SUGGESTED GUIDELINES FOR THE AUDITING COMMITTEE

Items to be checked by the Auditing Committee:

1.
Total amount of dues received by the Secretary 



_________________


(See Secretary's Cash Book)

2.
Total amount of dues recorded on Dues Receipt Stubs


_________________


(See Secretary's record)

3.
Does #1 and #2 agree?


YES?



_________________


If "yes" this is a sufficient check

NO?



_________________


If "no", check Secretary's Membership Dues Record

4.
If "yes" in #3 above, spot check the Membership



_________________ 


Record to see if dues are properly recorded.

5.
Were the names of those in arrears two years or



_________________


more, starting with the amount of indebtedness, 


read in open Chapter at a regular meeting and is 


this recorded in the Minutes?

6.
Do the Receipts in the Secretary's Cash Book agree


_________________


with the Treasurer's Cash Book?

7.
Do the Disbursements in the Secretary's Cash



_________________


Book agree with the Treasurer's Cash Book?

8.
Are all Receipts properly recorded and itemized




at each regular meeting



in the Secretary's Cash Book?




_________________



in the Treasurer's Cash Book?




_________________

9.
Are all Disbursements properly recorded and 


itemized at each regular meeting



in the Secretary's Cash Book?




_________________



in the Treasurer's Cash Book?




_________________

10.
Does the checkbook balance agree with the 



_________________


Secretary's and Treasurer's records


(Outstanding checks should be accounted for


in making the final determination)

11.
Does the Secretary's record of the cash balance 



_________________


agree with the Treasurer's record of cash balance?

12.
Are all orders properly signed by the Worthy Matron 


_________________


and the Secretary?

13.
Has the Treasurer reconciled the Bank Account(s)



_________________


each month and taken into account the outstanding


checks and deposits in transit?

14.
The Auditing Committee's report should be in writing so that it can be 


entered into the Minutes.  This report should be in substantially the 


following format:


Cash Balance - Beginning of Year



$ ________________


Savings Account(s) - list




$ ________________


Certificates of Deposit




$ ________________


Other







$ ________________


Total Cash and Investments - Beginning of Year

$ ________________




Add:  Total Receipts (include interest on savings



accounts, CD's, etc.)




$ ________________


Total Receipts plus Cash and Investments


$ ________________


Less:
Total Disbursements (include Bank Charges)
$ ________________


Total Cash and Investments - End of Year


$ ________________


Cash Balance - End of Year




$ ________________


Savings Account(s) - list




$ ________________


Certificates of Deposit




$ ________________


Other







$ ________________


Total Cash and Investments - End of Year


$ ________________


This balance of these accounts should be in accord 


with the above balance.

The Auditing Committee must be certain that all figures are entered in the closing analysis of the Secretary and Treasurer. Also that this same analysis is entered in the Minutes of the Annual Meeting and the Minute Book is signed by the Auditing Committee.

The Secretary and Treasurer's books may be recorded on the computer.  However, if they are handwritten, the  books must be kept in ink with no white-outs.  If an error is made, it should be crossed out and re-entered correctly.

