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Summer 
Taskers for 
Treasurers

•  June/ July
– Ensure final dues collected for 

the year have been paid to VA 
and FCCPTAs PTA prior to June 
30

– Prepare financial files for your 
financial review 

– Present financial files for audit 
to your selected committee 

– Schedule transition meeting 
with incoming treasurer to turn 
over records (after the review is 
complete)



Summer 
Taskers for 
Treasurers

•  July/ August 
– Take over all financial records once the audit is 

completed and presented to the board for adoption 
– Make necessary changes on signature cards for bank 
– Go over the books and set up files to suit your 

preference  
– Establish procedures for reimbursements, paying 

bills, and money handling within guidelines and 
present to board for approval 

– Solicit input on what projects and programs will 
need funding in the proposed budget  

– Using financial review report, the year-end financial 
report, and funding requests work with the budget 
committee to formulate a proposed budget 

– Present budget proposal to the board for approval 
– Ensure insurance premium is paid 
– Attend training 
– File taxes



FOCUS: 
Financial 
Reviews

REMEMBER: The financial review 
committee is three people, none of 

whom were signatories or reconcilers 
on the account for the FY. 

This is a two-part process! 

Treasurer: Gather your 
records and complete the 

financial management 
checklist. 

Financial Review 
Committee: Review the 

checklist and complete the 
financial review forms.



Financial 
Reviews

Your financial review should be complete 
before your treasurer begins the new year as 
well. 

• Your treasurer records must also be reviewed when a 
treasurer leaves office – before the new treasurer takes 
control of the books.

It is great training to have your incoming 
president and treasurer serve on your 
financial review committee so they may 
become familiar with your financial 
procedures and learn what needs to be 
improved. 



Your 
Financial 
Review: 

Documents

• Copy of last Financial Review (July 1-June 30 previous year)
• Copies of any interim Financial Reviews that were conducted 

during the year (if applicable)
• Copy of Transactions Register with running balance
• Checkbook and unused checks
• All Bank Statements
• All Deposit Receipts/Records
• Any Cash Counting Forms
• All Check Request Forms with receipts/bills attached
• All Transaction Authorization Forms for debit/EFT expenses
• Copy of Annual Financial Report (prior year)
• All Monthly Treasurer’s reports from PTA meetings
• All Minutes of executive board and general membership 

meetings
• Copy of Final Approved Budget and All Amendments
• Copy of Local Unit Uniform Bylaws with Completed 

Organizational Structure Form
• Copy of filed IRS Form 990, 990EZ or 990N confirmation
• Copy of insurance policy
• Copy of Virginia Sales Tax Exemption (if applicable)
• Copy of 501(c)3 determination letter from Virginia PTA



Financial Review: Treasurer 
Tasks



Financial Review: 
Committee Tasks

Financial Records



Financial Review: 
Committee Questions



Committee Tasks:
Reviewing the Dollars



Committee Tasks:
Making Recommendations



What 
Comes 
Next?

Presentation of the financial review to 
the executive board (by end of July)

Acceptance by the incoming president 
and treasurer (via signature and upload 
into MemberHub by Aug 1)
• Once this is completed, you may once again 

continue with financial transactions for your 
PTA. 

Presentation to your general 
membership



Questions?

Link to VA PTA Treasurer Tools
https://www.vapta.org/pta-basics/support/treasurer-tools

Link to Financial Review Report Form
https://www.vapta.org/documents/treas/finance-review/2783-
2023-2024-financial-review-form-rev-6-23-23-fillable  

https://www.vapta.org/pta-basics/support/treasurer-tools
https://www.vapta.org/documents/treas/finance-review/2783-2023-2024-financial-review-form-rev-6-23-23-fillable
https://www.vapta.org/documents/treas/finance-review/2783-2023-2024-financial-review-form-rev-6-23-23-fillable
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