SOCIETY OF WOMEN ENGINEERS

REGION H AUDIT COMMITTEE PROCEDURE

REGION B AUDIT COMMITTEE PROCEDURE
COMMITTEE PURPOSE

An audit is a detailed examination of the financial statements and the financial records of the region.  Audits determine if the accounting procedures used conform with the generally acceptable accounting principles (GAAP).  These principles insure that the accounting of the region is objective, fair, complete and accurate.  

SCOPE

The specific objectives of the audit will address one or more of the following general management objectives: 

1. Safeguard the assets of the organization. 

2. Ensure the accuracy, reliability, timeliness, and integrity of the accounting and operational data. 

3. Promote operational efficiency. 

4. Ensure compliance with managerial policies, laws, regulations, and sound business practices. 

During the course of the audit, conditions may arise which warrant revising the audit procedures, scope, or budgeted hours.  The audit committee chair (auditor) should evaluate the situation, make timely recommendations to the region governor, and obtain her approval before incorporating any changes. 
Part I – Region B Audit Committee Procedure

A. Structure of the Committee
1. Chair (must be a member of the Region Council), appointed by the region governor.
2. Two members, minimum, who are appointed by the chair of the audit committee with approval of the governor.

B. Region B Contact

The region governor will assign an officer contact for the Audit Committee at the beginning of each fiscal year.  The officer contact has the responsibility to inform the Audit Committee of activities and to provide requests for information in a timely manner.  The officer contact shall serve as an ex-officio, non-voting member of the committee.  The officer contact for the Audit Committee is typically the region governor.
C. Duties and Responsibilities of Chair

1. Work with committee members to develop and implement the audit of the region finances in support of the bylaws.

2. Coordinate with region treasurer the gathering of the documentation for the audit.

3. Coordinate activities and act as a resource for committee members.

4. Keep the officer contact informed of any problems or special circumstances encountered or anticipated with regard the audit.

5. Make recommendation to the Region B Council to accept the audit or other necessary action.

6. Conduct an annual review of the committee’s procedure with the committee members, and update it as required 
D. Duties and Responsibilities of Committee Members

1. Assist the Chair in reviewing financial documentation to conduct the audit.

2. Perform duties as assigned by the chair.

E. Files
1. Copies of the two most recently approved audits.  (The actual approved audit shall be kept in the region permanent file.)

F. Distribution of this Procedure

1.
Region Governor
2.
Region Treasurer
3.
Region B Audit Committee Chair
Part II – Region B Audit Committee Operating Procedures

The Region B Audit Committee will meet as needed to address matters on its agenda, but not less frequently than once a year. 
This procedure discusses many of the tasks performed by the Region B Audit Committee.  A calendar, which shows the timing of these tasks, is included at the end of the document.  Topics discussed are:

A. Complete the Region B Audit Form
1. Solicit the FYXX-1 year records from the region treasurer.
2. Review the recording of deposits
a. Trace deposits from the treasurer’s records. Compare these to the entries recording such deposits so they agree with the deposits recorded by the bank.

b. Check on the timeliness of the deposits.

3. Verify check accounting
a. Inspect the cash expenditures record in the cash disbursement journal which should show the date, check number, name of payee, amount of check for each check written.

b. Check mathematical accuracy of entries.

c. Examine the authority for writing a check such as approval on invoices; approved budget item, actions of council reported in minutes, and actual receipts for tangible goods.

d. Examine canceled checks/bank statement to verify that disbursements were actually paid to the proper parties.

e. Account for all checks, used and voided.

f. Prepare a statement of expenditures for comparison with the adopted budget for the year and analyze variances.
4. Review annual report
a. Compare the budget to date, cash disbursement journal to the annual report.

5. Sign audit form

a. Submit original to region secretary for inclusion in permanent file, submit copies to region governor and treasurer, keep copy in audit chair file

6. Prepare motion for region council to accept audit

a. Submit motion to region governor and secretary for the next meeting of the Region B Council regarding accepting audit or other necessary action.
b. Present motion to Region B Council.

c. Shred audit form from FYXX-3 years once audit is accepted by region council.

d. Send e-mail to region governor and treasurer reminding them to also confidentially dispose of their FYXX-3 years audit form.
B. Further Investigate Discrepancies, as necessary

1. Reconcile bank accounts
a. Inspect, on a sample basis, endorsements on the canceled checks.

b. Request banks, savings and loan associations, and other investment agents to confirm, in writing, the balances held in accounts.

c. Confirm authorized signatures for check writing with the financial institutions. Compare signatures on the card with those currently used on checks.

d. Prepare a statement of reconciliation between bank balances and balances shown on the books. The reconciliation should begin with the bank’s balance. Add to that figure deposits shown on the books but not yet credited on the bank statement. Subtract the outstanding checks (those which have not yet cleared the bank) to prove the balance shown on the books.

e. The statement of reconciliation should be performed by someone who does not process receipts or disbursements.

2. Make recommendations to improve accounting system.  Recommendations may include those listed below in addition to any other concern by the audit committee:
a. Poor Internal Controls

b. Weak Accounting Practices

c. Insufficient Safeguarding of Assets

C. Region B Audit Committee Annual Calendar

Our specific calendar of activities can be found in the most recent Region B Audit Committee Tactical Plan.  These activities must be performed each year.

Month

Region B Audit Committee Calendar
July
Recruit audit committee members.

Obtain approval of committee members from region governor.
August



September
Remind the region treasurer to bring financial documents to National Conference.
October 
Meet during the National Conference to review the FYXX-1 year financial report and supporting documents

If schedule of committee allows, the committee could conduct the audit prior to Region B meeting and then make recommendation to Region B Council to vote to approve SWE Region B audit report at National Conference.
November 

December 

January 
Make recommendation to Region B Council to vote to approve SWE Region B audit report at first Conference call or meeting after National Conference if not approved at Conference. 
February
Revise Procedures
March 



April


May



June 
Aid the region governor in recruiting the next year audit committee chair (must be eligible COR member for new fiscal year.)
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