Internal Review

The purpose of this audit checklist is to provide a tool, or guideline, to conduct an inspection of the financial records and review financial management practices.
UNIT NAME_____________ UNIT #____ Unit Records are located/kept at __________________
Date of Review_________ for Fiscal Year (year ending date) __________
Was a budget prepared & voted on by Unit Board members Y or N

If No -Explain________________________________________________________
	1. Financial Reports
	Did Treasurer prepare year-end Financial Statement? Y or N

If No -Explain_________________________________________________________________________

Was the June 30 bank statement provided? Y or N

If No -Explain_________________________________________________________________________

Was Bank account reconciled monthly? Y or N

If No -Explain_________________________________________________________________________

Did checking account balance with Financial Statements.? Y or N

If No -Explain_________________________________________________________________________
Did Treasurer prepare Monthly Financial Stmts. to Board? Y or N

If No -Explain_________________________________________________________________________
Were the books and records available at every meeting? Y or N

If No -Explain_________________________________________________________________________

	Investments
	Did Financial Stmt. & Investment Stmts. balance? Y or N

If No -Explain_________________________________________________________________________

Was the Investment statement provided? Y or N

If No -Explain_________________________________________________________________________

	2. Liabilities
	Does the Financial stmt. balance with the amount owed? Y or N

If No -Explain_________________________________________________________________________

	Receivables
	Did deposits balance with cash recording report? Y or N

If No -Explain________________________________________________________________________
Were Funds promptly deposited in bank account? Y or N

If No -Explain________________________________________________________________________

Were the Funds allocated into proper categories. Y or N

If No -Explain________________________________________________________________________

Were Unit funds ever deposited into a personal account? Y or N

If Yes -Explain_______________________________________________________________________

Did the Membership dues meet or exceed budgeted levels & expectations? Y or N

If No -Explain________________________________________________________________________

Did deposit slips and entries in the income leger and financial reports agree? Y or N

If No -Explain________________________________________________________________________

	3. Payables
	Were expenses allocated into proper categories? Y or N

If No -Explain________________________________________________________________________

Were all checks accounted for? Y or N

If No -Explain________________________________________________________________________

Were all checks in sequential numbers? Y or N

If No -Explain________________________________________________________________________

Do the vouchers and the entries in the checkbook & bank statements agree? Y or N

If No -Explain________________________________________________________________________

Were any checks written for cash? Y or N

If Yes -Explain_______________________________________________________________________

Did expenses for projects/activities fall within budgeted levels & expectations? Y or N

If No -Explain________________________________________________________________________

Have all financial obligations of the Unit paid in full? Y or N

If No -Explain_________________________________________________________________________

Does the budget allocate money for Scholarships or Grants? Y or N

If budgeted were all Scholarships or grants awarded? Y or N

If No -Explain_________________________________________________________________________

	4. Net Income
	Was documentation provided 

If No -Explain_________________________________________________________________________

	5. Transfers
	Were there any transfers between checking and investments? Y or N

If yes was documentation provided? Y or N-Explain_____________________________________________________________________________

	6. Annual Taxes

IRS 990 annual tax form  

Secretary of State Annual Form

	TAX EXEMPT STATUS: Is your unit a 501 C3 C4 or C7?      Y or N 

our unit is a 501C_____ 

If No -Explain________________________________________________________________________
If your annual income is over $50,000 you are required to file the 990ez-
If your annual income is under $50,000 annual 990N e-post card is required.

Federal EIN# is ____________________ Most units are due around Nov 15th

Did you have to file the 990ez for annual income over $50.000? Y or N

If Yes -Explain_______________________________________________________________________

Was the form provided to the unit Board members? Y or N
Who files your 990N e-post card? (You or WSSRA State office)
(WSSRA files unit 990N E-post cards in August for most of the units with income under $50,000)

Explain_____________________________________________________________________________
Did you receive a copy from WSSRA that it was filed? Y or N

Was the form filed on time? Y or N
If No -Explain________________________________________________________________________
--------------------------------------------------------------------------------------------------------------------------------------------
The Treasurer files the annual Secretary of State. 

UBI# is __________________ the annual due date is? ________ A $20.00 filing fee required.
Was the report completed and filed on time? Y or N
If No -Explain_________________________________________________________________________


	
	Were the books maintained in ink or computer system? Y or N
Explain______________________________________________________________________________
Were Units’ accounting system sufficient to maintain accurate records of income and expenses? 
Explain______________________________________________________________________________

	Treasurer Review
	Was Treasurer cooperative during review? Y or N
If No -Explain_________________________________________________________________________

Were there questions that could not be answered? Y or N
If Yes-Explain_________________________________________________________________________


	   Recommendations and comments:

   Signatures:
   Internal Review Chair_______________________ UNIT PRESIDENT________________________________


