
Financial Review / Audit Report 
for Local PTAs lifii 

e, '('/'ych ih.l , O I1 (' \'oi Cl.' .~ 

Name of PTA/PT5A: Dorothv Hamm Middle School PTSA 

EIN Number: 83-3677779 Date of Financial Review: Thursday, 23 July 2020 

Financial Review period from 1 July 2019 to 30 June 2020. 

Presented to PTA executive board on: ?!frfate) and adopted by your General 

Membership on: OrtobfX¡I.{,'WW date). 

Date of last financial review: 11(}.,f 5 ( 7..tJ I ~ . Last financi?1 review 

covered the period from :r1A 1 'f /, 2..0\ r to T lN"\.t' JO} 20 I '1 

PTA District: :'1; \ PTA Council : f±y l~'1k (!a¡-& 
5igned : Q,t __ (JeiA)[S J\IL- 5igned : ~'( (!?1c.J~L 

President Treasurer 
Signatures shauld be current president and treasurer in affice at time of executive board approval and 

generol membership adoption. The following information is submitted to the Virginia PTA as the 

annual financial review of this association, 

FINANClAL REVIEW COMMITTEE or AUDITOR: (a committee of 3 peop!e that are not 

authorized to sign checks for this PTA during this financia! review period OR an experienced 

auditor) 

rjj,;-ni'Tlíl<ls'1'l"A-;:u-e ¿ complete or __ incomplete. If incomplete, inelude 

tation and recommendations. 

Print Name: Laura W. Crouch 

Financio! Review Committee Chair 

Phone: 703-887-9351 

NM~ [flt 
5igned : Su ~ fsY¡rdwerAfd'\ftl.. 

Financia! Review Cammittee Member 

Signed: ;:;iLl~~~(ckt..v~. ~r----;t 

Auditor: 

5igned: __________ _ 

Printed Name: _______ _ _ 

Organization : _____ ___ _ 

Address: __________ _ 

Phone number: ___ ____ _ 



Financial Management Checklist 

The purpose of this checklist is to provide general guidance to PTA volunteer leaders in the 
management of their resources. Stewardship of other people's money is an important part of 
volunteer activity and reguires systematic and ongoing attention. 

This is a complete review of the financial management practices of the PTA, and assists the financial 

review committee/auditor with their inspection of the books and records. This checklist is kept as 
part of the adopted financial review report and filed with the permanent financial records. 

Officer Information: 

President during financial review period: Debra Pearson 
phone: (703)841-1703 

Treasurer during financial review period: Daniel Lyons 
phone: (202)271-4195 

Secretary during financial review period: Adena Porter 
phone: (703)688-2412 

Treasurer' s Records: 

1. Do the treasurer records inelude: 

• Contact information for the Executive Board? 

• CoPY of previous financial review/audit? 

• CoPY of the bylaws and standing rules (if app/icable)? 

• CoPY of membership roster? 

• CoPY of the adopted budget? 

• Copy of IRS 990 filing? 

• Copy of insurance policy? 

• A copy of the 501c(3) determination letter? 

• A copy of the sales tax exempt certificate? (if applicable) 

• A cOPY of bank signatory paperwork? 

• Minutes of all meetings? (Board and general membership) 
o Maintained on Google Drive 

• Treasurer reports with budget-to-date information for 
every meeting? 

• Bank statements? 

• Oocumentation for every expense and all income? 

• The annual year-end report? 
2. Were the records turned over in a timely manner to the 
financial review committee? 

If no, when were they turned over? Ves 
Comments: 
Recommendation: AII PTA records are the property of the 
PTA and shall be available to the membership. 

3. Where are your treasurer records maintained? 

Treasurer 

2<; Ves No 
)<: Ves No 
!2<; Ves No 
X Ves No 

Ves No 
Ves No 

;>S Ves No 
~ Ves No 
~ Ves No 
~ Ves No 
5<; Ves No 
~ Ves c.... No 

Ves No 
Ves No 

~ Ves '- No 
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Financial Review 
Committee 

!2< Ves No 

2< Ves No 

!2< Ves No 
X Ves No 

Ves No 
Ves No 

2'- Ves No 
!2<; Ves No 
2<; Ves No 
!2<; Ves No 
2<; Ves No 
!2<; Ves c.... No 

Ves No 
Ves No 
Ves O No 

k8J Ves [J No 



location: Home 

Address: 2624 Clarendon Blvd 
Arlington, VA 22201 

If possible, your records should be kept at your school in a secure 
location. Your board needs to know where these books are 
kept. 
4. Are the current treasurer books he Id by the treasurer? IZIYes D No 
The treasurer maintains all financial records. 

Budget: Treasurer Financial Revlew 
Committee 

1. Was the budget adopted by the general membership? IZQVes U No IZQVes U No 
When? 

Ifno, 29 Ma1l2019 
Comments: 
Recommendation: The proposed budget is to be prepared 
by a budget committee, presented to the executive board 
and then to the general membership for adoption. We are a 
membership association and this money belongs to our 
members. 

• Was the budget prepared by a budget committee? I..J Ves IZI No 

• If no, who prepared the budget? 
Executive Committee due to COVID-19 

• 15 the budget based on knowledge of last year's l2S1 Ves O No 
income/expenses, current financial conditions, expense 
needs etc.? 

o Second year budget IZIVes O No 

• Does the budget show all sources of income, totaled and 
balanced, against all total expense categories? ~Yes UNo 

• Was the budget reviewed by the Board befo re general 
membership adoption? 

2. Was a budget report presented at every PTA board/general IZQVes U No IZQVes U No 
membership meeting? 

Ifno, 
Comments: 
Recommendation: A budget report showing income and 
expenses in each budget line should be presented at every 
PTA Board/general membership meeting. 

3. 15 a copy of the adopted financial review/audit report sent to ~Yes UNo 
the state office each year? 
4. Are there any irregularities in the budgeted amounts to actual UVes IZQ No 
expenses/income? 

Ifyes, 
Comments: 
Recommendation: any budget amendment over $300 must 
be approved by your general membership. 
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Treasurer's Reports: Treasurer Financial Review 
Committee 

1. Was a detailed, written treasurer's report presented at every ~Ves UNo ~Ves UNo 
PTA board/general membership meeting? 

Ifno, 
Comments: 
Recommendation: A treasurer's report detailing income and 
expenses and reconciled to the bank statement must be 
presented at every PTA board/general membership meeting. 

• Were the reports clear, concise and easily understood? ¡¿s¡ Ves LJ No ¡¿s¡ Ves L J No 

• Oid the reports show, in detail, the source(s) of al! income ~Ves UNo ~Ves UNo 
and expenses? 

2. Oid the treasurer prepare an annual or year-end detailed, C8JYes O No ¡¿s¡ Ves U No 
written report? 
3. Do the canceled checks and the entries in the checkbook and ~Ves UNo 
the treasurer's reports all agree? 
4. Do the deposit slips and the entries in the income ledger and ¡¿s¡ Ves U No 
the treasurer's reports all agree? 
5. Have all financial obligations ofthe PTA been paid in full? ¡¿s¡ Ves [ ] No 

Bank Reconciliation: Treasurer Financial Review 
Committee 

1. Were the bank statements reconciled every month? C8JVes O No IX!Ves U No 
If no, when were they reconciled? 
Comments: 

Recommendation: Bank statements must be reconciled every 
month. 

2. Are bank reconciliations verified each month by individuals that U Ves ¡¿s¡ No U Ves ¡¿s¡ No 
are not authorized to sign checks? 

If no, were they verified in any months? 
Comments: 
Recommendation: Bank statements must be opened by a 
non-signer and must be verified against the treasurer's report 
every month. 

3. Oid the year-end financial report reconcile with the final bank C8J Ves O No C8JVes O No 
statement? 

Financial Procedures and Controls: Treasurer I Financial Review 
Committee 

1. Are al! PTA monies kept separate from school, personal or ¡¿S¡Ves U No 
other organization's funds? 
2. Are the state and national portions of membership dues sent C8JVes O No C8J Ves O No 
to the Virginia PTA state office before November 1st? 

Ifno, 
Comments: 
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Recommendation: Membership funds belonging to Virginia 
and National PTA are transfer funds and should be remitted 
to Virginia PTA. 

• Do the deposit reeords for membership mateh the ~Yes DNo 
membership numbers? 

If no, 
Comments: 
Recommendation: membership funds belonging to Virginia 
and National PTA should be remitted to Virginia PTA and are 
not included in your PTA budget. 
What was the PTA's total membership eount for the year? 675 

PTA membership dues are $3.75 per member for the 2019- complete section 

2020 sehool yea r. 

What was the date and dollar amount of dues sent to complete section 
Virginia PTA? 

o Date: 10/28/19 Amount: $2,531.25 
o Date: Amount: 
o Date: Amount: 

What was the amount of dues paid to Couneil, if applieable? complete section 
O Date: 10/30/19 Amount: $668.75 

3. Was there a proper invoiee or reeeipt for ea eh expenditure? ~Yes DNO DYes DNo 
Ifno, 
Comments: 
Recommendation: There must be a reeeipt or invoiee for 
every eheck written. If there is no reeeipt, no cheek should 
be written . 

• Was every expense eheeked against the budget before Ves No 
authorization? Ves No 

• Were receipts and invoices matched against the request '--- Ves ~ No 
before payment? 

• Is there a time limit for reimbursements? 

4. Is there a policy that prohibits the signing of blank checks? ~Yes No 
Are all checks signed by at least two authorized people? ~Yes UNo ~Yes UNo 
If no, how ohen were they only signed by one person? 
Comments: 
Recommendation: all ehecks must be signed by 2 people. 

• Was the check register kept current? Ves No Ves No 

• Are all checks used in sequential order? Ves No Ves No 

• Are all ehecks accounted for, including voided checks? Ves - No Ves '--- No 

Were there any checks written to "cash" or cash UVes ~ No UVes ~No 
withdrawals? 

If yeso list: 
Amount: Date: 
Check #: 
Amount: Date: 
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Check #: 
Amount: Date: 
Check #: 

Comments: 
Recommendation: NEVER write a check to " cash". There 
is no record of how your PTAs funds were spent. 

5. Is signatory paperwork up-to-date with at least three (3) [8J Ves LJ No 
signatures? 

Does the PTA/PTSA have checking account? r8:l Ves O No 
With which bank? United Bank 
Does the PTA/PTSA have a savings account? O Ves r8:l No 
With which bank? 
Does the PTA/PTSA have any certificates of deposit? LJ Ves r8:l No 
With which bank? 

Does the PTA/PTSA have a debit card? U Ves r8:l No O Ves r8:l No 
IfVes, 
Comments: 
Recommendation: Virginia PTA strongly advises units 
not to hold debit cards as they can be easily misused. 

6. Are at least two people involved in the processes of depositing O Ves [8JNo TI Ves N No 
funds and handling cash? 

If no, how often did only one person count? 
Comments: 
Recommendation: A deposit reconciliation form must be 
used for every cash deposit, with two people counting the 
funds every time. A "cash counting sheet for event" may also 
be used (National PTA). 
Were all funds deposited promptlv? (within the next DVes[8JNo TI Ves N No 
business day) 

If no, how much time lapsed? 
Comments: A /ew days 
Recommendation: PTA funds should never be taken 
home with you and should be deposited the same day 
they are received or the next business day. 

Was all income properly allocated into the appropriate r8:l Ves O No 
budgetline? 

Insurance: Treasurer Financial Review 
Committee 

1. Are insurance policies in force to protect the PTA against 1055 

of property by reason of fire, theft or other casualty? 
r8:l Ves O No I r8:l Ves O No 

2. Are liability policies in effect to protect PTA officers and r8:l Ves O No I r8:l Ves O No 
members, schoolchildren or other third parties where PTA 
projects or activities may result in an accident? 
3. Are the treasurer and all others authorized to handle PTA [8JVes O No I [8J Ves O No 
funds covered by a fidelity bond in the amount determined by 
the board? 
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'nterna' Revenue Service ('RSI and Tax Forms: Treasurer Financia' Review 
Committee 

1. What is the PTA/PTSA's Employer Identification Number 
(EIN)? 833677779 
2. A copy of the letter from Virginia PTA verifying your PTA as a C?Sl Ves U No C?Sl Ves U No 
subordinate of the Virginia PTA with our 501c(3) Determination 
Letter and your Sales Tax Exemption Certificate are in your 
permanent files. 
3. Has the IRS form 990, 990-EZ or E-Postcard been filed with C?Sl Ves U No C?Sl Ves U No 
the IRS? 
Has it been forwarded to Virginia PTA? (the e-mail confirmation l2:o:l Ves O No 
may be forwarded for the E-Postcard) 
4. Is the PTA/PTSA incorporated? LJ Ves C?Sl No 

• If "VES", has an annual corporate report been filed with the 
state government, as required? OVes ONo 

• Does the annual report reflect current officers and/or a UVes UNo 
registered corporate agent? 

Fundraising, Corporate Sponsorshlp and Grants: Treasurer 
1. Did the PTA follow the 3 to 1 rule for fundraising (reference "Standardsfor PTA C8J Ves [J No 
Fundraising" at www.ptakit.org) 
2. Did the PTA ensure fundraisers did not exploit children? Ves No 
3. Were all fundraisers approved bV the general membership? Ves No 
4. Was care taken to see that no laws were violated during fundraisers? C. Ves No 
5. Were all school svstem policies for fundraisers followed? Ves No 
6. Did the President sign all fundraising contracts? Ves No 
7. Were sufficient procedures in place to ensure the safe handling of funds? Ves No 
8. Did the PTA receive any monev from grants? ~ Ves - No 

If "VES" list: 
Grant Source Amount 

Were monies expended in accordance with grant application? l2:o:l Ves No 
9. Did the PTA receive anv monev or goods from corporate sponsorships? Wves ~NO 
Was the monev or goods used according to the request? O Ves l2$l No 

Leadershil! Training Treasurer 
1. Were officers sent to Leadership Training and Annual Conference? Ves No 
2. Did officers participate in District or Council training? ~ Ves No 
3. Did officers complete National PTA E-Iearning courses? ~ Ves No 
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Financial Review Committee or Auditor Additional Comments and Recommendations: 
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-- -----

Financial Review Report for: Dorothy Hamm Middle 5chool. 

El N: 83-3677779 Date of financial review: 23 July 2020. 

Financial review period from 1 July 2019 to 30 June 2020. 

Last financial review period from 1 July 2018 to 30 June 2019. Ending balance: $6,529.31. 

1. Beginning Balance (Should match prior financial review/audit "Ending 
$ 6,529.31 

Balance") 
2. Receipts (Total of 011 deposits ond credits) $ 57,925.67 

3. Add line 1 and line 2: $ 64,454.98 

4. Expenses (Total of all checks written ond debits) $ 26,261.84 

5. Subtract line 4 from line 3 tor "ENOING BALANCE" 
$ 40,193.17 

(Should match check register) TREASURER'S RECORDS 

OUTSTANOING CHECKS ANO OEPOSITS: 

6. Balance on Last Bank Statement: $ 40,193.17 

Outstanding Checks: 

Check # Payable to: Amount 
VV004 CCPTA 35.00 
VV018 Arlington County Council of PTAs 668.75 
VV033 Patricia Carlson 45.00 
VV062 Christine Katcher, LCSW 78.72 
VV082 Suzanne Richardson 87.35 
VV096 Maria Araya 314.82 

VV100 Luisa Ballester-Concepcion 58.65 
VV103 Holly Tennant 211.92 

VV105 Laurel Cerrud 83.25 

Total outstanding checks: $1,583.46 

7. Subtract total for Outstanding Checks from Line 6. $ 38,609.71 

Outstanding Deposits 

Source of Deposit Amount 
TOTAL OUTSTANOING DEPOSITS: $0 

8. Add total Outstanding Oeposits to Line 7. $ 38,609.71 

9. Enter amount in line 8 to verify "ENOING BALANCE" 
$ 38,609.71 

Should match check register and amount in Line 5. BANK RECOROS 
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M Gmail Daniellyons <Iyonsdaniel@gmall.com::> 

' .E: DHMS PTSA Audit· Virtual Attendance Confirrnation 
'--- messap= 

Ory, Nancy A. <NOry@lermansenter.com> 
To: Iwcroud1 <lwcroud1@gmai1.com>, Daniel Lyons <lyonsdaniel@gmail.com>, JasonPletcher<jason.pletdler@gocanvas.com> 
Ce: "Debbie Pearson, President DHMS PTSA" <presidentdhmsptsa@gmail.com>, Kami Ragsdale <kamidragsdale@gmail.com> 

Thu , Ju123, 2020 at 7:13 PM 

This emai] is written to confirm that I participated in the DHMS Annual PTSA Audit via the virtual Webex Meeting platform. Also in attendance were Laura Crouch, 
Daniel Lyons and Jason Pletcher. Thanks to Daniel for his impeccable records! 

Nancy A. Ory 

703/862·7972 

From: Iwcrouch <Iwcrouch@gmallcom> 
Sent: Wednesday, July 22, 2020 9: 1 B AM 
To: Oaniel Lyons <lyonsdanlel@gmail.com> 
Ce: Oebbie Pearson, President DHMS PTSA <presidentdhmsptsa@gmall com>; Jason Pletcher <Jasan pletcher@gocanvascom>; Kami RagsdaJe 
<kamldragsda!e@gmall.com>; Ory, Nancy A. <NOry@lermansentercom> 
Subject: DHMS PTSA Audit (IN PERSON or VIRTUAL - DETAILS) 

DHMS AUDIT COMMITTEE 

Thursday, July 23, 2020 

6:30 PM until completad (as quickly as possible) 

INPERSON 

Home of Dan Lyons 
'-- 2624 Clarendon BLVD 

Arltngton VA 22201 

Contact: 202-271-4195 (mobile) 

VIRTUAL 

Webex Meeting 

Audit Meeting (DHMS) Hosted by Laura Crouch 

Contact: 703-887-9351 (mobile) 

Thursday. Jul 23. 2020 6:30 pm I 3 hours I (UTC-04:00) Easlom "me (US & Canada) 
Meeting number: 129 109 1281 
Password: DHMS_FY20audit 
Agenda: Audit review for FY 20 DHMS 
- monthly reports 
- financia1 statements review 
- spot check all transactions 

Review and comply with all Virginia PTA requirements and best practices: https:/Iwww.vapta.org/pta-basicslpta-resourceslfrequentty-used-docs 

MEETING URL: 

httpsllgscncwebex com/gscnc/j php?MTID=mc8ab9195697a617a8gee06d9f8cbbgeS 

Join by video system 
Dial 1291091281@gscncwebexcom 
You can also dial 173.243.2.68 and enter your meeting number. 

Join by phone 
+1-408-418-9388 United States TolI 
Access code: 129 109 1281 



LWC 
Laura Walton Crouch 
HOME (703) 243-1717 
MOBILE (703) 887-9351 



M Gmail DanIel L'1ons <lyonsdamcl@gmall com> 

' HMS PTA Audit 
'--- messages 

Jason Pletcher <jason.pletcher@gocanvas.com> 
To: Daniel Lyons <Iyonsdaniel@gmail.com>, "Ory, Nancy A " <nory@lermansenter.com>, "Iwcrouch ." <lwcrouch@gmail.com> 
Ce: "Debbie Pearson, President DHMS PTSA" <presidentdhmsptsa@gmail.com> 

Dan. 

Thank you far your time and far your impeccable record keeping; we al/ greatly appreciate your service to DHMS prAl 

Thu. Ju123. 2020 a17:14 PM 

Laura, thank you far serving as Chairwoman af the DHMS PTA Audit Committee again this year. I would like to offer an extra thank you fer meeting Dan in-person to 
conduct the physical inspection of the rerords ! 

Please let this email serve as confirmation that I attended the audit review remotely via video conference, and that I attest to the oompleteness and accuracy of the 
report 

Thank you, Team! 

Best regards, 

Jason 

'r '-' -Jason Pletcher 

GoCanvas 
11911 Freedom Dnve, SUlte 850 Restan . VA 20190 USA 

wwwgocanvas com 

• UCIWIV"'~ TóOUU1"5' , 

EHPIA'!tI ;UEALTU 
S~UEN,iiai 

._-r:yl. r 

Inl rodudng. complete IHttpJ~ ~n¡og 501utlon 
OellgnC'd lo kMp yo .. , leam and CU5!om." $af. ... ... 

Iwcrouch <twcrouch@gmail.com> Thu, Ju123, 2020 at 10:33 PM 
To: Jason Pletcher <jason.ptetcher@gocanvas.com> 
Ce: Daniel Lyons <lyonsdanie!@gmaH.com>, "Debbie Pearson, President DHMS PTSA" <presidentdhmsptsa@gmai!.com>, "Ory, Nancy A" <nory@lermansenter.com> 

And a huge thank you to aU of you ! I know everyone has a choice about volunteering, and I greaUy appreciate jt when others take time away fram their other 
priorities to support things like the PTSA. 

Thanks tar your fotders Dan. They are impeccabte and a gift - you made our jobs so incredibly easy. 

Cheers­
Laura Crouch 
Mobite 703-887-9351 

LWC 

ebbie Pearson, President DHMS PTSA <presidentdhmsptsa@gmail.com> Fri, Ju! 24, 2020 at 7:58 AM 
To: Iwcroudl <lwcrouch@gmail.com> 
Ce: Daniel Lyons <Iyonsdaniel@gmail.com>, Jason Pletcher <jason.pletcher@gocanvas.com>, "Ory, Naney A. M <nory@termansenter.com> 

Many thanks to all 01 you for taking time to complete the audit for DHMS PTSA! 

Thanks to Dan for serving as Treasurer this year! 



Please let me know who has the audit formo 

Thank you! 

¿eue 
"' 

Iwcrouch <Iwcrouch@gmail.com> Fri, Ju124, 2020 at 8:08 AM 
To: "Debbie Pearson, President OHMS PTSA" <presidentdhmsptsa@gmaiLcom> 
Ce: Daniel Lyons <Iyonsdaniel@gmail.com>, Jason Pletdler <jason.pletcher@gocanvas.com>, "Ory, Naney A." <nory@lermansenter.com> 

Dan has the paperwork. 

Debbie Pearson, President DHMS PTSA <presidentdhmsptsa@gmail.com> Fri, Ju124, 2020 at 9:52 AM 
To: Iwcrouch <Iwcrouch@gmail.com> 
Ce: Daniel Lyons <lyonsdaniel@gmai1.com>. Jason Pletcher <jason.pletcher@gocanvas.com>, "Ory, Nancy A." <nory@lermansenter.com> 

Thank you! 


