
SMSPTO 
Annual Financial Review 

Documents Reguired: the outgoing treasurer shall present either copies or original documents of the 
following to the Audit Committee. 

• Financial Review Checklist (this document) 
• Original Budget for Current Year 
• Year End Income/ Expense Statement 
• Monthly Bank Statements and Monthly Bank Reconciliations 
• Tax Return 
• Sales Tax Refund Application(s) 
• All Financial Records: 

o All check requests including supporting invoices / receipts 
o All deposit records 
o All voided checks 
o Detailed transaction log from Quick Books 

• Permanent Files (kept by the secretary and/or treasurer): 
o Sedgefield PTO By-laws that pertain to Audit Committee and Financial Review 
o Sedgefield PTO Policies and Procedures that pertain to Finances, Audit Committee and 

Financial Review 
o Insurance Policy 
o IRS Letter of Determination for Tax Free Status 
o Articles of Incorporation 
o Signed Code of Conduct for the Board of Directors 
o Signed Conflict of Interest Policy 
o Conflict of Interest Statement 
o Annual Financial Review Checklist from Prior Years 

• All Meeting Minutes from the year (including budget that was presented) 
• Printout of Transaction Log 

Current Fjnancial Summary: to be completed by the outgoing treasurer and verified by Audit Committee: 

Ending Balance from Prior Year: $56,776.94 Checking Balance: $30,320.30 

Current Year Total Income: $128,520.79 Saving Balance: $0 

Current Year Total Expenses: $154,977.43 Total Bank Balance: $30,320.30 

Current Year Ending Balance: $30,320.30 Uncleared Checks $0 
Bank Bal - Uncleared $0 

What portion of the Year Ending Balance is allocated to designated expense items in the following year? 
Description Description 
Ella Jones Grant $ 1000 PTO Reserve $20,000 

Prime Account $139 Summer Funds $5,000 

Grand Total: I $ 26,139 I .____ .... 
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SMSPTO 
Annual Financial Review 
Checklist: to be completed by the Audit Committee. 

B d u loet 
Yes No Review Suooortina Documentation 

v Budget shows all anticipated sources of Budget 
income and exoense. 

\/ Budget was formally presented and approved Meeting minutes where budget 
bv the General Membershio was oresented and aooroved 

✓ There is a procedure to record all monies Policies and Procedures (p. 10) 
received 

✓ All income was properly recorded and Income Statement 
cateaorized 

J There is a procedures to report all monies Policies and Procedures 
scent 

J All expenses was properly recorded and Expense Statement 
cateaorized 

✓ Sales tax refund is recorded through the Operating Budget 
balance sheet 

✓ There are policies in place to adjust budget as Policies and Procedures (p. 10) 
needed durina the fiscal vear 

✓ Regular monthly income / expense reports are Operating Budget 
aiven to the Executive Board 

✓ Budget allows for year end funds remaining to Budget- PTO Reserve Fund, 
be carried over into the followina vear Summer Funds & Desianated 

Yes No Review Sunnortina Documentation 

✓ PTO monies are kept separate from funds of Policies and Procedures (p. 10) 
school individuals and other oraanizations 

v An accountina svstem is maintained Quickbooks 

,/ Purchases and reimbursements have check Records 
reauest and receiots, 

✓
Check requests are made by authorized Records 
people; corresponding budget item or 
adenuate descriotion is indicated 

✓ Checks are numbered in sequence; any Records 
missina or voided checks are recorded 

J Checks are signed by at least 2 Officers or Records and Policy & Procedures 
have an approval by the PTO President(s) if 
online oavment 

✓ Cash~1,s are deposited with signature of at Records ? Am yn-t:,n c:i- 
least board members 

J Cash funds are secured at all times prior to Policies and Procedures (p. 10) 
deoosit at bank 

✓
Treasurer shall prepare monthly reconciliation Bank Statements and Bank 
of bank statement to accounting system for all Reconciliations 
bank accounts. Each reconciliation should be 
reviewed bv Financial Review Committee 

Fiscal Controls 

Yes No Review Suooortina Documentation 

✓ Insurance policy is in effect to ensure against Insurance Policy 
loss of orooertv 

✓ Insurance policy is in effect to provide liability Insurance Policy 
coveraae for all officers 

Insurance 
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SMS PTO 
Annual Financial Review 

✓ Insurance policy is in effect to provide bonding Insurance Policy 
for anv officer who handles monev 

✓ Copies of insurance policies are maintained Permanent Files 
in the permanent files 

IRS and Tax 
Yes No Review Sunnortina Documentation 
V PTO maintains 501 c-3 status Permanent Files 
v IRS EIN number is on file Permanent Files 

✓ All annual federal (990) and state (if required) Copy of tax filing 
tax forms are filed 

V Sales Tax refund forms are filed semi-annuallv Sales tax refund aoellcation 
NP< Create and send 1099 forms as reauired Cooies of 1099s 

Mana ement 
Yes, No Review Sunnortina Documentation 
V, PTO is incoroorated as reauired bv the state Permanent Files 
V PTO has Code of Conduct sianed bv leaders Permanent Files 

✓ PTO has Conflict of Interest Policy signed by 
leaders 

✓ There is a Return Check Policy that is in Policies and Procedures (p. 12) 
comoliance with all state & local reaulations 

\/ Financial Review is conducted each vear Permanent Files 

✓
Results of Annual Financial Review are Meeting Minutes 
presented to the Executive Board, Board of 
Directors and General Membershio 

✓ The funds remaining to be carried over into Designated Allocations listed 
the followina vear are reasonable above on this document 

✓ The funds remaining to be carried over into Annual Financial Reviews from last 
the following year have not increased several years 
sianificantlv over the last several vears 

J Reasonable effort has been made to act on Prior Annual Financial Reviews 
sunnestions in orior Financial Review and Financial Policies 

Comments I Suggestions I Recommendations (continue on back if needed): -i» i ocl i,,v;le 
Rec6tnmend to a01m-eazc;t. <!.ash PrDleduCGS ."uJ/-rh~ 
S'i<?)nrL-lvcG of rLf /-ea.r+ <1Y!-e k:;;crd Yr1-hn hbr: i1 '{1 r1~ cf 2) 
ReCt)mw-ead haVJGj TretJSvU--ec pre,G'Ltf a+ OJnntA.CU 
Eiaaacie I RW'eA,,<:J cJ>o much D1<5r€-- e-f6u)W2t-). 

Audit Conducted by: 

Mal 

l-lv!loWCMJ 

Date: 
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