INTERNAL AUDITOR

Megan Damron

47 Haynes Knob Rd.
Somerset, KY 42501

Work:
606-677-1222

Cell:
606-271-0619

Fax:
606-679-4537

Email:
mdamron@bbandt.com

The role of the auditor is very important.  She or he provides the independent check of the financial records of the local organization.  The services rendered are not the same as those required by generally accepting auditing standards and thus, you do not have to be a Certified Public Accountant to perform the audit.

Generally, the president appoints the auditor approximately two months before the change of officers.  The auditor works with the treasurer and Finance Chair to schedule the review of the financial records.

The internal auditor should review the financial monthly or quarterly. 

The review of the records takes place within two weeks after the treasurer finishes preparing the final financial statements at the end of the program year. The review of financial records should be completed prior to transferring the records to the new treasurer.

Suggested Procedures

1. Verify that all bank accounts have been properly reconciled.

2. Trace the ending bank balance to the ending bank reconciliation.

3. Trace the ending reconciled bank balance to the final balance sheet prepared by the treasurer.

4. Review the bank reconciliation for any unusual items, such as checks that have been outstanding for more than six months or deposits that have not cleared the bank within one month.

5. Inquire as to how often deposits are made.  A deposit should be made monthly at a minimum and shortly after the meeting.

6. Determine how many signatures are required on checks and the authorized signatories.  Review all checks for the past year to ensure that the authorized people and number of signatures have signed the checks.

7. Trace all checks to supporting invoices.

The following report should be provided only if there are no problems with the audit.

Date

To the members of _____________ Business and Professional Women:

I/We have performed the following procedures for the period of July 1, 20__ - June 30, 20__:

1. Verified that all bank accounts have been properly reconciled.

2. Traced the ending bank balance to the ending bank reconciliation.

3. Traced the ending reconciled bank balance at ___________ to the financial statements dated _____________.

4. Reviewed the last bank reconciliation for the month ending ________ for any unusual items, such as checks that have been outstanding for more than six months or deposits that have not cleared the bank within one month.

5. Reviewed all checks for the period from ________ to __________ to ensure that the authorized people and number of signatures have signed the checks.

6. Traced all checks written from July 1, 20__, to June 30, 20__, to supporting invoices.

Yours truly,

________________, Chair

Audit Committee

NOTE:  If there are discrepancies, add a paragraph to the report describing them.  Any suggestions should be relayed in a separate letter to the Board of Directors.  The audit report should be read or distributed at a general meeting with a copy filed in the minutes.
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