
Mini Training Session
Treasurer Reports
Hillsborough County Council PTA/PTSA



Mini Training Goals

• Describe why treasurer reports are needed and what is on them 
and how often do I have to give them

• Suggest ways PTA/PTSA Treasurers can prepare a treasurer report 

• How do I give my treasurer report

• What do you do with the report after the meetings



What exactly is a Treasurer’s Report 
and what is included

• It is a  report of the activities of your PTA/PTSA 

– One covers the periods from General Meeting to General Meeting and the 
other (monthly) covers from executive board meeting to executive board 
meeting

• What are musts have to be included?

– Balances at the beginning and end of the period covered

– All receipts received for the time period (since the last meeting to the next)

– All disbursements made for the time period covered

– This includes all checks to include checks that were voided 

– List all checks that have not cleared (check # and amount)

– Any important information you want to relay to the group



What does a 
Treasurer’s Report
 look like?

• Beginning Balance

• Income

• Expenses

• Outstanding checks

• Balance

• Comments
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How do you give the report at a 
meeting?

• A financial report is not optional and must be presented at every 
meeting. 

• There is a standard script to follow when giving treasurer reports such as

• PRESIDENT: “_____________________, treasurer, will now present the 
financial report.” 

• TREASURER: “The beginning balance as of ____(date)_____ is $__________, 
total income is $____________, total expenses are $___________, with an 
ending balance of $____________, as of ____(date)_____.” 

• PRESIDENT: “Thank you, are there any question? Hearing none, the 
financial report will be filed for financial reconciliation.”



Meeting is over…now what do I do 
with these reports

• The report should not be adopted, but filed in the treasurer’s file.

• These reports should be given to the auditing committee during 
the auditing process. 

– Usually, an audit occurs annually at the end of the fiscal year and before 
a new treasurer takes office.

• These reports are to be maintained for 10 years 



In this presentation we…

• Described why treasurer reports are needed, what should be 
included on them and how often you are required to give them

• Showed 2 examples PTA/PTSA Treasurers can prepare a treasurer 
report 

• Explained how we give the report

• Explained what you need to do with the report after the 
meetings



Thank you
treasurer@hccptaptsa.org

www.hccptaptsa.org
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