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A LOOK AT THE BUDGET
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A LOOK AT THE BUDGET (CONT.)
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A LOOK AT THE BUDGET (CONT.)
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A LOOK AT THE BUDGET (CONT.)
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SAMPLE BUDGET 
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SAMPLE: BUDGET TO ACTUAL REPORT 
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SAMPLE: LEDGER REPORT BY TYPE OF TRANSACTION 
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SAMPLE: LEDGER REPORT BY ACCOUNT BALANCE 
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MEMBERSHIP: RECORD, RECONCILE AND REMIT 
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SAMPLE: FINANCIAL SECRETARY’S REPORT 
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TREASURER REPORTS 
 
Monthly Treasurer Reports: 

1. A separate monthly Treasurer Report must be prepared for each bank account and paypal account 

that is not automatically posted to the bank account on a regular basis. 

2. The report must include all cash receipts and expenditures plus all bank adjustments which must be 

posted to the unit financials after the fact, such as bank fees and TOTEM. 

3. The Treasurer Report must be presented to the Board and Association for approval and ratification 

of checks. 

4. It was recommended to open another bank account for the processing of e-commerce.  Attached are 

examples of a treasurer report with one bank account and another with two accounts being used. 

5. File for audit. 

Periodic Treasurer Reports: 
1. Treasurer Reports may be run using non monthly date parameters which match the unit Association 

or Board meetings in order to present the most current information. 

2. Review beginning and ending balances to ensure that there is no overlap or gap between the 

reporting periods.  Review these reports against the financial information in the minutes. 

3. These reports are for internal reporting only.  External reporting requires the monthly accounting 

period to be reported to external entities and the year end remains on June 30. 

4. File for audit. 

Processing Returned Checks from the Bank: 
1.  Post the amount of the NSF check as a reduction of revenue and the bank fee to a fee expense 

account. 

2. Contact payers asap to request reimbursement in cash or casher check in the amount of the NSF 

check and bank fee. 

3. Post the reimbursement to increase revenue by the amount of the check and reduce fee expense by 

the amount of the fee. 

Processing E-Commerce Sales: 
1. Post gross sales amount to the appropriate income category and merchant fee to a fee expenses 

account.  The difference should be the cash posted by the bank. 

2. Generate a report off the payment processor’s website to support the entry. 

3. The total TOTEM amount should be posted to Membership Dues. 

AUTHORIZATION TO TRANSFER FUNDS BETWEEN “BANK” ACCOUNTS: 
1. If the unit has an e-commerce account, funds collected must be transferred to the general checking 

account to cover checks issued. 

2. The attached form must be prepared before the request is posted and should be signed by two check 

signers. 

3. The transfer must be posted to online banking or in person by the bank. 

4. File for audit. 
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SAMPLE: TREASURER REPORT 
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BANK STATEMENTS AND RECONCILIATIONS 
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SAMPLE: BANK STATEMENT AND RECONCILIATION
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THE FIVE-MINUTE AUDIT FOR PTAS 
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REQUIRED RECORDS AND REPORTS FOR AUDIT FLOWCHART 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

REQUIRED UNIT PTA TREASURER REPORTS AND 
RECONILICATIONS 

Cash Verification 
Forms/ Deposits                      

 

Check Authorization 
Forms/Checks            

Bank Statements 
Adjustments (online)     

Financial 
Secretary 

Report  

Check 
Book/Register     

Monthly 
Treasurer 

Report  

Budget to 
Actual Report              

Monthly Bank 
Statements      

Monthly Bank 
Reconciliation     

Receipts and 
Disbursement 

Ledger           

SUBMIT ALL ABOVE SOURCE DOCUMENTS, 
REPORTS AND RECONCILIATIONS FOR 
AUDIT, AS SPECIFIED IN YOUR BYLAWS 
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HOW TO CONDUCT AN AUDIT 

 
THE PURPOSE OF THE AUDIT: 

• To review the PTA financial records in order to ascertain that 
good internal control procedures are in place; and, to test the level of 
compliance with those PTA approved policies and procedures.  This 
review may reveal weaknesses; and, reporting or processing errors.   

• Review the board and association meeting minutes and 
treasurer reports presented at the meetings to reasonably ensure that 
funds are spent in accordance with membership wishes. 
 
AUDIT TIMELINE: 

• The PTA bylaws specify the audit due dates which are required 
twice a year, ie, mid-year and year end. Additionally, audits will be 
required when bank accounts are closed or a check signer is removed.  
Audits should be prepared in a timely manner.  A recommended 
benchmark is within two weeks of receipt. 

• Separate audits must be prepared for each bank account. 
 
WHO CONDUCTS THE AUDIT? 

• The PTA Auditor is either elected or appointed per the bylaws.  The auditor must not be a check signer or related 
by blood, marriage or cohabitation with an authorized check signer. 

• The outgoing auditor is responsible for the June 30 (year-end) audit.  If not completed, the new year auditor or 
an audit committee may conduct the audit.  The prior year treasurer may not participate. 

• The Audit Review Committee is required, if the PTA auditor is not a “qualified” accountant.  See Q&A below 
 
PREPARATION FOR AN AUDIT 

• Treasurer should use the Audit Checklist to collect required documentation for the Audit. 

• The top portion (the checklist) shows that the auditor received (or not) the documents necessary to conduct the 
audit.  Ideally, this section could be completed by the unit/council treasurer and the auditor together during the 
“hand off” to avoid future confusion, should something be missing during the audit.  If there is not a one on one 
physical hand off (porch drop off), the auditor should check in the documents first and email the unit/council 
immediately, if something is missing.  The recording secretary would provide the board and association minutes 
with the pertinent treasurer reports attached. 

 
AUDIT PROGRAM OR ACTION PLAN: 

• The remaining portion of the “Audit Checklist” may be used as the Audit Program or Action Plan.  This audit 
program documents what procedures will be followed to validate that the unit/council is in compliance with the 
PTA approved policies and procedures.   

• The steps may be used as questions for which the auditor will indicate “yes”, “no”, or “NA”.   Check off each 
item as you go to keep track of your progress.  See examples of cash verification form, check authorization form, 
treasurer report, bank statement/reconciliation and ledger report on pages  

• The auditor does not make corrections to the financial records. 
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AUDIT REVIEW COMMITTEE 
 

 
In accordance with the new PTA insurance requirements, there must be an Audit Review Committee composed of at 
least two people, one of whom may be the auditor and one other Association member who is appointed by the 
Executive Board and ratified by the Association.  The auditor may be elected or appointed in accordance with the 
bylaws.  The Audit Review Committee reviews the completed audit before presentation to the president and treasurer, 
if needed, and the Executive Board.  The audit should be signed and dated by the Audit Review Committee members.  
An Audit Review Committee is not required if the audit is prepared by a qualified accountant.  The unit may also engage 
the services of an outside accounting firm to perform the audit which would not require the Audit Review Committee 
approval. 
 
Question:  Can the council or district auditor act as the Audit Review Committee for units, without being a member of 
the association? 
Answer:  It is preferable that the unit Audit Review Committee is comprised of the unit’s association members. If there 
are no volunteers, the council or district auditor may step in as the Audit Review Committee. 
Question:  Board appointments are usually made by the president and approved by the Executive Board.  Why are the 
auditor (if not elected) and Audit Review Committee members appointed by the board and approved by the 
association? 
Answer:  The president is a check signer and should not appoint the auditor who will be reviewing the accounting 
records.  The Audit Review Committee members must be independent. 
Question:  Are there any other restrictions on who may serve on the Audit Review Committee? 
Answer:  The Audit Review committee members may not be related by blood, marriage or cohabitation to the 
financial officers or auditor. 
Question:  Should Review Committee members attend audit training to know what to look for? 
Answer:  Training is not mandatory but is highly recommended.  The experience and training will enhance their ability 
to review financial records and may interest the committee member to volunteer to be a future auditor. 
Question:  What is the scope of work of the Review Committee?  Do they perform the audit again? 
Answer:  The scope of work is not specified by the insurance company or the State PTA.  It is recommended, at a 
minimum, that the Audit Review Committee verifies beginning and ending balances, the audit report calculations and 
all findings and recommendations.  A random sampling of documentation may also be done.  Redoing the entire audit 
is not required. 
Question:  Who is a qualified accountant? 
Answer:  A qualified accountant such as a CPA has been trained/licensed to conduct audits and/or review accounting 
records.  Additionally, work experience specific to the auditing field, especially in the public sector, may be used to 
qualify an auditor or accountant.   They do not need to be currently employed. 
Question:  Is an audit review committee needed if an audit is conducted by a council/district officer? 
Answer:  If the Council or District Officer is not a qualified accountant, a Review Committee is required. 
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AUDIT CHECKLIST
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AUDIT REPORT FORM 
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SAMPLE: UNIT TREASURER’S ANNUAL REPORT (UTAR) 
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UTAR LINE ITEM CONVERSION TABLE 
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FILING TAXES 
 

Every PTA Must File Tax 

Returns 

California State PTA is committed to providing 

information to help make your PTA aware of the 

latest state and federal requirements. Federal and 

state laws require nonprofit groups, including 

PTAs, to file tax returns. Below is a list of the 

requirements as they relate to PTAs for the 

Federal IRS Form 990 and for the State of 

California Franchise Tax Board Form 

199. Please continue to check the California State PTA's 
website 

www.capta.org for the latest information. 
Note: For PTAs that require specific filing assistance, it is recommended that an accountant or tax 

professional specializing in nonprofit 501(c) 3 organizations be consulted regarding all tax filings. 

 
Federal IRS Form 990 
Internal Revenue Service (IRS) Form 990 tax returns or an extension request Form 8868 must be filed by 

the return due date. Returns are due four months and 15 days after the fiscal year-end. 

Which form to file: 

990N Gross receipts normally equal to or less than $50,000 

990EZ   Gross receipts equal to or more than $50,000 and less than $200,000 and total assets less than $500,000 

990 Gross receipts equal to or more than $200,000 or more, and total assets equal to or more than $500,000 
A Schedule B must be completed if the PTA receives a donation of $5,000 or more from a single donor. 

 

California State Franchise Tax Board Form 199 
All units, councils and districts must now file the Form 199. Returns are due four months and 15 days after 

the fiscal year-end. 

Which form to file: 

199N Gross receipts normally equal to or less than $50,000 

199 Gross receipts normally greater than $50.000 
 

TAX PREPARATION AND SUBMISSION: 
1. All forms for Federal and State may be found at https://capta.org/pta-leaders/services/tax-filing-support-

center. 

2. Tax professionals may be utilized to prepare tax returns based upon the Association approval of the service 

contract to include amount and scope of work.  (A 990EZ is not required for gross revenues of $ 50,000 or 

less.) Please contact LBCPTA if you need help finding an accountant. 

3. All tax returns are due 4 ½ months after the end of the fiscal year.  Fiscal Year ending on June 30 will be 

due on November 15.  A request for a 6-month extension may be granted using IRS form 8868.  

4. Failure to file tax returns annually may result in fines and/or loss of tax exempt status. 

5. Per unit bylaws, submit copies of all tax returns to your Council or District. 

6. File for next audit. 
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TAX FILING SUPPORT CENTER 
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CT-TR-1 FORM (ANNOTATED)
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CT-TR-1 FORM (BLANK)
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CA DEPARTMENT OF JUSTICE - REGISTRATION RENEWAL FORM – RRF-1 

 
 

1. All units must complete the RRF-1 by the November 15 deadline (same as taxes). 

2. Units completing 990 EZ or 990 tax returns must submit these forms with the RRF-1. 

3. Units completing the CT-TR-1 (as mentioned above) must submit this form with the RRF-1. 

4. If your unit is current, an online registration system is available.  Go to 

https://oag.ca.gov/charities/renewals#online.  There is a webinar available which shows how to 

submit the RRF-1 and upload PDF files for the CT-TR-1 (with detailed list of other revenue and 

expense) or 990EZ and explanations of any “yes” answers on the RRF-1. 

5. If your unit is not current, go to https://oag.ca.gov/charities and click on the Delinquency Webinar 

to receive complete instructions on how to become current. 

To check the status of your unit, with regard to RRf-1s, Raffle reports and permits go to  
http://rct.doj.ca.gov/verification.  You need one of the unit numbers, found in the bylaws:  

Federal ID no., Franchise Tax Board no. or the State Attorney General Charitable Trust no.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://oag.ca.gov/charities/renewals#online
https://oag.ca.gov/charities
http://rct.doj.ca.gov/verification
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RRF-1 FORM (ANNOTATED)
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RRF-1 FORM (BLANK)

 
 

 



  LBCPTA RED BOOK 2020-2021 
 

155 
 

 
IRS LETTER OF DETERMINATION AND NON-PROFIT RAFFLE PROGRAM 
 

A letter of determination stating that your PTA unit is in good standing and is an IRS tax exempt 
entity should be kept on file (with the bylaws) by the unit.  In good standing means that the unit is 
current with all required governmental tax filings.   
To ensure that your unit is in good standing with the IRS go to the IRS verification website at 
http://apps.irs.gov/app/eos using the unit IRS ID# (EIN).   
To check the unit status with the California Department of Justice and Attorney General Office go 
to http://rct.doj.ca.gov/verification using the EIN, Franchise Tax Board number or Charitable Trust 
number.  All required RRf-1s (Registration Renewal Form) and CT-TR-1 (Charitable Trust Treasurer 
Report, if applicable) and 990 or 990EZ (if applicable) must be submitted to obtain a “current” 
status. 
This LOD may be needed by the bank to open a new bank account or update an existing bank 
account.   Not having this LOD may cause appreciable delays in being able to perform unit 
business such as writing checks or making deposits.   
It is sometimes required by donors such as stores, restaurants, etc. as well as available grants to 
prove your tax exempt status.  Therefore, the fundraising chairperson will need access to this 
form also.  It is recommended that the LOD be retained with the bylaws and Recording Secretary 
file. 
To receive the LOD for your unit, the PTA president must send a request via email to 
LOD@capta.org and include the unit name and the IRS ID # (EIN) found in the bylaws (Article XIII, 
Section 3). 
 

STATE OF CALIFORNIA 
NONPROFIT RAFFLE PROGRAM (NRP) 

 
If your unit plans to administer a raffle, you must request a Raffle Permit from the Attorney 
General of the State of California.  The permit covers September 1 through August 31 and is a 
multiple use raffle permit.   
Complete and mail form CT-NRP-1 (oag.ca.gov/charities/raffles) with a check for $ 20, made 
payable to the Department of Justice, to the Office of the Attorney General.  Proof of California 
FTB tax exempt status must be attached to the registration form.  An Entity Status letter may be 
obtained by going to http://ftb.ca.gov/e-letter and enter your unit’s FTB Entity ID found in your 
unit’s bylaws (Article XIII, Section 4).  Your unit name should be automatically populated and, if 
correct, click on the entity ID number then generate the letter. 
Upon approval, you will receive a confirmation letter (usually between 2 to 3 weeks) from the 
Registry of Charitable Trusts assigning a Raffle Registration No. for the year.  You must receive 
the confirmation letter prior to conducting any raffle activities such as selling tickets. 
An aggregate report of gross revenue and expense for all raffles must be completed on form CT-
NRP-2 (Nonprofit Raffle Report) and submitted to the Office of the Attorney General by October 1 
(after the end of the permit period).  Even if no raffle took place, you must complete the Nonprofit 
Raffle Report and put 0 revenue or a notation saying no raffles were held. 
IMPORTANT:  THE 90/10 RULE IS BEING ENFORCED.  THE NEW FORM HAS ADDED THE 
EXPLANATION OF THIS RULE UNDER #4 OF RAFFLE INFORMATION.  IT MEANS THAT THE 
RAFFLE EXPENSES MUST NOT EXCEED 10% OF THE RAFFLE GROSS RECEIPTS. 
“Any violation of Penal Code 320.5 section (b)(4)(A) may result in sanctions including, but not 
limited to, a revocation of the organization’s raffle license and a referral to the District Attorney’s 
Office.” 
 

http://apps.irs.gov/app/eos
http://rct.doj.ca.gov/verification
mailto:LOD@capta.org
http://ftb.ca.gov/e-letter
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FIDUCIARY AGREEMENT: LBUSD-SPECIFIC POLICIES AND PROCEDURES 
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FIDUCIARY AGREEMENT FORM
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FINANCIAL RESOURCES 

 
LONG BEACH COUNCIL PTA:      https://longbeachcouncilpta.org/ 
 
33rd DISTRICT PTA:                       www.33rdpta.org 
Email:                                              pta33rd@aol.com 
 
CALIFORNIA STATE PTA: 
Toolkit:                                            http://toolkit.capta.org/ 
Website:                                          www.capta.org 
Tax Filing Support Specialist:      taxinfo@capta.org 
Letter of Determination:              LOD@capta.org 
Federal and State Tax Forms:      https://capta.org/pta-leaders/services/tax-filing-support-center 
 
ATTORNEY GENERAL:                   www.ag.ca.gov 
RRF-1 and CT-TR-1 Forms            https://oag.ca.gov/charities 
Non-Profit Raffle Program:         www.oag.ca.gov/charities 
Unit Status Verification:              http://rct.doj.ca.gov/verification 
 
CA SECRETARY OF STATE:            https://www.sos.ca.gov/ 
 
CA FRANCHISE TAX BOARD:       https://www.ftb.ca.gov/ 
 
INTERNAL REVENUE SERVICE:    www.irs.gov 
Unit Status Verification:              http://apps.irs.gov/app/eos 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://longbeachcouncilpta.org/
http://www.33rdpta.org/
mailto:pta33rd@aol.com
http://toolkit.capta.org/
http://www.capta.org/
mailto:taxinfo@capta.org
mailto:LOD@capta.org
https://capta.org/pta-leaders/services/tax-filing-support-center
http://www.ag.ca.gov/
https://oag.ca.gov/charities
http://www.oag.ca.gov/charities
http://rct.doj.ca.gov/verification
https://www.sos.ca.gov/
https://www.ftb.ca.gov/
http://www.irs.gov/
http://apps.irs.gov/app/eos
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