PTO Treasurer Turn Over Checklist

Treasurer Turning Over Duties:______________________   Dates as Treasurer:______to_____

Turned Over To:______________________________  Date of Turnover:___________

Name of PTO:________________________________

1. List of Accounts 

_______

2. Copy of bylaws provided
_______

3. Copy of Articles of 

Incorporation

_______

4. Policies Review

_______

5. Check Book 


_______

6. Bank Account Number        _________________________

a. online banking 

Login____________________ Password______________

7. Bank Account Number        _________________________

a.  online banking

Login____________________ Password______________

8. Receipt Book


_______

9. Invoices(Unpaid)

_______

10. Bank Statements

_______
(Last 12 months paper)

11. Copy of Current Budget   
_______

12. Receipts for Purchases
_______

13. Accounting Software          
_______

a.  Name of Software                           __________________________________________

b.  Access


Login_____________________ Password_______________

c.  Demonstration                 _______

14. Review Unpaid Bills

_______

15. Bank Signatories

_______

a.  Three New Signatories

     _______________________________________







     _______________________________________

                                                                            _______________________________________

                                                                            Date new signatories filed with bank________

16. Turn over of procedures
_______

            manual

Other Items:

Ensure the new treasurer updates addresses for where all information should be mailed to

When was the last time an accountant reviewed your chart of accounts? (Can cost as little at $150 for someone to help your PTO be up to date with best practices for account names)

