
See Financial Review 

section in Treasurer’s 

Binder 

See Standing Rules for PTA/

PTSA’s official name and 

local number  

Provided to the Committee 

by Treasurer 

It is helpful to divide some 

of these documents among 

the Financial Review 

Committee members to 

help facilitate looking 

through these documents. 

 



1 c) See Treasurer's Reports &  

Bank Statements 

1 d) See Meeting Minutes (may 

show where a financial report was 

presented in non-meeting 

months. For example, August 

minutes would reflect that the 

treasurer sent out minutes to the 

board on xx date. ) 

1 a) See Treasurer’s binder 

(Make note of any months that 

are not included. ) 

1 e) See Treasurer’s Report 

section for report; see Meeting 

Minutes to establish if this has 

been presented. 

2 a) See Reconciliation Report 

1 b) Financial Review Committee 

feedback 

Provided to the Committee by 

Treasurer 



2 b) Match the amounts from 

Reconciliation Report to the 

Treasurer’s Report 

2 c) See most recent 

Reconciliation Report for list of 

uncleared checks 

2 d) See copy of the Signature 

Card in the Treasurer’s Binder 

2 e) See Meeting Minutes from 

the election month (typically in 

the spring) or the first meeting of 

the new board (July or August) 

2 f) See Bank Statements 

2 g) See Meeting Minutes from 

the election month (typically in 

the spring) or the first meeting of 

the new board (July or August). 

This person should be a board 

member but NOT a bank signer. 

3 a) See Check Book 

3 b) See Check Book, Expense or 

Grants section of Treasurer 

binder. Or, see Check Register 

Report or Withdrawal/Checking 

Report to find this information. 

Make note of any that you 

cannot account for. 

3 c-i) Review each check in the 

Expense & Grants section and 

looking to answer each of these 

questions in 3c –3i.  



3 c-i) See Expenses & Grants 

sections of Treasurer’s binder. 

Review each check, looking to 

answer each of these questions.  

3 i) See Budget in Treasurer’s 

Reports or Meeting Minutes 

section of Treasurer’s binder 

(typically approved at the spring 

or fall meeting) 

4 a) See Bank Statements and 

Money Minder/other accounting 

software.  

4 b) Compare Income categories 

with the Budget.  

4 c) Verify Deposit / Income forms 

4 e) See if there is a Receipt 

section, or a receipt attached to 

Deposit or Income forms 

4 d) Verify Deposit / Income 

forms 



4 f) Did you have the materials 

necessary to answer the 

questions? (make note of any 

exceptions) 

5 a) See Contracts section of 

Treasurer Binder 

5 b) See Expenses / 

Expenditures / Reimbursements /

Receipts 

5 c) See Assets List in Treasurer’s 

binder 

5 d) See Contracts section in 

Treasurer’s binder 

5 e) See Contracts/ Grants / 

Expenses section in Treasurer’s 

binder 

5 f) See Contracts/ Grants/ 

Expenses section in Treasurer’s 

binder OR Meeting Minutes  

5 g) See Income/ Deposits section 

in Treasurer’s binder OR Meeting 

Minutes  

(Use of funds may be listed under 

Expense section) 



6 a) See Meeting Minutes, Income 

Report, Insurance section of 

Treasurer’s binder 

6 b,c) Financial Review Committee 

feedback 

1 a,b,c) See Meeting Minutes 

(typically spring of previous year, 

or fall of current year) 

2 a) See Meeting Minutes 

(typically summer or fall of cur-

rent year) 



2 b) See Insurance section of 

Treasurer’s binder  

3 a,b) See Standing Rules or IRS 

Tax form 

3 c) See previous year’s Year-End 

Treasurer’s Report for total 

Income & Expenses AND see IRS 

Tax forms section of Treasurer’s 

binder 

4 a,b,c) See Standing Rules, 

Policies, or Meeting Minutes 

4 d) See Standing Rules, Policies, 

Online Services list or Meeting 

Minutes 



 

1 a) See Treasurer’ Report section 

or Meeting Minutes 

1 b) See Year-End Financial report 

for fiscal year which just ended, 

compare Actual vs Budgeted 

2 a-c) See Bank Statements, 

statements from other financial 

institutions 

3 a) See Meeting Minutes (Were 

any elections conducted mid-

year?) 

Year-End Financial Review 

If this is a mid-year review, 

skip to the next section.  



4 a-c) See Standing Rules, 

Secretary of State Annual Report 

(S.O.S.), or original affiliation 

paperwork in Treasurer Binder  

5 a) See Year-End Financial 

Report, total income line  

5 b) See Meeting Minutes (walk-a

-thon or read-a-thon third parties, 

for example) or Contracts Section 

of binder 

6 a-d) See Year-End Financial 

Report, Member Planet 

Membership list  



6 e) See Year-End Financial 

Report, Member Planet 

Membership list  

7 a) See Year-End Financial Report 

8 e,f) See Bank Statements 

8 g) See Reconciliation Report 

8 a-d) See Year-End Financial 

Report for previous year and year 

that just concluded 



Provide any feedback and 

recommendations for the Board 

to consider. 

Required signatures from the 

Financial Review Committee 

Provide any feedback and 

recommendations for the Board 

to consider. 

Required signatures from the 

Financial Review Committee 

Remember:  

The annual Financial Review is a requirement of the PTA/PTSA’s insurance. It is 

also a helpful tool meant to assist the Treasurer and the rest of the Board of 

Directors in establishing and refining best practices. During a Financial Review, 

the policies and procedures are being reviewed, and the committee’s feedback is 

important in providing insight to those policies. 


