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PTA Audit Overview and Purpose

▪ Overview
▪ PTA Bylaws indicate when an audit is to be done, its procedure and when it should be reported to 

the membership

▪ Record books should be audited at least once per year.
▪ They should also be audited if the treasurer resgins, before the new officer assumes his or her duties and 

at any other time deemed necessary

▪ The process for selecting/electing individuals to serve on the internal audit committee will also be 
found in the bylaws
▪ Florida bylaws state the Audit must be completed and sent to Florida PTA NLT 31 Aug each year

▪ IAW Article VII, Section #5…the treasurer’s accounts shall be examined annually by an auditor or an audit 
committee of not less than 3 members

▪ The audit committee shall be appointed by the executive board

▪ The committee report will be given at the next regular meeting after the audit is completed
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PTA Audit Overview and Purpose

▪ Purpose
▪ To meet the Florida PTA and IRS audit compliance requirements as stated in our local unit Bylaws, 

Article VII, Section 5

▪ To assure membership that the PTA’s resources and funds are being properly accounted for and 
managed within the regualtions established for their use

▪ It is a statement that shows the treasurer’s records are correct and the required records are available

▪ Provides transparency

▪ Assists with annual filing of taxes
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Who Performs the Audits/Financial Reviews
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▪ Anyone from membership
▪ Must be current members

▪ Appointed by the Executive Board

▪ Minimum of 3 people 
▪ No person with check signing authority can participate on the audit committee

▪ Can be required by your insurance in order to maintain your unit’s bond coverage against 
embezzlement, robbery and theft

▪ Best practices
▪ Consider appointing your committee at your last general meeting and set a date  to complete 



▪ Treasurer preparations
▪ Provide the committee with the following (found in Section A of the PTA Annual  Audit/Financial Review Form
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Preparing for the Audit/Financial Review 
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Audit/Financial Review Procedures

The committee will follow Section B of the PTA Annual Audit/Financial Review Form 
and answer the questions.  Ensure the outgoing treasurer signs the bottom of page 1
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Audit/Financial Review Procedures cont…

▪ Determine if State and National portion of membership dues have been 
accounted for and paid monthly 
▪ Has invoice from Hillsborough County Council PTA been paid?

▪ Confirm the monies collected for a specific purpose have been disbursed
▪ Review the treasurer reports for accuracy
▪ Do they have insurance
▪ Are gift cards used?  
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Sample Report

Next we will look at how 
to accomplish the first 
part of the Annual 
Audit/Financial Review
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Filling out the PTA Annual Audit/Financial Review 
Form (Step 1)

▪ Print copies of the blank report to use as worksheets
▪ Audit period will begin on the day after the end date of the last audit (#A)
▪ Audit period will end on one of the following: (#B)

▪ Last date of the fiscal year – June 30

▪ Date of audit if treasurer is leaving office

▪ 1.  Book Balance on Hand is equal to ending balance of last audit  (#1)



Filling out the PTA Annual Audit/Financial Review Form 
(Step 2)

▪ List only the checks written during the period of the audit (1st check written #C and the last check 
written #D before the date listed in item #B (covered dates)

▪ Book Balance on Hand – this amount (Line #1) MUST MATCH the amount in the checkbook as of 
the ending date of this audit!
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Filling out the PTA Annual Audit/Financial Review 
Form (Step 3)

Add up receipts and disbursements
▪ 2.  Receipts/Income

▪ Add up all deposits, interest, voided checks that have been re-entered, and any 
positive adjustments - place that amount on line 2

▪ 3.  Total Cash
▪ Add the amounts listed on lines 1 and 2 and place that amount at line #3

This is your total cash for the school year
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Filling out the PTA Annual Audit/Financial Review 
Form (Step 4)

Disbursements
▪ Add all disbursements listed in the checkbook registry/ledger including:

▪ All checks written

▪ All electronic payments

▪ Any voided checks that were subtracted from the checkbook balance

▪ Any negative adjustments to the account

▪ Record total checkbook disbursements on line 4

▪ Subtract disbursements (#4) from Total Cash line #3 and record result as Book Balance on Hand (line #5) 
as of the end of the fiscal year
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Filling out the PTA Annual Audit/Financial Review 
Form (Step 5) 

▪ The balance from the last bank statement is placed on line #6
▪ On line #7 all outstanding checks will be listed (if you need additional room you can list on a separate 

sheet) – total of all outstanding checks will then go on line 7
▪ Line 5 and Line 8 both have an * these lines MUST MATCH!!  Line 8 MUST MATCH what is in your 

checking account!!  If these do not match, the books are not balanced and you must review your 
deposits and expenses



Filling out the PTA Annual Audit/Financial Review 
Form (Step 6) 

▪ In Block E you will place the number of members who have paid due during the audit period

▪ Follow the instructions for line 10 and 11 (these are the amounts that will be used on your IRS 
Form 990
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Filling out the PTA Annual Audit/Financial Review 
Form (Step 7) 
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This is the last step 
the audit committee 
will need to 
accomplish.

They will check the 
appropriate box and 
all 3 members of the 
committee will sign
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Filing Procedures

Once you have the completed and signed audit back:
▪ You (the treasurer) are required to either email, fax or mail a copy of the completed, 

signed and dated copy of the audit report to Florida PTA no later than August 31st each 
year
▪ Email:  audit@floridapta.org
▪ FAX:  407-240-9577
▪ Mail a copy:  Florida PTA, 1747 Orlando Central Parkway, Orlando FL 32809

▪ You are also required to upload the completed audit into Memberhub under the 
compliance tab and ensue a copy of the audit is also sent to treasurer@hccptaptsa.org

This audit must be completed before you can file the IRS 990 which is due November 15th 
each year.  You do not have to wait unitl then, once your audit is done, you have the 
information you need to complete your IRS form 990!!

You do not need Florida PTA to confirm or approve the audit before filing your 990

mailto:audit@floridapta.org
mailto:treasurer@hccptaptsa.org


Conclusion/Questions

▪ Congratulations!  You have completed your unit’s Audit!

▪ Don’t forget to start your IRS Form 990 once the audit has been completed and sent to Florida 
PTA!!

▪ For assistance in conducting your unit audit, Contact Hillsborough County Council Treasurer at
▪ treasurer@hccptaptsa.org

▪ Questions???
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