DURBIN ELEMENTARY PTO

FINANCIAL REVIEW REPORT
Fiscal Year Ending: ___________________________

Beginning Cash Balance (As of __________)

(A)

____________

Receipts during Period




(B)

____________

Total Cash Available





(C) =A+B=
____________

Disbursements During Period




(D)

____________

Ending Cash Balance





(E) =C-D=
____________

Bank Statement Balance




(F)

____________

Checks Outstanding (List on Separate sheet of Paper)
(G)

____________

Reconciled Cash Balance




(H) =F-G=
____________

Checkbook Balance (As of _____________)


(I)

____________

Any Discrepancy?





(H) vs. (I)
____________

Reviewer Statement:  I have examined the books of the treasurer and have found that the Reconciled Cash Balance presented above is correct, and that all receipts and disbursements during the period were in accordance with this organization’s mission, to the best of my ability.

A separate report of exceptions noted during the review is attached.  Yes or No (circle one)

Signed:  ____________________________________________ Date:  ______________

Signed:  ____________________________________________ Date:  ______________

DURBIN ELEMENTARY PTO

FINANCIAL REVIEW REPORT

⁭
Compare all cash receipts and deposits to the bank statements.

⁭
Check addition and subtraction on all cash receipts and deposits.

⁭
Confirm that all disbursements have been properly approved.

⁭
Confirm that all disbursements have been properly documented with an invoice or 
receipt.

⁭
All checks were signed with two signatures.

⁭
All checks have been deposited or cashed by the payee indicated and that no 


Information on the face of the check has been altered.

⁭
If exceptions are noted during the audit (errors, irregularities), consult with the organization’s treasurer and president (if necessary) to resolve the exception.  The treasurer is responsible for making any corrections to the ledger or checkbook.

⁭
Review the treasurer’s monthly reports and check them for accuracy.  Review the beginning and ending balances on each report to verify that correct ending balances were carried forward as beginning balances on subsequent reports.  If exceptions are noted, prepare a separate Exception Report to submit with your Review Report.

The exception report should detail:
-
Exceptions Noted

-
Steps taken to remedy the exception.

-
Recommendations made to prevent further occurrence of exceptions noted.

-
The organization’s treasurer and president are responsible for acting upon the recommendations made by the Review Committee.

⁭
Make sure there are no missing checks

⁭
When audit is complete, draw a line after the checkbook entry.  Sign and date.

⁭
File a copy of the report with the President and Treasurer.

