
SCASFAA Audit Guide

(Assumes use of Microsoft Money)
Items Needed for Review or Audit

1. Prior Year Audit Letter

2. Prior Year Final Statement of Revenue and Expenditures

3. Prior Year IRS Form 990

4. Final Statement of Revenue and Expenditures

5. Final Statistics Report

6. Final Other Income Report

7. Final Vendor/Sponsor Revenue Report

8. Executive Board Minutes

9. Notes and Budget Construction Worksheet from Budget Committee meeting

10. Monthly Statements including Checking, Money Market, Certificates of Deposit and Credit Card(s)
11. Conference/Workshop Registration Information

12. Membership Applications
13. Membership Roster 
14. Backup for Income and Expenses

15. Expenditure Vouchers

16. Travel Expense Vouchers

17. Insurance and Fidelity Bond Policies

18. Printed copy of final bank reconciliation and/or proof of monthly reconciliation from “Money”

19. Policies & Procedures Manual, Guide to Financial Management and Guidelines & Procedures for the Office of Treasurer

Review Procedures
Executive Board Minutes

1.
The auditor will review all Executive Board minutes to ensure approval of the annual budget and any Board action(s) pertaining to the budget including approval of overages and adjustments.

Statement of Revenue and Expenditures Proof
1.
Total of all Assets from Prior Year Final Statement of Revenue and Expenditures


+ Income


- Expenses


= Total of all Assets from Final Statement of Revenue and Expenditures

Bank Statements (Checking and Money Market)
1.
Ending Balance of the June 30 Bank Statement


- Outstanding Checks


+ Outstanding Deposits


= Ending Balance on Statement of Revenue and Expenditures

2.     Verify that the first and last check numbers from the check book

 
agree with check register in “Money” and that all checks are accounted for.   
3.
All voided and spoiled checks should be clearly marked and kept with the check stubs. The check register should be reviewed in “Money” to confirm that the checks have been voided. (In “Money” the void will be reflected in the Balance column.)            

4.
The auditor will perform a random check to ensure that documentation from “Money” reflects that accounts were reconciled monthly.

Certificate of Deposit Statements

1.
The auditor will verify that the last statement for each CD matches the balance on the Statement of Revenue and Expenditures.
Expenditure Vouchers
1.
The auditor will review a random selection of expenditure vouchers to verify that all were paid timely, properly posted and included the appropriate approvals. Several “large” payments should be reviewed as well as several other random payments.
2.
The auditor will verify that checks written for $5,000 or more are approved by the President.
3.
The auditor will verify that any check written to the Treasurer is signed by the President.
Travel Expense

1.
The auditor will verify that travel expenses conform to Policies and Procedures 101.2, 102.1, and 107.6.
2.
The auditor will verify that expenses paid directly by SCASFAA are not paid a second time on a travel expense voucher or credit card statement.

Vendor/Sponsor Revenue
1.
The auditor will verify that the income accounts reflected on the Statement of Revenue and Expenditures match the Vendor/Sponsor Revenue report.

2.
The auditor will note any outstanding vendor/sponsor revenue.
Random Deposit Verification

1.
The auditor will perform a random check of deposits in “Money” and trace the deposit to the bank statement.  Several “large” deposits (including some conference registrations) should be reviewed as well as several other random deposits.

Membership Roster Verification

1.
The total number of paid members accounted for on the spreadsheet


x the amount of membership dues

= the amount of income in line item 020
2.
Verify a random sample of membership applications to the membership roster and a sample of those included on the roster back to the applications.
Signed IRS Form 990

1. The auditor will verify that the IRS Form 990 was filed timely with appropriate signatures.

2. Verify that the Total Revenue, Total Expenses and Net (Total) Assets on the 990 agree with the Statement of Revenue and Expenditures for the applicable fiscal year

Insurance Liability Policies

1.
The auditor will verify that the fidelity bond insurance is sufficient for the account balances.

2.
The auditor will review the coverage for the Commercial General Liability policy and the Directors and Officers Liability policy and make recommendations for any needed adjustments in coverage.

Policies & Procedures Manual, Guide to Financial Management and Guidelines & Procedures for the Office of Treasurer
1.
The auditor will verify that all applicable policies and procedures are being followed.

Recommendation from Treasurer, Former Treasurers, Auditor 


 Change to the P&P Manual Section 107.5 Fiscal Management


October 20, 2003
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