Generic Financial Review Procedures

[bookmark: _GoBack]Prior to the financial review the committee should obtain: 

· Preceding year's treasurer's records 
· Cash receipts and cash disbursements 
· Supporting documents for receipts and disbursements 
· Bank statements, checkbook, savings and loan statements, certificates of deposits, etc. 
· Minutes of meetings for the period of the financial review plus any previous minutes which may have a bearing on any cash disbursement authorizations 
· Copy of budget for the year under financial review 
· Organization Policies and/or Standard Operation Procedures 
· Any and all of the above as they may pertain to separate funds 
· When conducting the financial review, note any approval authorization given by the board, compliance with budget and a statement of policy which may be applicable to the treasurer's function. 

Suggested financial review procedure: 

 Obtain following records for the prior year: 
· Budget 
· Monthly financial reports to the Board 
· Journals of Cash Receipts and Disbursements 
· Bank statements 
· Bank reconciliations 
· Checkbook/check stubs 
· Vouchers and supporting documents for receipts and disbursements 

 Assure that there were monthly reports to the Board that show month, year-to-date and budget totals for each applicable financial account plus beginning and ending bank balances. 

 Assure that monthly bank reconciliations are documented. 

 Review cash receipts and disbursements journals to assure proper recording procedures including account distribution plus check and cash receipt numbers where applicable. 

 Review any adjusting journal entries. 

 Review check stubs to assure that voided or missing checks are accounted for. 

 Assure that cash receipts and disbursements vouchers are properly supported by documents and filed sequentially. 

 Review Secretary’s minutes to assure that Board financial directives are properly carried out. 

 Assure that budget preparation procedures were followed. 

 Assure retention of annual financial reports with those of prior years. 

 Assure that financial records are retained in accordance with IRS requirements. 

 Assure all tax reporting has been completed. 

When completed, provide a written report to the Board:
The financial review committee prepares a financial review report.  The committee should note in the report any transfer of funds which may occur during the year due to a change in organization’s treasurer. Also, the report may include comments such as recognition of good work, constructive suggestions, etc. The organization does not need an independent auditor to do this report.
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