
Treasurers Meeting-Prep Checklist 
 

1. Confirm that MYPTEZ is updated with all transactions that have occurred in all bank accounts and all checks that have been 
written in the checkbooks 

a. Start with Paypal and TOTEM since these feed into the checking account.  Some months these are huge and other 
months they are nothing. 

i. Gross amounts received are recorded as “deposits” into the paypal/totem accounts.  
ii. These accounts incur fees which we record by making “adjustments” of “decreasing” the amount in the 

paypal/totem account. Categorize as bank charges. 
iii. TOTEM also has “adjustments” for the council dues disbursement, recorded by “decreasing” the TOTEM 

account by 5.50 per new membership. 
iv. These accounts will automatically direct deposit into the checking account.  Record these transactions as 

“adjustments” by “decreasing” the amount in the paypal/totem account 
b. Then do the Savings and Garden Account since these usually have very few transactions 

i. Record “savings interest” as a cash deposit 
c. Finally do the Checking Account.   The good news is you have already entered any direct deposits from paypal and 

totem. 
i. Be sure to login to the OCCU online statements and make sure you have entered any unexpected direct 

deposits from Amazon Smile or others and that you have all deposits entered. 
 
 

2. If you have time AND if all the Bank Statements for the month are available, this would be a great time to do the Monthly 
Reconciliation of all 5 accounts also.  This is a great double check that all transactions have been entered correctly.  
However proof of this does not need to be shown at the meeting, so you can delay it if needed and you are confident all 
transactions are entered and account balances match. 
 

3. Generate the Treasurer’s Report – include active accounts only.  Starting date should be the ending date of the last 
Treasurer’s report presented to the Association.  What matters most is that every transaction has been presented at an 
Association meeting for discussion and ratification.  

 
4. For Association Meetings, work with the President to compile the list of budget changes and items to be released. Review 

the Budget and reach out to people who might need changes/releases 
a. Ideally you want to create this list at the Board Meeting that is at least 2 weeks before the association meeting so it 

can be on the Agenda 10 days in advance of the meeting 
b. Look at each line item.   If you don’t know the status of program, reach out to the person or VP responsible for it 

and ask them if they are still planning to spend the money and to get back to you if the budget needs to be 
changed or any funds released. 

c. Last minute changes to existing budget line items can be added, however new programs should always be 
discussed at a board meeting first  

d. Prepare the version of the budget that you will share at the meeting 
 

5. Create your Meeting Script/talking points so you don’t forget to mention something you want to mention 
a. Present the Treasurers Report and ask if there are questions 
b. Motion to Ratify Checks written 
c. Present Budget and ask if there are questions 
d. Motion for Budget Changes 
e. Motion for Release Items 

 
 
 
 
 
 
 
 
 
 



 
 

Complete the Following Tasks Monthly 
 
 

6. Complete the Monthly Reconciliation (At least once per month after the Account Statements are posted online which is 
usually in the first few days of the month) 

a. Download the Bank Statement for each account (OCCU, Paypal, and TOTEM) 
b. Place a copy of Bank statement into the audit bundle 
c. Perform the Reconciliation for each account in MYPTEZ 
d. Download the Reconciliation report and place a copy in the audit bundle 
e. Forward both the Bank Statements and Reconciliation Reports to the person who has been assigned to review 

them monthly.  This person should also be receiving a copy of the bank statements NOT from the Treasurer. 
f. If a check has not been cleared, reach out to the person it was given to and ask them to deposit it or find out if they 

need a replacement. 
 

7. Write Checks (recommended every 2 weeks or whenever a check is needed urgently) 
a. Review your email for any Check requests received (invoices, reimbursements, etc) 
b. Check with the President and front office if any Check requests have been turned into the office 
c. If you don’t recognize an invoice or check request, contact the president or project chair and make sure you 

understand what it is related to and which budget line it is coming from. 
d. Confirm that the budget is large enough to cover the request and all other checks that have already been written 

for that budget (you can use MYPTEZ to generate a “Category Detail Report” to see the category running totals) 
e. Confirm that enough has been released from the budget to cover the request  (if not, find out how urgent the 

check is and if the person can wait for more to be released.  The board can vote via email to release up to 750 
during the calendar year if there is an urgent problem) 

f. Write the check, filling out both sides of the check ledger 
g. Have another check signer sign the check before distributing 
h. Enter the check into MYPTEZ with the date the check was written 
i. If the requester did not complete the check request form, you can fill one out so the audit bundle has the proper 

form for each check.   It’s recommended to write the check number at the top of the page also, so it’s easy to make 
sure you have them all in order and none are missing. 

 

8. Make Deposits (as soon as possible after checks or cash are received) 
a. Complete a cash verification form if one is not filled in (mark if it goes into multiple categories) 
b. Deposit the cash and checks at the bank and get a deposit slip/receipt 
c. Attach the deposit receipt to the cash verification form and put in the audit bundle 
d. Enter the deposit into myptez as a “deposit” and select the appropriate category 

 
 

9. Build the Audit bundle as you go so you have it ready at the end of the semester. 
a. Check request forms should exist for every check written with both president and secretaries signatures 
b. Cash verification forms should exist for every cash or check deposit made 
c. Print out monthly bank statements for each account 
d. Include the monthly reconciliation reports (which were hopefully signed by the person reviewing) 
e. Print out monthly minutes, treasurers report, other items on audit checklist 
f. At the end of the semester, generate the following reports to include in the bundle 

i. Ledger for each account (MYPTEZ transaction list for each account) 
ii. List of checks (this is a report generated inside myptez showing all checks written) 

iii. Treasurers report for the full semester (shows amount on hand on both start and end dates) 
g. Give the full bundle to the auditor as soon as possible after the semester ends. 

 
 
 
 


