A. Complete the Region/Section Assessment Form

1. Solicit the FYXX-1 records from the treasurer. This could include bank statements for all accounts, cancelled checks, journal and/or ledger (how you track your financial expenditures), finance report, IRS 990, approved budget, minutes documenting budget/finance decisions, other.
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. (within 30 days)
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.

4. Prepare a statement of expenditures for comparison with the adopted budget for the year and analyze variances.  
5. Review annual report
a. Compare the budget to date, cash disbursement journal to the annual report.  This could include review of the SWE Financial Report and IRS 990 (if applicable) for accuracy.
6. Sign audit form

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

7. Prepare motion for executive council or region council to accept audit

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.

f. Make recommendations to improve accounting system.  
