AUDIT PREPARATION

TREASURER’S RESPONSIBILITIES

Financial records should be placed in order for the auditing process shortly before the end of the term of office.  The outgoing treasurer cannot pay bills after the books are closed for audit.  Upon assuming office, the incoming treasurer may deposit funds in the PTA bank account.  During the audit process it is recommended that expenditures within an adopted budget be limited to those of an emergency nature.  The audit should be completed as quickly as possible.

The treasurer shall deliver the following to the auditor(s):

· A copy of the last audit report

· Checkbook and cancelled checks

· Bank statements and deposit receipts

· Treasurer’s book and/or ledger

· The annual financial report

· Itemized statements and receipts of bills paid

· Check requests submitted during the year

· Copies of board, executive committee, and organization minutes that would include an adopted budget, as well as any amendments that were approved during the year

· Current bylaws and standing rules

· Any other information requested by the auditor/audit committee

PURPOSE OF AN AUDIT

The purpose of an audit is:

· To certify the accuracy of the books and records of the financial officer

· To assure the membership that the association’s resources/funds are being managed in a businesslike manner within the regulations established for their use

AUDIT PROCEDURES

An audit is always conducted whenever there is a change in treasurer, whenever the current term of office ends (even if the same treasurer is re-elected), or anytime the Executive Board or Association requests an additional audit to certify that the books are balanced.

An audit must be conducted at least once per year according to bylaws.  The audit may be conducted by a committee or member in the local unit (sometimes an accountant will volunteer for this task).  There is no requirement that the PTA hire a CPA.  The committee should not include any person who is authorized to sign on the unit bank accounts.  If a member in the local unit volunteers to perform the audit, she/he should not be a member of the executive committee or a close relative of anyone who signs checks.

AUDIT PROCEDURES:

Begin with records posted after the last audit.  Unless the Executive Board dictates otherwise, a “sampling audit” may be done.

1. Reconcile each month’s bank statements with:

a. the cancelled checks

b. the checkbook

c. the treasurer’s report

d. the total expenditures of the unit

2. Verify that every check written is substantiated with a receipt, invoice or bill and an authorized check request.

3. If a check was issued and no receipt, invoice or bill can be found, verify the expenditure as an appropriate budget item.

4. Reconcile each deposit slip with:

a. the bank statement

b. the checkbook

c. the total income of the unit

5. Verify that a receipt was written (issued) to the appropriate person for all funds received by the treasurer.

6. Verify that all income and expenditures are allocated into the same categories that constitute the approved budget.

