To: Smyrna Elementary School PTA Executive Committee
From: Irene M. Barton, 9" District Director

Date: August 15, 2015

Ladies and Gentlemen,

_Thank you for allowing me the opportunity to review the books and records from this
past year. Overall, the records were in excellent shape and everything needed to
complete the audit was included. I thank Jeff Williamson, treasurer for the 2014-15 term
and the entire Board for incorporating my suggestions from last year’'s audit which
included amending the budget as needed, addressing the handiing of proceeds from the
Art Night program and approving the investment in the leadership development program
for your school — Covey’s “Leader in Me.”

| noted a few instances where a receipt was not attached to the Check Request Form
(#1122, 1139, 1166 and 1185). If a restaurant or other vendor does not produce a
receipt, it is recommended that the requester show a copy of the transaction on his/her
bank or credit card statement. In the case where the school has ordered materials on
behalf of the PTA, request a copy of the invoice from the bookkeeper for your records.

| commend you on maintaining such clean records and wish your team much success
this year. Already hearing great things! Thank you for your service to the children and
school community of Smyrna Elementary.

Regards, \‘\\%M”L
lrene M. Barton 9" District Director | Georgia PTA

678-778-5495 (cell)
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Purpose: To remain in compliance with the bylaws and in good standing

Instructions:
» The Board of Directors must select an auditor or auditing committee no later than two weeks prior to the end of

the school year Reter to Bylaws, Article VII, Section 4

e The treasurer shall submit to the auditor(s) all financial records and forms listed below

e Mail completed PTA Audit/Financial Review to Georgia PTA, 114 Baker Street, NE, Atlanta, GA 30308-3366
postmarked on ar before the last business day of September
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Auditor/Auditing Committee: Please complete Sections A and B. Year 20 l H -20 l ' 2
Section A
{;!?'m e check the Financial records provided. g/

heekbook register. ; Treasurer's book (also referred to as a cash book) or

\II Bank statements and deposit receipts fcdgﬂ
Ii Cash Vertficanon Forms and receipts A copy of “Conducting the Audit” from this
Il Check requests forms with receipts/ills wadership Resource
Ahe annual Hinancial report

JI treasurer's reports M/
npu.d budget and approved amendments D/ﬂmckbuuk and cancelled checks
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Section B
Dogs amount shown on first bank statement (adjusted for outstanding checks and deposits) correspond to the starting

E\

balance recorded in checkbook register, ledger, treasurer’s report and ending balance of last audil? N
2 Werce bank statements reconciled monthly by the treasurer and signed by another person not authorized to sign checks or
related to a check signer?
3 Did all checks written contain two signatures (president and treasurer or one ather elecred officer)? 51([:]1\‘ «can vet Vu'.‘j
4 Were all checks properly recorded in checkbook register, ledger and with treasurer reports? N
5 Were all bank charges and interest recorded in checkbook register, ledger and treasurer reports? MY TN
6 Did the PTA purchase insurance? N
7 Werce all authorizations appraved by the president or their designee and contain receipts? [ }‘I"I L\'
8  Didthe PTA make payments by credil card or debit card? Oy E(
9 Did the PTA use Cash Veritication Forms? CIN hand A{fﬁﬁﬂd‘msy‘j
16 Were all funds received counted by two persons with the treasurer being the third counter? N clidye
N

11 Did funds received match deposits recorded in the checkbook register ledger and treasurer reports?
12 Did you receive a copy of the approved/amended budget?

13 Was income spent according to the approve/amended budget?

4. Did the minutes include budget approval?

13 Did minutes include all I?N.Itlh'.i.l amendments? 1
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Dates covered by this audnjnnanmal review from -)-1 Li to - 50 - ‘6
q

| Balance on Hand (From Date of Last Audit) SEeTYn - 7 a(g(:' 4

y) Receipts {From last audit to date of audit) . - 3 3 3 9 4(0

q4
3 Tutal Cash (add | and 2 together) . . % L’ ‘4’ 20@

4, Disbursements (From last audit to date of audit) . .‘S( 3(9 5"‘ j / 5 )
. I, bl ¢

5 Balance on Hand (Date of Audit) L .
—
6 Bank Statement Balance as of_iu/ﬂ{ 30 (date) 28N $ q‘. (;) (J' I &i
7 Checks Outstanding (List check number and amount)
Nene
8 Total Outstanding Checks ... ... $ O
9 Balance in Checking Account (Subtract line 8 from line 6) 3 q ) (_[‘ (.l! ‘ . g |

Note: Amounts on line 5 and 9 should be the same,

Pl:.y\eck one:
[ (We) have audited the books and find them to be correct,

I (We) have audited the books and found the following problems and/or make these suggestions

1 (We) have audited the books and found significant problems that must be reported to the district PTA
immediately for assistance.

¢ have attached our I:mlmgs/recommendatmm to this form.

Auditor(s)/Reviewer(s) Signalure(s)_ . fgu_dilt:)r(s)/Reviewer(s) Signature(s)
Treﬁsurbr s Swgnature Date '

The auditor/auditing committee report must be in writing. (f the auditing committee finds ¢here are not adequate
records or inappropriate accounting procedures used, this information should be nated

Note: 4 copy of the Financial Review/Audit must be submitted to Georgia PTA by the last business day in
September.  Once the appropriate 990 is filed swith the IRS, please submit the [RS Filing Verification form and
appropriate documents to Georgia PT/L.
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