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	Discussion Section – The auditor completes this section after discussion with the Treasurer.

	True
	False
	N/A
	
	

	□
	□
	□
	1.
	The Financial Coordinator and Treasurer are keeping all financial records.

	□
	□
	□
	2.
	Any bank accounts have been authorized by vote of District 14.

	□
	□
	□
	3.
	District 14 receipts are received through an authorized person.



	□
	□
	□
	4.
	Receipts are deposited on a timely basis.

	□
	□
	□
	5.
	A Receipts Ledger is maintained detailing an explanation for each deposit.

	□
	□
	□
	6.
	Monthly reports are prepared and delivered to District 14 for all receipts and expenditures

	□
	□
	□
	7.
	Bank statements are balanced monthly and reconcile.

	□
	□
	□
	8.
	Checks are never signed when blank or incomplete.

	□
	□
	□
	9.
	The Schedule of Payments for individual Invoices that exceed $1000 are signed by two authorized persons.  

	□
	□
	□
	10.
	Before signing checks, the Authorized Signatory examines documentation for completeness.


	Testing Section – The auditor completes this section by testing samples of applicable documents.

	□
	□
	□
	11.
	For each monthly statement, the Receipts Ledger is consistent with the “Deposits” section of the monthly bank statement.

	□
	□
	□
	12.
	All expenditures are for purposes consistent with District 14 policies.

	□
	□
	□
	13.
	All expenditures are approved per District 14 guidelines.

· Two signatures are required on the Schedule of Payments for invoices over $1,000.
· Schedule of Payments Approval forms signed

	□
	□
	□
	14.
	Documentation is available and complete for all expenditures.

Each expenditure should have original receipts, invoices, or similar notices of amounts due or already paid.  If an original receipt or invoice is lost, substitute documentation should include a written explanation of the payment purpose, a statement or description of the goods or services acquired, the period the payment applies to, corroborating signatures, and so on.

	□
	□
	□
	15.
	Details of expenditures such as category code, payee, purpose, amount, and date shown on disbursement documents are correct and consistent with the information on related supporting documents.


	Testing Section (continued) – The auditor completes this section by testing samples of applicable documents.

	□
	□
	□
	16.
	There are no missing blank checks.

	□
	□
	□
	17.
	There are no old reconciling items on bank reconciliations.


Mark as “False” if there are any outstanding checks over 6 months old

	□
	□
	□
	18.
	Expenditures are categorized appropriately

	□
	□
	□
	19.
	Any deposit shortages have been resolved

	□
	□
	□
	20.
	Financial documents are kept locked up.

	□
	□
	□
	21.
	The Corrective Action Plans Work Sheet has been completed (if there are any audit exceptions).

	□
	□
	□
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	Corrective Action Plans Work Sheet

	
	Complete this work sheet for any audit exceptions (checklist items marked “False”).  The District 14 Chairman should review the action plans proposed and make assignments as necessary for completion within 30 days.


	Date
	

	
	
	
	

	Auditor
	Treasurer/Coordinator
	Chairman

	Checklist item marked “False”
	Place check mark below if checklist item is bolded
	Explanation of audit exception
	What will be done to correct the audit exception (corrective action plan)
	Who will do it
	When this action will be completed
	Name of person assigned by the Chairman to verify that the corrective action plan is completed
	When follow-up will be completed
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