and select all checks
cashed and deposits recorded on bank statement

e Abank reconciliation report is automatically created that can be forwarded for review

Record any bank charges or interest earned in the Balance Adjustment section under the Ledger menu option. Make sure 10 save the progress of your reconciliation before you navigate
away from this page. The Dilference value (Jocsted on the lower right hand side) needs to be green to pecform » reconciliation

Bank Account Ore West Baok ™~ Statement Date m;wzq;« ‘. Last Statement Date  $2:312020

Beginning Balance § | Mz

Ending Balance 3

Description Amount | Date Type Number  Description Amount
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Cleared Balance  $3022274




Permanent Financial Record

e A permanent financial record should be kept of the following records:
o Monthly receipts and disbursements (i.e., treasurer and financial secretary
reports or receipt and disbursement ledgers)
o Summary of receipts and disbursements for each audit period (i.e., a budget
to actual report or the myPTEZ Financial Report)
o Audits
o Annual treasurer report
e Suggestion - purchase a bound journal book; print out information on full page
sheets of labels to put in book
e Keep a separate binder/folder to hold copies of each year’s federal and state filings

o Federal and state tax returns

o Charitable trust registration

o Raffle registration/reports

o Statement of information (for incorporated units)

Preparing for the Financial Review (Audit)

e The financial reviewer (auditor) prepares two financial review (audits) per year
o July 1 thru December 31
m Target completion date - adopt at February executive board/association meetings
o January 1 thruJune 30
m Target completion date - adopt at September executive board/association meetings
e Financial records to be given to the financial reviewer (auditor) for each period:
o Permanent financial record book
Checkbook register
Bank statements
Bank reconciliation reports
Payment authorizations and receipts/invoices
Cash verifications and deposit records
All federal and state filings (taxes, charitable trust, worker’s comp, raffle reports, etc.)

o O O O o O



Treasurer’s Annual Report

e The treasurer is required to prepare this report at the end of the fiscal year
e The report summarizes gross receipts and disbursements for the fiscal year (July 1 -
June 30)

e The tax preparer uses the Annual Report to prepare and file taxes

e This report is turned in to council and district PTAs

e 3 different report options:
o Budget to Actual Report that covers the entire fiscal year
o Treasurer's Annual Report form in an Excel file as provided by Torrance Council
o Annual Report that includes all of the information in the sample found in the

CAPTA Toolkit (http://downloads.capta.org/toolkit/forms/AnnualFinancialSample.pdf)
e A copy is due to Torrance Council at the October executive board meeting

Federal and State Filings

e Federal and State taxes for the fiscal year due by November 15
o Federal (to the IRS) - form 990, 990EZ, or 990N (e-postcard)
o State (to the Franchise Tax Board) - form 199 or 199N
e Charitable trust renewal form (RRF-1) due to the California Attorney General's office with
payment by November 15
o If your unit files the 990N, your RRF-1 must be submitted along with the form CT-TR-1
o If your unit files the 990 or 990EZ, your RRF-1 must be submitted along with a copy of
your 990 or 990EZ
e Incorporated units ONLY
o File a Statement of Information form to the California Secretary of State's office every
other year

RECOMMENDATION: Mail federal and state forms using certified mail/return receipt OR keep
proof of electronic filing of any forms.

Copies of all filings must be turned in to Torrance Council as soon as completed



Raffle Registration

e Raffle registration year is January 1 thru December 31

e Raffle registration for the next calendar year will be accepted starting
October 1

e Raffle registration must be approved by the California Attorney General's
office prior to any raffle activities taking place

e Raffle reports are due by February 1 for the previous calendar year

e Raffle registration form: CT-NRP-1
o Turn in with raffle registration fee ($30) and Entity Status Letter
e Raffle report form: CT-NRP-2

Copies of all filings must be turned in to Torrance Council as soon as completed

Gifts to School

e Gifts to school can include
o Monetary donation to be used by the school for a specific purpose
o Donation of items that will stay with the school
e Gift to School Committee
o Composed of PTA president, board members, principal and/or other
administrators/teachers
o Discuss needs of the school along with available PTA funds
o Provide recommendations of gifts to school to the executive board
e Recommendations of Gifts to School
o Present to the executive board for discussion/approval
o After executive board approves gifts to school, present to the association for approval
e Field trips and payments for bus transportation are considered gifts to school
o Must be approved by TUSD
o Bus transportation must be paid through TUSD



Torrance Council

F i d Uuc i d ry Ag reeme nt L L FIDUCIARY AGREEMENT

MONETARY DONATION:

[ ) Docu ments the agreement betWeen the school and the :Imgr‘iesbeingdc]-naSeqtoschwlsshouldbepayabletoTUSD‘andgivenlo!hesct‘\oolsnefcr

posit in the school's district account. The school name should be written on the memo line.

PTA rega rding a glft to school The PTA/PTSA, hereatter referted to as *PTA", hereby

. . gives to School, hereafter referred to as “School”, a
o Monetary Donation - funds donated will be spent for a monetary grantn the amountof dolars (5____),
. . PTA check number , dated and signed by (President)

specific purpose by a specified date o o
. The gift money is for the sole purpose of
m  NOTE: Checks must be written to TUSD

o Equipment Donation - transfers ownership of and 1 hereby agred that the it mories il be spa fo the above sated purpose on or bfore
responsibi“ty for (insta”ation, operation, maintenance) mﬁ?ﬁhﬁ:ﬁ2?";\"’;&'."5173;"(237;";;"2::::3:Siﬁlei::ﬁrnﬁ?”"
donated items to the school A -
e Signed by the PTA president, PTA treasurer, and the schoo | >
administrator

. . EQUIPMENT DONATION:
ReqUIrEd for ALL glfts to SChOOl The PTA/PTSA, hereafter referred to as “PTA”, hereby
. . gives to School, hereafter referred to as “School”, the
Keep track of fiduciary agreements follving equipmert
o Ensure that funds have been spent by the school as
. The School accepts ownership of the above described equipment and accepts responsibility for the
specified by the PTA itaaton, pereon and maltaranc o e sbove dessfbed i e
o If funds have not been spent by the designated date, A .
the PTA may ask for those funds to be returned School pamnsisor

Copies to: PTA President, PTA Treasurer, School Administrator, and Torrance Council of PTAs Treasurer

Financial Records Retention

e Permanent e 7/ Years

o Annual Financial Statements o Accounts payable (payment authorizations

o Audit Reports and receipts/invoices)

o General ledger (monthly receipts and o Accounts receivable (cash verification
disbursements) forms and deposit receipts)

o Treasurer's Annual Report o Bank statements, reconciliations, deposit

o Federal and State Tax Returns slips

o Charitable Trust Registrations o Cancelled checks (routine)

o Raffle Reports o Employee, Business Expense Reports,

o IRS Rulings Documents (workers' comp, 1099)

o Cancelled checks (special, such as loan o Interim financial statements
repayment) o Credit card receipts

Records Retention and Destruction Policy
for all PTA records can be found on the CAPTA website at
toolkit.capta.org/finance/policies-and-procedures/records-retention-schedule-and-destruction-policy/



Financial Turn-In Dates - Reports, Documents, Payments
Turn in reports and documents to: docs@torrancecouncilofptas.org

e Monthly e November/December (continued)
o Executive board treasurer reports o Donations for council & district (scholarship,
o Membership dues - $6 per member Project BOSS & HOPE, health, Founders Day)
e September e December/January
o Treasurer reports for previous year o Workers’ Comp Annual Payroll Report (directly
o Budget approved by association to insurance company)
e October o Association treasurer report (Nov/Dec meeting)
o Audit for January 1 - June 30 e March/April
o Treasurer's Annual Report (for previous fiscal year) o Audit for July 1 - December 31
o Raffle registration/report o Association treasurer report (Feb/Mar meeting)
o Association treasurer report (Sept meeting) e As needed
e November/December o Payments for meetings, luncheons, etc.
o Federal and state tax returns (all pages) o Revised budgets approved by association
o Charitable trust registration form (RRF-1) o Statement of Information (for incorporated
o Insurance payment - currently $272 - units), Fiduciary Agreements

payable directly to insurance company

Turning in Payments to Council

Torrance Council of PTAs Remit Form Remit #
Use this form for all remittance. Remit all 4 copies
with payment to the Council Financial Secretary.
. . . Make checks payable to Torrance Council of PTAs
e Payments for membership, donations, council and Pleaseremit ONE check orall tems ised.
. . . PTA Unit
district events should be by check written to Torrance e .
Counci/ Of PTAS or TCPTA Council Use Item/Event Amount
. . Membership Dues ($6.00 per capita)
e Payments should be given to the Torrance Council R

financial secretary £

e The check should be turned in with the Torrance s
Council of PTAs Remit Form :

o If meetings are in person, forms will be available :

$

S

$

at Torrance Council executive board meetings
o If meetings are virtual, a copy of the form will be

TOTAL

emailed to all units along with instructions on —

how to submit payment -
e The form should include a list of all payments — mmlﬁ),,,,..,
included in the check SRS~ e

White: Treasurer  Yellow: Fin'l Secretary  Pink: Budget & Finance  Goldenrod: Remitter

TCPTA Remit - July 2018



PTA Financial Resources

e Your unit's bylaws and standing rules
e Torrance Council of PTAs website -

www.torrancecouncilofptas.org
e California State PTA - CAPTA.org

o Toolkit - toolkit. CAPTA.org
o CAPTA Insurance Coverage - AIM
o CAPTA.org/pta-leaders/services/insurance/
o Insurance Guide - Red Light, Yellow Light, Green Light
o Vendor Insurance Requirements and Forms
o Contact: capta@aim-companies.com
e Letter of Determination - proof of tax-exempt status as a
constituent organization under CAPTA
o President must send an email to LOD@CAPTA.org to
request a copy; email must include the following
information - unit, president’'s name, council, district
e Internal Revenue Service - Tax-Exempt Organization
Search Tool (for information about organization’s tax
filing status)

www.irs.gov/charities-non-profits/tax-exempt-organizati
on-search

e California Attorney General - oag.ca.gov/charities

o Charitable Trust Registry Verification Search - verify
status of charitable trust registration, raffle registration
o Registry Forms - pag.ca.gov/charities/renewals

m Charitable Trust Registration Form (RRF-1)

m Annual Treasurer Report Attorney General of
California (CT-TR-1) (filed with RRF-1 if unit filed
990N/e-postcard)

o Nonprofit Raffle Forms - pag.ca.gov/charities/raffles

m Raffle Registration Form (CT-NRP-1)

m Raffle Report Form (CT-NRP-2)

o Franchise Tax Board - Entity Status Letter (required with
raffle registration application)

m www.ftb.ca.gov/help/business/entity-status-letter.asp

e California Secretary of State (for incorporated units)

o Statement of Information (SI-100) (due every other year)

o WWw.sos.ca.gov/business-programs/business-entities/st
atements

QUESTIONS?





