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AUDIT COMMITTEE CHECKLIST & AUDIT REPORT
PTA: =k 0o ool PTG

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 an 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. In addition, the committee will verify the PTA has filed all required
Federal and State filings accurately and timely.

Who Performs the Audit?

A CPA or a committee of not less than three PTA members appointed by the executive board, the
committee members will not be members of the executive board or the incoming treasurer.

When an audit is performed:

* At the end of the fiscal year (the fiscal year is July 1 to June 30).

* When the treasurer leaves the position prior to the fiscal year end

* At any time deemed necessary by the president or three or more members.

Preparing for the Audit
The outgoing treasurer is responsible for putting the financial records in order for the committee.
The outgoing treasurer should deliver the following to the audit committee:
1. A copy of the last audit report.
&(2. The checkbook, cancelled checks and all unused checks for all accounts.
“E( 3. Bank statements and deposit receipts.
(& 4. Treasurer's books and ledgers.
(& 5. Monthly Treasurer's Report.
“d” 6. The annual financial report (this may be the Treasurer's Report w/YTD totals).
(& 7. All receipts of bills paid.
" 8. Copies of minutes from general PTA meetings.
\9/9. Adopted budget and amended budget(s)
10. Michigan Sales and Use Tax returns filed (Form 5080 and/or 5081 Annual).
J4" 11. Form 990-EZ or Form 990-N
v 12. All correspondence with any taxing authority.
@/ 13. Copies of all financial reports for the period to be audited.
B 14. A report of all fundraising events held since the last sales tax return was filed. List
N}ﬁ dates held and if any were designated tax free days. It should include total sales,
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taxable sales and sales tax collected. This information will be necessary for the
incoming treasurer to accurately complete the next sales tax return.
L& 15. A list of all dues-paying members and the executive board.
Jd _16. Current bylaws and standing rules. - '
17. Any other information requested by the Audit Committee.
& 18. IRS Form 1099-MISC and Form 1096 Transmittal
2" 19. Provide Certificate of Insurance or Policies

Once the records are turned over to the committee the outgoing treasurer can no longer write
checks. . The treasurer should go to the bank immediately with the incoming treasurer and
additional authorized check signers to change the signature cards. During the audit, checks should
only be written in the case of an emergency and would be signed by the incoming treasurer.

Conducting the Audit

Begin the audit with the first transaction posted after the last audit. Check to see if
amount shown on first bank statement of the fiscal year adjusted for outstanding
checks correspond to the starting balance recorded in treasurer’s report

Make sure that each check written has proper substantiation, i.e. vendor invoice or
check request.

Verify all written and void checks are accounted for. There should be no gaps in the
check sequence.

Ascertain the dates of fund raisers and verify deposits are made timely. Check to see
that cash was counted by two people.

Check all ledger entries back to the cancelled checks and validated deposit tickets.
Verify that all income and expenses are allocated to the proper budget category and
are within the approved budget.

Verify each bank statement has been signed of f by a PTA member (not executive
board member)

Verify that bank reconciliations are done monthly and check their accuracy. Verify all
checks have two signatures and spot check endorsements.

Check the accuracy of the math in the checkbook and ledgers if a manual system was
used. i ‘

Verify that financial reports presented to the membership and executive committee
are accurate representations of the transactions recorded in the books.

Check the accuracy of the annual report and ascertain it will be retained as a part of
the permanent file.

Check to see that checks are not being signed by the individual to whom they are made
payable.

Watch for checks with multiple handwriting (other than one of the signatures) or
different inks. This would be an indication of blank checks being released.

Checks should never be made payable to "Cash." Startup funds should be made payable
to the person responsible for the cash until it is deposited.
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Make sure that the state and national portion of dues are not recorded as income to
the unit, but kept separate or recorded as a liability. Verify that the amount sent to
state agrees to the membership roster and is submitted on or before the 28™ of the
month.

Verify Form 1099 MISC was issued to individuals or businesses that received $600 in

the previous calendar year

Verify if Form 990-EZ or Form 990-N was filed; confirm that it was filed by

November 15.

Determine if the unit had an obligation to collect sales tax. If so, make sure Form

5080 and Form 5081 (annual) were filed timely and accurately. If the unit has a sales

tax permit, returns must be filed timely even if no tax was collected during the period.

Verify insurance policies are current

Make sure that money collected for a designated purpose was spent only for that

purpose.

Check the minutes of the general and executive board meetings to verify the

following:

1. The budget and all anendments were adopted by the general membership.

2. The general membership approves all fundraisers either through approval of the
budget that includes them or through a special vote if added after the adoption of
the budget.

3. Financial reports were presented at all general membership meetings for all
accounts.

4. Verify the executive committee approved all plans of work.

5. Verify a quorum was present at all executive and general meetings.

AN

Irregularities in the Records

If the audit committee finds irregularities in the records of the treasurer, the following steps

should be followed:

e Contact the treasurer to secure additional records or information.

e If the matter cannot be settled to the committee's satisfaction, contact the local unit president
to work out what additional steps need to be taken.

The unit president should request additional guidance from the council president.

Audit Report

A member of the audit committee should make a report to the general membership at the first
meeting held after the conclusion of the audit. The association should adopt the report at that
time. A copy of the annual report should be attached to the audit report and maintained
permanently by the treasurer and placed in the minutes. In the event a complete audit cannot be
done due to the inadequacy or unavailability of the records this must be reported to the
membership as well. Steps should be recommended for adoption to correct the situation.

W
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Hillside Middle School PTSA
2018-2019 Year End Summary

Audit Reconcilation

2019 - 2020

Checking /
1. Beginning Balance (ending bal from last audit) S 15,174.83
2. Receipts (Total all receipts and credits) S 59,124.06 \/
3. Add line 1 and line 2 (Total Cash) m
4. Expenses (Distributions: Total of all checks written and debits) S (40,611.47) v/
5. Subtract Line 4 from line 3 for "Balance on Hand" S 33,687.42
Outstanding Checks and Deposits
6. Balance on Last Bank Statement: S 34,807.26 \/

Outstanding Checks:
Kimberly Szukatis 2/18/2020 check 2450 S 1,119.84 \/

7. Subtract Total for Outstanding Checks from Line 6 S (1,119.84)

9. Enter amount in line 7 to verify "Balance on Hand" S 33,687.42 r,/



o
Audit TR

Name of Unit: EIN:
Fiscal Year: Date of Audit:

1. Beginning Balance (ending balance from last audit)

2. Receipts Total of all receipts and credits.

3. Add line 1 and line 2 (Total Cash):

Total of all checks written and
debits

5. Subtract line 4 from line 3 for "BALANCE ON HAND" $
(Should match check register)

©“ | B | B | P

4. Expenses (Disbursements)

OUTSTANDING CHECKS AND DEPOSITS:

6. Balance on Last Bank Statement: $

Outstanding Checks:
Check # Payable to: Amount

TOTAL OUTSTANDING CHECKS: | $

7. Subtract total for Outstanding Checks from Line 6. $

9. Enter amount in line 7 to verify "BALANCE ON HAND" $
Should match check register and amount in Line 5.

M
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Audit

The following documents have been reviewed by the CPA or Audit Committee:

U Form 990-EZ or Form 990-N was filed accurately and timely

U Michigan Sales and Use Tax Form 5080 and/or Form 5081 (annual) was filed accurately
and timely

0 Form 1099-MISC and Form 1096 Transmittal was filed accurately and timely

U Insurance Coverage is current

The CPA or Audit committee has reviewed the records of the PTA
And find them:

\JZI/CO rrect

U Substantially correct with the following recommendations:

U Incorrect - The following irregularities have been found (may attach report):

To prevent these types of problems from occurring in the future, we recommend the
following (may attach report):

Audit Completed Date: @;}"ll 2020 Audit Adopted:

CPA Name: Signature:

Audit Committee:

_de A Ldn T / AL~ Karen L. bbu®

Name & PTA Position Signature
‘ILAA&A_&{L Kimfl M K/i’f ///'i/ﬁ{féfﬂ
Name & PTA Position SngnaTur‘e

Collean Boqmo-

Name & PTA Position Signature
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PTSA Michigan Congress Hillside Middle School

7:15 PM
07/08/20 Profit & Loss
Cash Basis July 2019 through June 2020

Jul 19 - Jun 20

Ordinary Income/Expense
Income
Carnival

Carnival Activities Expense -6,400.52
Carnival Donations 4,232.33
Carnival Food Expense -1,063.89
Carnival Food Sales 3,484.50
Carnival Raffle Expense -70.00
Carnival Ticket Sales 13,270.99
Total Carnival 13,453.41
Corporate Contributions 1,640.00
Fall Fundraiser
Donations 4,185.83
Membership Dues
Membership Expense -2,013.00
Membership Dues - Other 7,097.50
Total Membership Dues 5,084.50
Total Fall Fundraiser 9,270.33
Investments
Interest-Savings, Short-term CD 16.41
Total Investments 16.41
Rewards Progréms
Amazon Smile 83.88
Box Tops 157.60
Busch's Rewards 590.75
Kroger Rewards 1,764.47
Total Rewards Programs 2,596.70
School Dance 1,104.60
Store Sales
Locker Shelves 7,797.00
School Supply Kits 586.00
Spirit Wear 8,950.25
Spirit Wear Expense -12,865.16
Total Store Sales 4,468.09
Total Income 32,549.54
Expense
Assignment Books (Planners) 3,814.01
Dues - MI PTSA & Co-Council 65.00
Gifts 557.79
Grants - Teacher 5,296.56
Grounds / Make a Difference Day 572.41
Insurance - Liability, D and O 225.00
JES 400.00
Misc / Supplies 262.23
Reflections 243.27
Staff Appreciation 1,109.68
Summer Reading Incentive 350.00
Tax 1,141.00
Total Expense 14,036.95
Net Ordinary Income 18,512.59
Net Income 18,512.59
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