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FINANCIAL TIME LINE
All End-of-Year and Beginning-of-Year documents should be submitted via MemberHub under Compliance 
Submissions. Local units needing assistance with this procedure should work with the council or region 
treasurer for document submission.

Each local/council/region unit must keep copies of all reports and forms submitted for good record-keeping.

The most current/digital version of all forms are available on the Utah PTA website: utahpta.org.

July 1 Fiscal year begins/change over PTA checking account signers

By the 25th
Membership dues (remit monthly)

National and state portions submit to Utah PTA via ACH through 
MemberHub or mailed with a check and remittance form

Council membership dues (if applicable)
Council portions submit to council PTA via check and remittance 
form (MemberHub ACH not available)

August 1

End-of-Year Documents (previous fiscal year) 
- Year-End Financial Statement

Local PTA submit via MemberHub or to council/region

Annual Financial Reconcilation report (AFR) Local PTA submit via MemberHub or to council/region

E-filed/Accepted IRS Form 990 Local PTA submit via MemberHub or to council/region

Sales Tax Refund Request Local PTA submit via utahpta.org/treasurer

August 15

Council review of Local Unit End-of-Year 
Documents

Council submit to region via MemberHub approval

Council review of Local PTA Sales Tax  
Refund Requests

Council submit to region via utahpta.org (accept/advance)

September 1

Region review of Council/Local End-of-Year 
Documents

Region submit to Utah PTA via MemberHub approval

Region review of Local/Council PTA Sales 
Tax Refund Requests

Region submit to region via utahpta.org (accept/advance)

September 25 Membership dues - early bird remittance deadline

October 1

Beginning-of-Year Documents - Budget Local PTA submit via MemberHub or to council/region

Budget approval minutes Local PTA submit via MemberHub or to council/region

Signed Ethics Conflict of Interest Form Local PTA submit via MemberHub or to council/region

Signed Basic Fiscal Management Form Local PTA submit via MemberHub or to council/region

Proof of insurance Local PTA submit via MemberHub or to council/region
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October 15

Council review of Local Unit  
Beginning-of-Year Documents

Council submit to region via MemberHub approval

PTA board list (current year) Local PTA submit via MemberHub or to council/region

November 1

Region review of Council/Local 
Beginning-of-Year Documents

Region submit to Utah PTA via MemberHub approval

Local, council, and region report #1 due Online via Utah PTA website

December 1 Membership dues - remittance deadline to participate in Utah PTA programs

February 1
Arts Education Fund Grant deadline Online via Utah PTA website

Local, council, and region report #2 due Online via Utah PTA website

May 1 PTA board list (next year's incoming) Local PTA submit via MemberHub or to council/region

June 1 Local, council, and region report #3 due Online via Utah PTA website

June 30
Fiscal year ends and financial books must be closed.

Begin preparation of End-of-Year Documents: Year-End Financial Statement, Annual Financial Reconciliation report 
(AFR), E-filed/Approved IRS Form 990, and Sales Tax Refund Request.


	TRANSFORMATIVE FAMILY ENGAGEMENT 
	WHAT ARE THE 
NATIONAL STANDARDS?
	UTAH PTA FACTS
	BE A PTA PROFESSIONAL
	WHY BE A PTA SCHOOL?
	OVER 120 YEARS STRONG
	STRUCTURE OF PTA
	INTRODUCTION
	PTA LINE OF COMMUNICATION
	The Basics
	My Critical Information 
At-A-Glance
	The PTA Treasurer
	Basics of PTA
	Working With The President
	Membership
	Information
	Money Matters Overview
	Annual Financial Reconciliation (AFR)

	The Processes
	Transition Period
	What to File
	Banking
	Utah PTA e-Commerce Policies
	Internal Control Systems
	Budgeting
	Receiving and Disbursing Funds
	Cash Box Instructions
	Reporting
	Annual Financial Reconciliation (AFR)
	Membership Dues
	Sales Tax Refund Request Forms

	Specific Issues
	Exempt-Organization Issues
	Fundraising
	Insurance
	Mismanagement of Funds
	Utah PTA Food Stamps Policy
	The Use of Gift Cards
	FAQ

	Appendix 1: Reporting Forms
	Annual Financial Reconciliation(AFR) Procedure Checklist
	Annual Financial Reconciliation (AFR) Report
	ANNUAL FINANCIAL RECONCILIATION (AFR)
Report for Fiscal Year: 20___ - 20___
	Year-End Financial Statement
	Unit Sales Tax Refund Request
	COUNCIL SALES TAX REFUND
	REGION SALES TAX REFUND
	Compilation Form
	Region Sales Tax Refund

	Appendix 2: Tools
	PROPOSED BUDGET WORKSHEET
	FUNDS RECEIVED FORM
	CHECK REQUEST FORM
	BANK RECONCILIATION
	SAMPLES OF TREASURER'S REPORTS
	MONTHLY TREASURER'S REPORT
	BUDGET ANALYSIS REPORT
	PTA EVENT CHECKLIST
	CASH BOX
	Money Counting Sheet
	Prizes/Gift Card Sign-out Sheet
	Financial Grant Agreement
	IN-KIND DONATION FORM
	PTA Basic Fiscal 
Management Procedures
	PTA/PTSA BASIC FISCAL MANAGEMENT PROCEDURES: Signature Page
	PTA Ethics/Conflict of Interest Policy
	PTA ETHICS/CONFLICT OF INTEREST POLICY
Signature Page
	STATE AND NATIONAL MEMBERSHIP DUES
Remittance Form 20___ - 20___
	COUNCIL MEMBERSHIP DUES 
	Remittance Form 20___ - 20___


