Quilter's Unlimited

Guide

For

Auditor

The purpose of this notebook is to serve as a guide for the 

Auditor

Please read the guidelines thoroughly and make note of any outdated statements for future edits.

DO NOT misplace this notebook.

Add your name to the bottom of the list on the “Previous Officers” page.

Complete the end of year report page in October.

Turn this notebook in to the President no later than the October guild meeting.

Thank you for your participation in the guild!

Previous Auditors for Quilter's Unlimited

	2008-2009
	

Ella Hinson
	

	2009-2010
	Morrisce Dockett
	

	2010-2011
	Susan Mosier
	

	2011-2012
	Martha Mitchell
	

	2012-2013
	
	

	2013-2014
	Stephanie Guttman
	

	2015
	
	


Per the Quilter's Unlimited Bylaws: " The Audit Committee shall review the financial records of the guild for the last completed fiscal year after the close of the fiscal year and present a report to the Steering Committee."
Note that the Bylaws describe a "Committee". Please feel free to enlist other members with financial experience to assist you in the performance of your role.

The following are guidelines (only) for the "Review".  The Guild Audit is not intended to be an intense item-by-item examination, rather:
· a sampling of the checks, 

· a look at whether there are problems with procedures, not just by the Treasurer, but those submitting checks or requests for reimbursements to the Treasurer;
· a look at whether the Financial Statements are "materially" [pretty much-so, NOT precisely] correct.
Section I. Suggested Audit Procedures

1.
The Auditor shall, by June 30th after the close of the fiscal year, take approximately 15% of each type of record enumerated in the Policies and review them, make notes, and report findings to the officers. The Guild Treasurer will be directed to provide the fiscal records of the Guild to the Auditor by no later than January 31st after the close of the fiscal year. If the Treasurer is late in providing the records, the Auditor may request that the Guild President give the Auditor an extension of time in which to complete the Report. 

2.
The Auditor has full authority to request clarification or further information from the Treasurer for the Fiscal Year under review, but must bear in mind that the individual may no longer have copies of any materials, these having been given to the incoming Treasurer.

3.
The Auditor’s basis of review regarding whether the Guild remains on Budget shall be the Annual Budget approved by the Steering Committee for the fiscal year under review. The Auditor may request previous years’ Budget’s and end-of-year comparison if needed to provide additional guidance as to the Guild’s Budget guidance versus actual incomes and expenditures.

Section II.  Suggested Audit Policies

The Guild Auditor is to verify that, of the +/- 15% sampling pool:

1. Checks written were authorized:

a. Bank statements included checks with signatures and authorized signatures, 

b. Checks written were included in the General ledger, 

c. Checks had documentation such as reimbursement requests, and 

d. Check faces matched the general ledger.  
2. Deposits equaled intake:

a. Deposits were explained and had documentation,

b. deposit slips equaled bank statement deposits,

c. deposits were made in a timely fashion,

d. deposits in ledger equaled deposits into bank per bank statements.
3. Reconciliations were correct:

a. Beginning balances were equal to previous balances,

b. Uncleared checks were flagged and managed,

c. Cleared balances equaled bank statement balances.
4. Cash records were maintained clearly and understandably:

a. Cash receipt records are kept;

b. Cash receipts are reconciled to bank records;

c. New member records are clear and receipts from new members are obvious.
5. Record keeping is up-to-date and accurate.
6. Date of receipt of any checks by the Treasurer is noted, versus date on check, to highlight issues with transmittal of checks by Chairpersons or the mail-pickup/delivery process of the Guild.
Section III.  Supporting Information.

1.  
A copy of these Suggested Policies and Procedures will be given to the Treasurer in order to facilitate (a) a working relationship with the Treasurer and (b) the Treasurer’s understanding of what will be expected under the Audit.

2.
The Auditor will be provided with the names of individuals authorized to sign checks for the Guild.

3.
The Guild is now collecting dues and fees via Paypal, in addition to checks. The Paypal framework is set up through the www.quilttallahassee.com framework. The website is set up such that:


-  when Dues are paid, an e-mail notification is made to both the Treasurer and the Membership Vice-President;


- when Workshop Fees are paid, an e-mail notification is made to both the Treasurer and the Workshop Chairperson.
It is hoped that other fees (e.g., Travel) will be set up to be paid through the Website/Paypal mechanism. Similar to the above, when the fee is paid, an e-mail notification is made to both the Treasurer and the relevant Chairperson.

_______________________________

Guild Property:  

You will be provided with: 

The QU Auditor Guidelines notebook.
_____________________

End of Term Report




Office of Auditor

The information that you document will be helpful to future Auditor to know what has been done, what was successful, etc. It will also help with possible decisions about revising the role and budgetary adjustments. Use additional paper if needed. File this report on top of the previous year end report. 

Describe any unusual aspects of the year as it may have affected the performance of your role, and describe anything unique that you did in this role:

What was most difficult for you in this role? ________________________________​​​​​___

______________________________________________________________________

What was easiest for you in this role?________________________________________

______________________________________________________________________

What obstacles did you encounter?

Helpful Hints for future Auditors:

Recommendations for change:

Your name _____________________________        Date _______________________
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