
























Financial Records Retention 

• Permanent

o Annual Financial Statements

o Audit Reports

o General ledger (monthly receipts and

disbursements)

o Treasurer's Annual Report

o Federal and State Tax Returns

o Charitable Trust Registrations

o Raffle Reports

o IRS Rulings

o Cancelled checks (special, such as loan

repayment)

• 7 Years

o Accounts payable (payment authorizations

and receipts/invoices)

o Accounts receivable (cash verification

forms and deposit receipts)

o Bank statements, reconciliations, deposit

slips

o Cancelled checks (routine)

o Employee, Business Expense Reports,

Documents (workers' comp, 1099)

o Interim financial statements

o Credit card receipts

Records Retention and Destruction Policy 
for all PTA records can be found on the CAPTA website at 

toolkit.capta.org/finance/policies-and-procedures/records-retention-schedule-and-destruction-policy/ 

Financial Turn-In Dates - Reports, Documents, Payments 
Turn in reports and documents to: tcptadocs@gmail.com 

• Monthly

o Executive board treasurer reports

o Membership dues - $6 per member

• September

o Treasurer reports for previous year

• October

o Audit for January 1 - June 30

o Budget approved by association

o Treasurer's Annual Report (for previous

fiscal year)

o Raffle registration/report

o Association treasurer report (Sept meeting)

• November/December

o Federal and state tax returns (all pages)

o Charitable trust registration form (RRF-1)

o Insurance payment - currently $258

• November/December (continued)

o Donations for council & district (scholarship,

Project BOSS & HOPE, health, Founders Day)

• December/January

o Workers' Comp Annual Payroll Report

o Association treasurer report (Nov/Dec

meeting)

• March/April

o Audit for July 1 - December 31

o Revised budgets approved by association

o Association treasurer report (Feb/March

meeting)

• As needed

o Payments for meetings, luncheons, etc.

o Statement of Information (for incorporated

units), Fiduciary Agreements



https://forms.gle/f54xjAziGy9Mn7gM6


