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THE PTA AUDIT 
 
PTA Audit Objective 
Purpose: To certify the accuracy of the books and records of the PTA. To assure the membership that the 
association’s resources/funds are being managed in a business-like manner within the procedures 
established. 
 
What is a PTA Audit? 
Auditing involves following financial transactions through the records to be sure that receipts have been 
properly accounted for and expenditures made as authorized in the budget, as approved by the general 
membership, and in conformity with PTA bylaws and standing rules. The audit must review all accounts 
of the PTA. 
 
Who May Conduct the Audit? 
The board of directors selects an auditor or auditing committee of one or more no later than two weeks 
prior to the end of the school year. Individuals who are selected to serve on the audit committee should 
have an accounting or financial background and an unbiased, independent perspective of the books. An 
auditor or auditing committee member shall not be related to any signee on the checking account by 
marriage or any other relationship. (Bylaws: Article VII: The PTA Audit: Section 4.) The PTA president, 
treasurer or any signee may not be a member of the audit committee. For example, a treasurer from 
another school, previous officer or another PTA leader from outside the school) 
 
When Is an Audit Performed? 

 On an annual basis at the end of each school year 
 Upon resignation of the treasurer during the school year 
 At any time deemed necessary 
 When missing funds are suspected 
 To remain a local unit in good standing an audit report and the IRS 990 Filing Verification form 

must be submitted to the state office by the last business day of September. 
 

Conducting the Audit 
 
The Georgia PTA Audit/Financial Review Form has six parts; Local Unit Information, Section A, Section 
B, Financial Review, Findings, and Notes/Audit Report. The outgoing treasurer should deliver all the items 
listed in Section A to the auditor. 
 
Local Unit Information 
All information about the local unit should be filled out completely on page 1 and carried over to pages 2 
and 3. 
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Section A 
The outgoing treasurer should check the boxes marked PTA for each of the items listed that have been 
given to the auditor. The auditor should do the same by marking each box pertaining to the items they 
have received. 

 The annual financial report is the final treasurer’s report that includes all transactions. 
  It is common to not receive many of these documents. The bare minimum you must have to 

complete the audit is the previous year’s audit, bank statements, cash verification forms/deposit 
information, and check request forms/receipts. 

 For any box not checked, a note must be included and proper procedure explained. 
 
Section B 
This section is for the complete review of the records. 
 

a) Verify that the final balance on the previous year’s audit is the beginning amount listed on the 
budget, ledger, and treasurer’s reports. 

i. Note: Occasionally checks from the previous year never clear the bank. Most local unit 
treasurers don’t know how to make an adjustment to the ledger, so they just use a different 
starting balance. If this occurs, make a note. 
 

b & c) Review the bank statements. Verify that they have been reconciled monthly and were 
reviewed by a person that is not authorized to sign checks or related to a person authorized to sign 
checks. Verify that each check has two signatures. 
 
d, e, f, g & r) Perform a transaction review of the disbursements. 

i. Confirm that each transaction corresponds with the bank statements and are properly 
recorded in the ledger by budget category. 
ii. Confirm that all bank charges were properly recorded in the ledger. 
iii. Verify purchase of insurance. 
iv. Verify that the president approved each transaction and the treasurer completed the 
bottom of the Check Request Form. 
v. Keep track of the number of memberships paid to state PTA. This number should 
ultimately match the number of memberships sold. 
vi. Verify that the receipts equal the total amount the check was written for and that the 
transaction was properly entered into the ledger with the appropriate budget category. Note 
any errors. 
vii. Verify that the president approved each transaction and the treasurer completed the 
bottom of the Check Request Form. 
viii. Keep record of the checks that have not cleared. 
ix. Verify that petty cash checks were written to a person, not to cash. Keep record of petty 
cash transactions to compare to deposits. 
x. Verify that voided checks have been retained 
xi. If receiving payments through a credit card company, no refunds should be handled 
through the credit card system. 
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Section B continued 
 
h, I, j, k & r) Perform an audit review of the receipts. 

i. Confirm that each transaction corresponds with the bank statements and is properly 
recorded in the ledger by budget category. 
ii. Verify that the total on the funds verification form matches the attached deposit receipt 
and is properly recorded in the ledger by the appropriate budget category. When possible 
verify that the check and cash amounts match. Note any errors. 
iii. Verify that each deposit was counted by two persons before the treasurer. The treasurer 
cannot be one of the first two counters.  
iv. Verify that deposits were made in a timely manner. 
v. Verify that petty cash was properly deposited after each event. Keep track of the deposits 
to compare to the withdrawals. 
vi. Keep a record of any deposits not cleared by the final bank statement. 
vii. Keep track of the number of memberships sold. 

 
l. If credit card deposits were made, verify receipt of credit card funds. 

1. Each deposit must be verified by two persons before the treasurer, just like any other 
deposit. 

2. Each deposit must be accompanied by an itemized record of all the individual 
transactions and be totaled by budget category. For instance, if memberships and 
spirit wear were sold, there must be documentation as to the number of 
memberships sold. This number should match the number of memberships paid to 
state. 

3. All transaction fees must be accounted for in the ledger. 
 
m, n, o, p & q) Review the budget and meeting minutes 

i. Check meeting minutes for budget approval and audit report approval (general 
membership meeting), treasurer’s reports (all meetings), and that a quorum was present at 
all meetings. The quorum requirements are listed in the bylaws. 

 
Financial Review (page 2) 
Hopefully you have all the information you need to complete this page quickly. If you’re missing the 
ledger and annual financial report (final treasurer’s report), you will have to either create a ledger or use 
the information on the bank statements to get the final numbers. 
 
Findings 
This is where the auditor gives a final assessment of the overall condition of the finances. Check the first 
box only if you have no notes to include. The second box is the most common. The third box is for 
serious situations like a question of theft or not enough records to complete the audit. The name and 
contact information of each auditor must be included. 
 
Notes /Audit Report (page 3) 
All suggestions, discrepancies and irregularities should be listed with explanations of proper procedure. 
This can be hand written on the page provided or printed electronically and included.  









Actual YTD
Proposed

Budget Variance
Balance Forward 7/1/2016 12,905.62$             12,905.62$        

INCOME
General Fund Donations 908.00                    1,500.00            -$592.00
Merchant Partner Donations 1,000.48                 1,200.00            -$199.52
Interest Income 1.26                        5.00                   -$3.74
Membership - Local Unit $2.25 per membership 1,912.50                 1,350.00            $562.50
Box Tops For Education 1,542.30                 1,500.00            $42.30
Concession Sales 394.50                    3,000.00            -$2,605.50
Fall Festival 11,126.75               10,000.00          $1,126.75
Holiday Shop 11,283.92               10,000.00          $1,283.92
Fun Run 12,001.25               17,000.00          -$4,998.75
TOTAL INCOME (including Balance Forward) 53,076.58$             58,460.62$        

EXPENSES
PTA Programs
Accelerated Reader 1,255.30                 1,600.00            -$344.70
Art Festival 2,978.41                 3,000.00            -$21.59
Academic Resources - Teacher Accounts 6,004.57                 6,000.00            $4.57
Communication Resources 2,336.47                 5,000.00            -$2,663.53
Family Fun Nights 2,476.94                 3,000.00            -$523.06
Involvement 834.97                    1,000.00            -$165.03
Reflections 922.17                    1,250.00            -$327.83
Youth Services 2,225.78                 2,500.00            -$274.22
Welcome Back/5th  1,020.98                 1,500.00            -$479.02

TOTAL PTA Programs 20,055.59               24,850.00          -$4,794.41
PTA Operations
Administrative Supplies 1,168.45                 2,000.00            -$831.55
Banking Fees 30.00                      150.00               -$120.00
Copying and Postage 1,685.66                 2,000.00            -$314.34
Council Dues 150.00                    150.00               $0.00
Incorporation Renewal 50.00                      50.00                 $0.00
Insurance 505.00                    505.00               $0.00
Leadership Training 542.95                    550.00               -$7.05
Membership Promotion 861.59                    1,250.00            -$388.41
Petty Cash -                          -                    $0.00
PTA Donations 50.00                      65.00                 -$15.00
Staff Relations 2,234.18                 2,500.00            -$265.82

TOTAL PTA Operating Expense 7,277.83                 9,220.00            -$1,942.17
Fundraising Expense
Boxtops For Education 478.67                    500.00               -$21.33
Concessions 1,188.13                 1,300.00            -$111.87
Fall Festival 5,613.77                 5,000.00            $613.77
Fun Run 5,450.00                 5,500.00            -$50.00
Holiday Shop 5,751.93                 5,500.00            $251.93

Total Fundraising Expense 18,482.50               17,800.00          $682.50

TOTAL EXPENSES 45,815.92$             51,870.00$        -$6,054.08

ENDING BALANCE (Start-up for 2017-2018) 7,260.66$               6,590.62$          

Receipts not belonging to unit - State & National Dues @ $3.75 per (850) $3,187.50
Disbursement of funds not belonging to unit - State & National Dues @ $3.75 per (850) $3,187.50
Balance due to state PTA office $0.00

Sample Annual Report                                            7/1/2016 - 6/30/2017



Sock Hop Income

Deposit
Date Type Notes

p
Amount 

9/1/2016 Ticket Presales 25 tickets @ $5 per $      125.00 
9/5/2016 Ticket Presales 102 tickets @ $5 per $      510.00 
9/7/2016 Ticket Presales 15 tickets @ $5 per $        75.00 
9/15/2016 Ticket Door Sales 87 tickets @ $6 per $      522.00 
9/15/2016 Concessions $      872.00 
9/15/2016 Glow Trinket Sales $      274.00 

Total $ 2 378 00Total $  2,378.00 

Sock Hop Expenses

Date Check Written to Notes
Deposit
Amount 

8/25/2016 1412 Dj Fire DJ Deposit $      100.00 
9/1/2016 1420 Maggie May Glow Trinkets $        95.84 
9/7/2016 1429 Sandra Marcu Decorations $      202.78 
9/12/2016 1432 Lynette Curtis Concessions ‐ Paper Products $        82.31 
9/15/2016 1438 Sam's Club Concessions ‐ Food $      272.25 
9/15/2016 1440 DJ Fire DJ Final Payment $ 150 009/15/2016 1440 DJ Fire DJ Final Payment $      150.00 

Total $      903.18 



INCOME LEDGER:  

Deposit Amount Local Unit State & Nat'l Merchant  
Date Dues ($3.25) Dues ($3.75) Sock Hop Partners 

8/2/2016 $ 1 610 00 $ 747 50 $ 862 508/2/2016 $           1,610.00 $         747.50 $       862.50 
8/8/2016 $             225.71 $       225.71 
8/10/2016 $             602.00 $         279.50 $       322.50 
9/1/2016 $             125.00 $       125.00 
9/5/2016 $             510.00 $       510.00 
9/7/2016 $               75.00 $         75.00 
9/15/2016 $ 522 00 $ 522 009/15/2016 $             522.00 $       522.00 
9/15/2016 $             872.00 $       872.00 
9/15/2016 $             274.00 $       274.00 

$                    -
$                    -

Total $           4,815.71 $      1,027.00 $    1,185.00 $    2,378.00 $       225.71 

EXPENSE LEDGER:  

Amount State & Nat'l Admin. Staff 

Date Check # Payee
Dues 

(@$3.75) Sock Hop Supplies Relations 
1412 DJ Fire $    100.00 $      100.00 
1413 Creative Nametags $          -
1414 Georgia PTA $ 862 50 $ 862 501414 Georgia PTA $    862.50 $       862.50 
1415 Office Depot $     62.37 $        62.37 
1416 Chick Fil A $    175.00 $      175.00 
1417 Lenore Brasy $     17.50 $        17.50 
1418 Georgia PTA $    322.50 $       322.50 
1419 Office Depot $          -
1420 Maggie May $    106.43 $        95.84 $        10.59 

$$          -
$          -
$          -
$          -

Total 
Expenses $     1,185.00 $      195.84 $        90.46 $      175.00 











7/28/2016

Date Name Gross Fee Net Transaction ID

7/28/2016 KATHERINE ALLEN $25.00 ‐$0.68 $24.32 9ND24398RR533120E 2 membership, 1 shirt

7/28/2016 MICHAEL GLASSBERG $25.00 ‐$0.68 $24.32 98346272VV310903G 2 membership, 1 shirt

7/28/2016 TERRI TILLERY $25.00 ‐$0.68 $24.32 1.75938E+16 2 membership, 1 shirt

7/28/2016 TERRI TILLERY $75.00 ‐$2.03 $72.97 1GB240064H533344E 4 member, 3 shirt, 10 donation

7/28/2016 ALL VET RECYCL $50.00 ‐$1.35 $48.65 3BW70542FG266674Y 4 membership, 2 shirt

7/28/2016 MARY A DEDOMINICIS $25.00 ‐$0.68 $24.32 37P94755BH549983K 2 membership, 1 shirt

7/28/2016 TAYLOR FORD $6.00 ‐$0.16 $5.84 98C54374XT572394H 1 bumper stcker

Totals $231.00 ‐$6.26 $224.74

Membership $70.00 14 memberships

Spirit $151.00

Donation $10.00







Random ES Audit Notes 7/15/2016 

LU: 12345   Council: Great   District: 9 
 
Over all I find the books to be in good order. There are a few things that need to 

be addressed. 
 
Section A 

 There were no treasurer’s reports included. 
 There was no ledger or annual financial report included. Thus it was 

impossible to verify that all bank fees and transactions were properly 
accounted for. (Section B: d, e, k) 

 Not all bank statements contained copies of cancelled checks thus it was 
not possible to verify that all checks contained two signatures. (Section B: 
c) 

 This PTA didn’t purchase insurance. For the protection of the officers and 
the local unit’s money and assets, insurance should be purchased 
annually. (Section B: f) 

 
Remaining portion of Section B 

 b. The bank statements weren’t reconciled nor were they reviewed by the 
President or a bank account non-signer. This should be done monthly. 

 g. The following checks were written without the proper documentation: 
2489, 2492, 2496, 2499, 2500, 2503, 2505, 2506. All check request 
forms must have corresponding invoices or receipts. 

 j. Two deposits were made without being verified by two persons 
beforehand. There were three missing deposit slips. 

 r. The membership portion of the cash verification form was not properly 
used, and without the ledger to verify it is not possible to determine how 
many memberships were sold. 

 
Miscellaneous 

 The one voided check was not retained. in the interest of continuity all 
voided checks must be retained. 

 Proper petty cash procedure were not followed. Checks for petty cash 
should be written to a person, not cash. After the event the petty cash 
should be deposited separately from the event income. 

 
Faithfully submitted, 
Auditor Smith 







Struggling MS Audit Notes 07/15/2016 
 

LU: 54321        Council: Great District: 9 
 

No PTA procedures were followed during the 2015-16 school year. The only 
documentation for this audit was the checkbook (with duplicate copies), 
receipts, and back statements received from the school staff. 

 
Several checks were written to cash. Further investigation as to the use of the 

funds may need to be investigated. 
 
There are no remaining or new officers to train at this time. I recommend full 

training for officers when there are elected to this PTA. 
 

Faithfully submitted,  
Auditor Smith 
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