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Audit Policy Template

The affiliate may use this information as a guide in developing a policy applicable to the affiliate. It is recommended to define how often an audit will be conducted and whether an outside firm will be used to conduct an audit.

This policy ensures that the <affiliate’s> financials are reviewed, on an annual basis, by an internal committee.

Background:   Every two years the <affiliate’s> Audit Committee must perform an internal review of finance records. During this review, 10% of all transactions must be reviewed.  
 
Responsibility: Treasurer takes the lead in this procedure. The President will appoint up to four [4] Board of Directors (BOD) members to participate in the Audit Committee, which is charged with conducting the financial audit as outlined below. These members must not be involved in daily financial transactions of the affiliate.
 
Procedures:
1. Ongoing Financial oversight
a. The management of the financial review, as defined above, will be performed by the Treasurer.
b. The Executive Director (ED) will reconcile expenses and bank statement monthly (not less than quarterly) and forward results to Treasurer for review and use in Treasurer’s report for BOD Meetings.
c. The Treasurer and BOD designee(s) (if appointed) will review the documents together or independently.  The Treasurer will review findings at the BOD teleconference as part of the Treasurer’s report.
2. Financial Audit/review (every 2 years)
a. ED will provide electronic copies of each monthly bank statement for 2-year period of audit and annual summary showing all transactions. The treasurer will assign an equal amount of months for review to each person on the Audit Committee.  
b. The Audit Committee or appointed members, as a whole, will select 10% of the total number of transactions in their assigned months, and request source documents to support the expense for review. To do this, each person should select each 10th transaction, for each month they are assigned, starting with a random number between 1-10. Each selected transaction will be reviewed for the following:
i. Deposits: is there a source document to support the deposit (other than bank interest deposits).
ii. Checks: Review invoices, bills, signed contracts, etc.
iii. In addition, the Audit Committee should review the bank statements for their assigned months and identify if there is any other unusual transaction that they would like to see documentation for.
c. ED will provide any source documents requested by Audit Committee members to support each of the selected transactions and/or any other documentation requested.
d. After review, each member submits a summary of their review transactions including list of transactions reviewed and the reviewer’s status (accept, non-accept). This review will be compiled and reviewed by the Treasurer and be presented to the BOD.

