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Council Financial Team 2022-2023

Treasurer
Shanie Asato, 310-702-3741
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
Mary Scharpf, 310-371-0452
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
Ouafa Zerouali, 310-621-8564
9vp@torrancecouncilofptas.org

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

Auditor
Jennifer Ruste, 310-918-6298
auditor@torrancecouncilofptas.org

Receives copies of audits, monthly and association unit 
treasurer reports, minutes

Email:  financialteam@torrancecouncilofptas.org
Document Turn-In:  docs@torrancecouncilofptas.org

Note:  These email addresses will be effective July 1, 2022.



2021-2022 Financial Team Contact Info

Treasurer Mary Scharpf
310-371-0452, mary.scharpf@yahoo.com

Financial Secretary Shanie Asato
310-702-3741, akasju@pacbell.net

9th VP - Director of Budget & Finance Jessica Nguyen
562-233-1540, tcpta9vp@gmail.com

Auditor Jennifer Ruste
310-918-6298, tcptaauditor@gmail.com

Email:  tcptafinancial@gmail.com
Document Turn-In:  tcptadocs@gmail.com

Note:  These email addresses are effective through 6/30/2022



TCPTA Beginning Financial Workshop
www.torrancecouncilofptas.org/financial-1



PTA Resources
● Your unit bylaws and standing rules - available from your unit parliamentarian
● Torrance Council of PTAs website - torrancecouncilofptas.org

○ Financial forms and documents available at torrancecouncilofptas.org/forms
● Thirty-Third District PTA - 33rdpta.org
● California State PTA - CAPTA.org

○ Toolkit - toolkit.CAPTA.org
● CAPTA Insurance Coverage - CAPTA.org/pta-leaders/services/insurance

○ AIM (Association Insurance Management, Inc.)
○ Contact:  capta@aim-companies.com
○ Insurance & Loss Prevention Guide

● California Attorney General - oag.ca.gov/charities/
○ Charitable Trust Registration (RRF-1)
○ Raffle Registration & Reporting

● California Secretary of State - 
www.sos.ca.gov/business-programs/business-entities/statements
○ For incorporated units, Statement of Information must be submitted every other year



Accounting Software - myPTEZ 
● Torrance Council encourages all units to use myPTEZ as their accounting software
● Subscription price ranges from $99-$219 - based on unit gross revenue
● Simple to use - makes it easier to recruit new people to fill financial positions on 

your unit’s executive board
● Most required reports can be very easily created in myPTEZ in the correct format

○ Treasurer report, financial secretary report, budget to actual report
● It is easier for all members of the financial team to work together and keep 

consistent numbers
● An online webstore can be created (additional fee of $30) to collect donations, sell 

items and memberships (see tcpta.myschoolcentral.com for an example)
● For more information, visit the myPTEZ website for more information



TOTEM Membership
● Torrance Council encourages all units to use TOTEM - an electronic membership system 

designed specifically for PTAs in California
● An EASY way for people to purchase a membership in addition to whatever method(s) 

your PTA unit currently offers
● Your PTA unit’s portion of membership dues are automatically deposited into your bank 

account
● Membership dues to council, district, state, and national PTAs are automatically 

distributed
● Almost half of all units in Torrance gain at least 70% of their users through TOTEM
● Units with their own online membership or direct donation campaigns gain at least 

10-25% of their membership through TOTEM
● For more information, visit the CAPTA TOTEM information page



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 how PTA funds are used

● Members must be provided with the opportunity to approve business 

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

● PTA must keep members informed of all fiduciary matters



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 prepare 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
○ Works closely with the treasurer on all financial matters
○ Receives and deposits money received by the association
○ Maintains records of all funds collected and deposited
○ Prepares and presents financial reports at executive board and association meetings

● Auditor
○ Audits the books and financial records of the unit to determine their accuracy
○ Prepares and presents audit report to executive board and association



Spring Responsibilities of the Incoming Financial Team
● Review unit bylaws and standing rules to determine financial duties
● Work with the outgoing members of the unit financial team
● The board-elect budget committee puts together a proposed budget for 

the next school year; chaired by the treasurer-elect
● The board-elect adopts the proposed budget for the next school year
● At the last association meeting of the school year:

○ Adopt the proposed budget for the next school year
○ Approve the release of funds as needed at least through the first 

association meeting of the next school year
○ Record in minutes the change of bank signers required for the next 

school year



Summer Responsibilities of the Incoming Financial Team
● PTA Fiscal Year - July 1 thru June 30
● Revise the budget for adoption at first board and association meetings of the year

○ Update the starting balance for the new year 
○ Update the budget based on changes made to plans for the new year

● After July 1, visit the bank to update the account’s signature card.  The incoming 
board cannot sign checks until this is completed.
○ Review unit bylaws for approved signers
○ Check with the bank to learn requirements and necessary documents for 

changing signers (i.e., bylaws, minutes, etc.)
○ Remove all past signers
○ Change signers on all accounts
○ Ensure the bank statements are mailed to the school’s address

● If your unit plans to hold a raffle, submit raffle application by September 1



Responsibilities of the Outgoing Financial Team
● Close out the books for the school year
● Prepare reports for period ending June 30 to be presented at first board 

and association meetings of the new school year
○ Treasurer report, financial secretary report, budget to actual report
○ Audit for the period January 1 - June 30

● Prepare the Annual Treasurer Report to be submitted to Torrance Council
● Prepare and submit federal and state taxes (or extension) and Charitable 

Trust renewal by November 15
● Submit raffle report by October 1
● Transfer all financial materials to the incoming financial team

○ Permanent financial records, electronic files, log in information, checkbook, 
checkbook register, etc.



Budget Elements ● Cash Balance Forward = balance as of July 1
● Income

○ Administration
■ Membership Dues Income 

● 001 = unit portion of dues that are paid directly to unit
● 001A = unit portion of dues received from TOTEM
● 001B = unit portion of dues received from council

■ Membership Donations Income - separate line to record donations that 
come in with memberships - do not include with membership dues

○ Fundraisers
○ Programs
○ Non-Unit Income

■ Membership Dues Transitory Income - portion of dues rec’d by unit 
that will be forwarded to council

● Expense
○ Administration

■ Unbudgeted Expense - contains funds that are not budgeted toward 
any admin, fundraiser, program expenses; used to cover 
unexpected/unplanned expenses and cover carry-over expenses 
needed for following year

○ Fundraisers
○ Programs
○ Non-Unit Expense

■ Membership Dues Transitory Expense - portion of dues rec’d by unit 
paid to council (should equal Membership Dues Transitory Income)

● Total Balance = 0



Can we write this check?



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

○ PayPal, Square, merchant account, etc.

● Online payment systems are allowed

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

● Person-to-person apps not designed for business use and/or which are not protected 

by FDIC insurance and bank-level security features, should not be used by PTA



Financial Procedures for the Internet (cont’d)
● When using EFT/Bank Bill Pay System to pay expenses ...

○ Use the Payment Authorization form with original invoices or receipts
○ An Authorization for Payment via EFT/Bank Bill Pay Services needs to be signed by two 

check signers
○ Payments should be recorded in the checkbook register, ledger, and treasurer 

report
● When using online payment collection systems or electronic check deposit feature

○ Revenue should be accounted for and recorded in checkbook register, ledger, and 
financial reports

○ Check with bank on policy regarding quantity of electronic deposits allowed per 
month and any associated fees

○ Procedures should be established regarding who has access to this feature
○ Create a policy on the storage or destruction of checks for deposit
○ Create a policy on the review of electronic deposits



Financial Procedures for the Internet (cont’d)
● A separate bank account is recommended for use with online payment/collection 

○ Consider establishing a financial policy on the quantity of funds that should be kept 
in this account

○ Use of this account should be limited to online payments collections and online 
payment of expenses

○ Transferring funds between accounts
■ An Authorization to Transfer Funds Between Accounts must be used to transfer 

funds between bank accounts; requires the signature of two check signers
■ A motion should be made to transfer funds between accounts at an executive 

board or association meeting
○ Each bank account requires a separate treasurer report and audit



Forms Needed for Online Banking
● Authorization to Transfer Funds 

Between Accounts
○ Use this from to transfer funds 

between the general checking 
account and other accounts

○ Requires signatures from two 
authorized check signers

● Authorization for Payment via 
EFT/Bank Bill Pay Services
○ Use this form for any payment 

of expenses using EFT/Bank Bill 
Pay Service

○ Requires signatures from two 
authorized check signers



Insurance Coverage for the Internet 
● CAPTA insurance package includes Fidelity Bond coverage which provides protection 

against embezzlement, robbery, and theft.
○ The bond includes a component called “Computer and Funds Transfer Fraud” which 

extends coverage in situations where a scammer poses as a trusted board member 
of the PTA in urgent need of a wire transfer or gift cards.

● CAPTA insurance package DOES NOT include cyber liability coverage
○ If your unit collects private information like SSNs or credit card data, and there was 

a breach of that information, a cyber policy could reimburse for damages caused.
○ It would be necessary to find alternate coverage.

● Media Liability Coverage - additional coverage available through the CAPTA insurance
○ Protects your unit from liability in the event of accidental misuse or disclosure of 

information on your website or other social media site (includes misuse of logo, 
copyright, pictures, confidential information, and other misrepresentations or 
misappropriations).

○ See the CAPTA Insurance Guide for coverage amounts and costs.



Monthly Bank Statements
● Bank statements should be mailed to the PTA at the PTA’s permanent address

○ Statements should not be mailed to the home address of a check signer

● The canceled checks or images of the canceled checks should be included in the 

statement

● It is acceptable to use the bank’s online banking to obtain a bank statement

● Review of monthly bank statements

○ A board member who does not sign checks should open, review, sign, and 

date each month’s bank statement prior to giving it to the treasurer for bank 

reconciliation

○ If online banking is used to retrieve bank statements, a board member who 

does not sign checks should download the statement for review



Monthly Bank Reconciliation
● The treasurer should reconcile the monthly bank 

statement with the checkbook register/treasurer 
report to ensure that the bank and financial 
records are correct
○ Use myPTEZ Bank Reconciliation feature
○ Use Bank Reconciliation Worksheet

● The treasurer should provide a copy of the bank 
reconciliation 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.



Dealing with NSF Checks
● NSF = non-sufficient funds

● NSF checks are checks deposited to your account that were not able to be cashed 

due to insufficient funds in the bank account

● How to record a NSF check

○ Deduct the amount of the NSF check from Receipts

○ Add any bank fee incurred as a Disbursement

● Collect the total of the NSF check and the bank fee from the person who wrote the 

check; ask for payment in cash

● How to record recovery of the NSF check and bank fees

○ Record the amount of the NSF check as a Receipt

○ Deduct the bank fee from Disbursements



Voiding Checks
● Reasons for voiding a check

○ Error on check - void as soon as error is found

○ Stale dated check - if a check is still outstanding after a long period of time, it 

may be necessary to stop payment on the check and void it.  Your bank may 

charge a stop payment fee.

● No motions are needed to void a check

● A motion is needed to reissue a voided check, especially if a check was originally 

issued in a previous year



Permanent Financial Record
● A permanent financial record should be kept of the following records:

○ Monthly receipts and disbursements (i.e., treasurer and financial secretary 
reports or receipt and disbursement ledgers)

○ Summary of receipts and disbursements for each audit period (i.e., a budget 
to actual report or the myPTEZ Financial Report)

○ Audits
○ Annual treasurer report

● Suggestion - purchase a bound journal book; print out information on full page 
sheets of labels to put in book

● Keep a separate binder/folder to hold copies of each year’s federal and state filings
○ Federal and state tax returns
○ Charitable trust registration
○ Raffle registration/reports
○ Statement of information (for incorporated units)



Preparing for the Audit
● The auditor prepares two audits per year

○ July 1 thru December 31
■ Target completion date - adoption at February executive board and association 

meetings
○ January 1 thru June 30

■ Target completion date - adoption at September executive board and association 
meetings

● Financial records to be given to the auditor for each period
○ 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.)



Treasurer’s Annual Report
● The treasurer is required to prepare this report at the end of the fiscal year
● The report summarizes gross receipts and disbursements for the fiscal year (July 1 - 

June 30)
● The tax preparer uses the Annual Report to prepare and file taxes
● This report is turned in to council and district PTAs
● 3 different report options:

○ Budget to Actual Report that covers the entire fiscal year
○ Treasurer’s Annual Report form in an Excel file as provided by Torrance Council
○ Annual Report that includes all of the information in the sample found in the 

CAPTA Toolkit (http://downloads.capta.org/toolkit/forms/AnnualFinancialSample.pdf)

● A copy is due to Torrance Council at the October executive board meeting



Federal and State Filings
● Federal and State taxes for the fiscal year due by November 15

○ Federal (to the IRS) - form 990, 990EZ, or 990N (e-postcard)
○ State (to the Franchise Tax Board)  - form 199 or 199N

● Charitable trust renewal form (RRF-1) due to the California Attorney General’s office with 
payment by November 15

○ If your unit files the 990N, your RRF-1 must be submitted along with the form CT-TR-1
○ If your unit files the 990 or 990EZ, your RRF-1 must be submitted along with a copy of 

your 990 or 990EZ
● Raffle - register with the California Attorney General’s office (CT-NRP-1) 

○ Register by September 1 (or at least 60 days prior to the raffle)
○ Raffle reports (CT-NRP-2) - due by October 1 of the following school year

● Incorporated units ONLY
○ File a Statement of Information form to the California Secretary of State’s office every 

other year

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



Workers’ Compensation Annual Payroll Report
● Used to determine if any additional workers compensation insurance 

premiums are due to the CAPTA insurance company that provides 

coverage to all units

● Every PTA must submit a report (even if no one was paid)

● Reports are due directly to the insurance company (not through PTA 

channels) by January 31 of each year

● Reports cover the period from January 5 of the previous year thru January 

4 of the current year

● The report may be filled out/submitted by the treasurer or president



Workers’ Compensation Annual Payroll Report (cont’d)
● If your PTA did not pay any employees, individuals, or independent 

contractors for services, check the No One Paid option
● Who should be listed on the report?

○ In general, any employees/individuals/independent contractors directly paid by the PTA
○ Some examples: babysitters, security, tax preparer, DJs or other entertainers
○ DO NOT include individuals who are paid by the school district

● If the individual/independent contractor has their own workers comp 
insurance, request a copy to upload with your form

● If the individual/independent contractor does NOT have their own 
workers comp insurance, your PTA may owe a surcharge

○ Your PTA will owe a surcharge of 5% of the total amount paid (minus $1,000) to 
individuals/independent contractors without their own workers comp insurance



1099 for Individuals/Independent Contractors
● Any individual, independent contractor, or vendor who is not incorporated (or treated as 

a corporation for tax purposes) and who is paid $600 or more for services in a calendar 

year must be issued a IRS Form 1099 NEC by January 31

● Any independent contractor or vendor who was paid less than $600 for services and 

requests a 1099 NEC be issued must be provided one

● The 1099 NEC is filed based on the calendar year, NOT the fiscal year

● PTAs should request a IRS Form W-9 (Request for Taxpayer Identification Number) from 

any contractor or vendor they expect to pay $600 or more for services in a calendar year

● PTA must report individuals/independent contractors to the California EDD on Form DE 

542 (Report of Independent Contractors(s)) within 20 days of making payments of, or 

entering into a contract for $600, or more within any calendar year



Proof of Tax-Exempt Status - 501(c)3
● PTA must be in good standing with all federal and state filings
● Letter of Determination (LOD)

○ Includes letters from IRS and Franchise Tax Board indicating tax-exempt status, and 
a letter from CAPTA confirming that the unit is part of CAPTA

○ President or treasurer can request LOD from CAPTA at lod@capta.org - send email 
with the following info:

■ Unit Name
■ Council Name (Torrance Council of PTAs)
■ District (Thirty-Third District)
■ President Name

● Entity Status Letter from Franchise Tax Board
● Companies/organizations donating to PTA may request LOD and/or IRS Form W9

○ Sample W9 included in handout



Gifts to School & Classroom Rewards
● Classroom Rewards vs. Gift to School

○ “Classroom Rewards” are usually budgeted programs where PTA purchases approved 
supplies that will be used by teachers/students in classrooms are allowed with prior 
association approval

○ Gifts to School are usually for items that will stay with the school and are approved on a 
case by case basis

● Gift to School
○ Gift to School Committee

■ Composed of PTA president and/or board members along with school principal and/or 
other administrators/teachers

■ Discuss needs of the school along with available PTA funds
■ Provide recommendations of gifts to school to the executive board

○ Recommendations of Gifts to School
■ Present to the executive board for discussion/approval
■ After executive board approves gifts to school, present to the association for approval

○ Field trips and payments for bus transportation are considered gifts to school
■ Must be approved by TUSD
■ Bus transportation must be paid through TUSD



Fiduciary Agreement
● Purpose of the Fiduciary Agreement

○ Document the school’s responsibility to spend donated 
funds by a certain date as specified by the PTA

○ Transfer ownership of and responsibility for equipment 
donated to the school; installation, operation, and 
maintenance of donated equipment is the school’s 
responsibility

● The Fiduciary Agreement should be completed for all 
donations to your school

○ It is signed by the PTA president, PTA treasurer, and the 
school administrator

● Keep track of fiduciary agreements
○ Ensure that funds have been spent by the school as 

specified by the PTA 
○ If funds have not been spent by the designated date, 

the PTA may ask for those funds to be returned



Financial Records Retention
● Permanent

○ Annual Financial Statements
○ Audit Reports
○ General ledger (monthly receipts and 

disbursements)
○ Treasurer’s Annual Report
○ Federal and State Tax Returns
○ Charitable Trust Registrations
○ Raffle Reports
○ IRS Rulings
○ Cancelled checks (special, such as loan 

repayment)

● 7 Years
○ Accounts payable (payment authorizations 

and receipts/invoices)
○ Accounts receivable (cash verification 

forms and deposit receipts)
○ Bank statements, reconciliations, deposit 

slips
○ Cancelled checks (routine)
○ Employee, Business Expense Reports, 

Documents (workers’ comp, 1099)
○ Interim financial statements
○ 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
● Monthly 

○ Executive board treasurer reports
○ Membership dues - $6 per member

● September
○ Treasurer reports for previous year

● October
○ Audit for January 1 - June 30
○ Budget approved by association
○ Treasurer’s Annual Report (for previous 

fiscal year)
○ Raffle registration/report 
○ Association treasurer report (Sept meeting)

● November/December
○ Federal and state tax returns (all pages)
○ Charitable trust registration form (RRF-1)
○ Insurance payment - currently $258 

Turn in reports and documents to:  docs@torrancecouncilofptas.org
● November/December (continued)

○ Donations for council & district (scholarship, 
Project BOSS & HOPE, health, Founders Day) 

● December/January
○ Workers’ Comp Annual Payroll Report
○ Association treasurer report (Nov/Dec 

meeting)
● March/April

○ Audit for July 1 - December 31
○ Revised budgets approved by association
○ Association treasurer report (Feb/March 

meeting)
● As needed

○ Payments for meetings, luncheons, etc.
○ Statement of Information (for incorporated 

units), Fiduciary Agreements



QUESTIONS?

Workshop Survey
https://forms.gle/Mjs7opCK6TTutkNDA


