
Treasurer Huddle 
April 27, 2026

Ninth District PTA

This meeting is being recorded and will be posted on 
the Ninth District PTA  website for future viewing.



Cents-ible Solutions: 

How to prepare for a Financial Review

Presentation
Overview

Collaborative Solving:  

How to get all the signatures on the 
forms before the review.

Hot Seat:  

Open Q & A for your current “financial 
fires” and roadblocks.
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● Purpose of the Financial Review
○ Determine the accuracy of the books
○ Detects inconsistencies or errors
○ Provides recommendation for corrective action
○ Protects the financial officers
○ Verifies that funds were sent through channels 
○ Assures the membership that the association’s 

resources were managed in a businesslike manner
○ Assures the membership that the rules and 

procedures for money handling were followed.
○ Meets the requirement of the insurance company 

Preparing for the Financial 
Review



● Prior to the financial review the treasurer should review 
the books to ensure the committee has all the required 
records.
○ Financial Review Checklist

■ Utilize the financial review checklist to 
organize documents

■ If you do not have the documents, locate 
them before turning over the books.

■ Treasurer should have a copy/access to
● Current bylaws
● Previous year’s tax and AG filings
● Insurance
● Workers’ Compensation Report
● Previous year’s Financial Review
● Previous year’s Annual Financial Report

Financial Review Checklist

http://downloads.capta.org/toolkit/forms/FinancialReviewChecklist.pdf


● Ledger - 
○ provides category income and expense in all 

accounts
● Register - one for each account (checking, savings, 

Paypal, etc)
○ Provides a daily balance in each account - all 

transactions recorded at the time they occur
● Cancelled Checks - including voids

○ copies of checks after they have cleared the 
bank.

Financial Review Checklist



● Finance Toolkit  - Forms
○ Payment Authorization Forms
○ Payment Authorization Via Electronic Service
○ Cash Verification Form
○ Transfer Form
○ ACH Deposit Form
○ Bank Reconciliation

Financial Review Checklist

https://s3.us-east-1.amazonaws.com/downloads.capta.org/toolkit/print/Finance.pdf
https://drive.google.com/file/d/1TAl8SaQF-PhIQBNxFbrJb1rY3CMrVmWc/view?usp=drive_link
https://drive.google.com/file/d/1hIy9hvLLq3zqVvSw01rYERSS9bmKci2f/view?usp=sharing
https://drive.google.com/file/d/14FYjnnHcecv4h6-BF9Imstukq007PAvY/view?usp=drive_link
https://drive.google.com/file/d/1wMSgeR-ib6NkOw29zOYFYsATmyokAllR/view?usp=drive_link
https://drive.google.com/file/d/1gvV0xvKdpUASSa0CcoryiDs9RaPU_vL0/view?usp=drive_link
https://drive.google.com/file/d/1h66PgS2VkvUNOnILUhCVQqnqIC6LerbO/view?usp=drive_link


● Executive Board Minutes - Official signed copy
● Association Meeting Minutes - Official signed copy
● Committee Reports
● Treasurer Reports - Official signed copy
● Membership -

○ Total number of memberships to date
○ Total number of Totem memberships to date

Financial Review Checklist



Bank Statements

Membership



Secretary’s Minutes

Treasurer’s Reports



Income

Payment Authorizations



● Financial Review can be either electronic or paper
○ If signatures are needed on forms meet with the 

officer before the books go for review
○ Financial Review Team will need access to all 

financial documents and organizational documents
■ If using a Google Drive - make sure 

documents are organized for the committee
○ e-Signatures are accepted
○ Reviews should be completed mid-year and 

end-of-year.
○ If you cannot find something, neither will the 

financial review committee.
○ Meet with the review team to explain how your 

books are organized.

Financial Review



Getting Signatures - Procedures

Establish Procedures
● Make  sure all board members know cash handling 

procedures
○ Examples - 

■ Who gets the start-up cash?
■ Who counts the cash box?
■ How to separate start-up cash and income 

for deposit.
■ 2 signatures on cash verification form
■ If you sign the form, you keep a copy!



Getting Signatures - Procedures

Establish Procedures
● Make  sure all board members know how to be 

reimbursed
○ Person to be reimbursed must submit a Payment 

Authorization form with receipt attached.
○ Set a deadline for when reimbursement forms 

must be submitted (1 week before e-board 
meeting, at e-board meeting, etc.)

○ Set the timeline for reimbursements



Getting Signatures - Procedures

Possible Timeline for Reimbursement
● Reimbursement form with receipts emailed to 

treasurer 1 week before board meeting
● Treasurer will write checks to bring to e-board 

meeting.
● Treasurer meets with President or another 

check signer before e-board meeting (plan to 
arrive 15 minutes ahead to get checks and 
forms  signed.)

● Checks distributed at e-board meeting.



Getting Signature Procedures

Other Suggestions?



Thank you for attending the Treasurer Huddle!

The next Treasurer’s Huddle is scheduled for 
May 14th at 6:00 PM.

Topic is Tax Filings

We will post all Huddles on the Ninth District PTA website in 
case you miss one.

Q & A
Financial Fires or Roadblocks?
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