P&C Association Accountability and Reporting Package

for the

Audited Annual Financial Statements

Please read all information carefully and personalise forms before printing.

Financial Accountability

Parents and Citizens’ Association funds are vested in the Corporation of the Minister for Education and Training and in accordance with the Education (General Provisions) Act 2006 the P&C MUST provide a copy of their audited Annual Financial Statements to Education Queensland by 31 May. 
The Annual Financial Statements and the audit must be prepared in accordance with the Accounting for Parents and Citizens’ Associations which can be found at:  www.education.qld.gov.au/finance/procedure/pandc/


Six Action Steps Are Required of the Executive Committee
Step 1. 

Annual Financial Statements must include:

· Signed certificate of the President, Secretary and Treasurer - copy attached 

· Purpose and scope - copy attached 

· Statement of Accounting Principles - copy attached 
· Signed Auditor’s certification - copy attached 

· Statement of Receipts and Payments (annual) 

· Statement of Assets and Liabilities 
· Statement of Financial Performance (profit & loss) 


Step 2. 

Check the Auditor’s Report/Management Letter for any issues that need to be addressed. 


Step 3. 

Document the actions taken to address any issues raised by the auditor and attach it to the audited Annual Financial Statements. Also send a copy back to the auditor.


Step 4. 

Thoroughly complete the Transmission Report (copy attached) and have all parties sign as required, ensuring that all the required information is included with the audited Annual Financial Statements.

Step 5. 

Present the audited Annual Financial Statements, including the Auditor’s Report/Management Letter and your response to the Annual General Meeting of the P&C Association. (Remember, the AGM must be adjourned if the audited Annual Financial Statements are not available.)

Step 6. 

Ensure the following documents are sent to the relevant Regional Office of the Department of Education and Training.
· Transmission Report 

· Auditor’s Report/Management Letter and your response
· Annual Financial Statements as listed above

Audit Certificates


…………….. SCHOOL

(school name)
PARENTS AND CITIZENS’ ASSOCIATION
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Government




ANNUAL FINANCIAL STATEMENTS

For the year ending …..………………….

CERTIFICATE OF THE PRESIDENT, SECRETARY AND TREASURER
We have prepared the foregoing annual financial statements pursuant to the provisions of the Financial Accountability Act 2009, and the manual Accounting for Parents and Citizens’ Associations and certify that:

a) the financial statements and notes to and forming part of the accounts are in agreement with the accounts and records of the .................................School Parents and Citizens’ Association;

b) in our opinion:

(i)
the prescribed requirements in respect of the establishment and keeping of accounts have been complied with in all material respects;

(ii)
the statements have been drawn up so as to present a true and fair view, on a basis consistent with that applied in the financial year last preceding, of the transactions of the association for the financial year to which they relate and, where they show the financial position as at the close of that year, of that financial position.

................................

..................................

..............................
(signature)


(signature)


(signature)

President


Secretary


Treasurer
…….........................

..................................

...............................
(name)



(name)



(name)

   /     /



 /    /



 /    /

PURPOSE AND SCOPE OF FINANCIAL STATEMENTS

The Parents and Citizens’ Association was established pursuant to the Education (General Provisions) Act 1989. The Association’s function is to promote the interests of the State school and benefit all students at the school.

The financial statements have been prepared in accordance with the requirements prescribed by:

· the Education (General Provisions) Act 2006;

· Section 62 of the Financial Accountability Act 2009, with the exception that the statements are to be submitted to the appointed auditor; 

· the Accounting Manual for Parents and Citizens’ Associations.

The statements have been prepared so as to provide a full disclosure of the financial operations of all of the association’s activities during the financial year and the general state of affairs at the end of that year.

STATEMENT OF ACCOUNTING PRINCIPLES

Significant accounting principles applied to the annual financial statements:

(a)
basis of accounting:

The foregoing financial statements have been prepared on a cash accounting basis consistent with that which applied in the previous year.

(b)
stock on hand:


All stocks are valued at cost.

(c)
fixed assets:

Items of plant and equipment, amenities and facilities when purchased from P&C funds immediately become the property of the Corporation of the Minister for Education, and as such, are listed on the Department of Education Equipment Register.

(d)
contingent assets/liabilities:

There were no known contingent assets/liabilities of a significant nature at 
..........……………...

                    (end of year)
AUDITOR’S CERTIFICATION

for the financial year ended .................................

I have examined the accounts of the ....................................School Parents and Citizens’ Association and I certify that, in my opinion:

1. The attached financial statements of the Parents and Citizens’ Association Fund established under the Education (General Provisions) Act 2006 are in agreement with the accounts and are in the required form.

2. The prescribed requirements in respect of the keeping of accounts by the association have been complied with, in all material respects.

3. The statements have been drawn up so as to present a true and fair view, on a basis consistent with that applied in the preceding year of the transactions for the financial year and the financial position as at the close of the year.

...............................

Auditor ......./....../...... 

...........................

Qualifications)
Auditor’s disclaimer

XXXXXX State School Parents & Citizens Association

Annual Audited Financial Statements and Accountability Compliance
Transmission Report for XXXX (year)

	General Accountability
	Comments/ 

Yes/No

	1. External Auditor’s qualification complies with Regulations (ONE of the following qualifications required):
	

	a. Accountancy practice/Independent CPA/CA
	

	b. Public Servant [with necessary maturity & financial experience]
	

	c. Bank Officer or other competent person [with necessary maturity & financial experience]
	

	2. Sub committees are identified in financial statement
	

	
Name of each sub committee
	Bank account details for each sub committee
	

	
	
	

	Financial Statement – copy attached
	

	1. Annual Financial Statements (compiled by Treasurer) includes (where applicable)
	

	a. Certificate of President, Secretary & Treasurer 
	

	b. Purpose & Scope 
	

	c. Statement of Accounting Principles 
	

	d. Statements of Receipts and Payments for General Account and each sub committee 
	

	e. Consolidated Statement of Receipts and Payments 
	

	f. Statements of Assets & Liabilities – Balance Sheet
	

	g. Statement of Financial Performance - Profit and loss 
	

	h. Trading Statement/s (Trading sub committees – e.g. Tuckshops)
	

	i. External Auditor’s Certification (& qualifications) – as supplied by Auditor
	

	External Auditor’s Management Letter
	Comments/ Yes/No

	Did Auditor prepare a Management Letter or disclaimer? – if yes, proceed through questions 1-3 (attach a copy of the letter)
	

	1. External Auditor’s Management Letter has identified accountability issues
	

	2. Issues raised in the external Auditor’s Management Letter have been addressed
	

	3. Description of action taken to address issues
	Attach a separate report

	Review Statements of Operating Results (Tuckshop, Uniform Shop, etc.)
	

	1. Going concern/profitability
	

	2. Comparison with prior year performance (increase/decrease in profit)
	

	Other Requirements – Does the  Association comply with legislation covering:
	

	1. GST
	

	2. PAYG
	

	3. Insurance
	

	4. Superannuation
	

	5. WorkCover
	

	Review Assets & Liabilities:
	

	1. Loans are approved
	

	2. Accounts are with approved institutions
	


Executive Certifications/Actions
We acknowledge the responses recorded in this Transmission Report are factual and it has been completed without alteration

President


​​​_____​​_________   ___/___/___
Secretary 
________
__​​_________   ___/___/___
Treasurer


 ______________   ___/___/___
Principal 


____________   ​​​___/___/____

	REGIONAL  OFFICE USE ONLY 
	Signed
	
	Date 
/
/      


XXXXXX State School Parents & Citizens Association

Annual Audited Financial Statements and Accountability Compliance
Transmission Report for XXXX (year)
COMPLETION NOTES
General Accountability

1. External Auditor’s Qualification
the external auditor must be either an accountancy practice OR a member of CPA Australia OR a member of the Institute of Chartered Accountants Australia OR a state or federal public service OR a bank officer OR other competent person.  If the auditor is a public servant, bank officer or other competent person, they must be have the necessary maturity and financial experience to complete the audit to a satisfactory standard.

2. Sub-Committees
All sub-committees must be listed in this document and any bank accounts they hold must be detailed by bank and account number.

Financial Statement

1.
A copy of all of the financial statements must be attached.  Proformas for the statements are provided in the P&C Accounting Manual, available on the Education website.
The statements are usually completed by the Treasurer and certified by the President and the Treasurer.
Your auditor will supply the External Auditor’s Certification and a copy must be attached to this document.


External Auditor’s Management Letter

1. The auditor may supply a letter to management, documenting any issues identified by the auditor.

2. Document on this form the issues the P&C Executive have addressed.  Use a separate page if necessary.

3. Describe on this form the steps taken by the P&C Executive to address the issues raised by the auditor.

Review Statements of Operating Results (Tuckshop, Uniform Shop, etc.)

1. Going concern/profitability – activities such as the tuckshop and the uniform shop must at least pay for themselves.  The P&C Executive should analyse the income and expenditure of such activities to ensure that costs are covered, and, ideally, a small profit made.

2. Compare this year’s performance with last year’s performance and ensure you can explain any significant differences, e.g., decrease in enrolment may reduce income and associated expenditure.

Other Requirements – compliance with other legislation

1. GST – ensure all transactions are GST compliant

2. PAYG – ensure all employees PAYG withholding has been calculated correctly and remitted to the Australian Taxation Office

3. Superannuation – ensure all employees have had the appropriate superannuation contributions remitted to the appropriate fund

4. Insurance – check that the P&C has made their public liability and other insurance payments for the year

5. WorkCover – ensure that the WorkCover premium has been paid for the year

Review Assets & Liabilities 

1. Check that all loans held by the P&C have been approved by Treasury

2. Check that all bank accounts are held with approved institutions, as listing of approved institutions may be found on the Australian Prudential Regulation Authority website.  These include Australian banks, credit unions and building societies.

Certifications


The form must be certified by the P&C Executive (President, Secretary and Treasurer) and by the school Principal.  The form is then to be forwarded, with all attachments, to the relevant Regional Office of Education Queensland.

For use by





Principals


P&C Executive Officers


Accountants/Auditors





(Name) State School Parents’ and Citizens’ Association


CERTIFICATION TO ACCOUNTS


FOR THE FINANCIAL YEAR ENDED 31 DECEMBER 20XX


 


I have examined the accounts of the (Name) State School Parents’ and Citizens’ Association and I certify that, in my opinion, because there is evidence of significant control breakdowns in cash receipting and custody during the period I have been unable to satisfactorily discharge my duty by the use of alternative procedures. Therefore:





I have not obtained all the information and explanations I have required; and





Proper accounting records have not been kept in accordance with the provisions of the P&C Accounting Manual.








	


Auditor:    /    /    





	











