



Cabarrus Quilters Guild – Job Description Audit Committee & Chair
Term:  One Year
Purpose:  Monitor accounts every month. Audit the Treasurer’s accounts quarterly (every 3 months) reviewing all transactions for appropriate expenditures and report findings at the January Business meeting.  
The chair shall receive monthly statements from the bank and monitor for unusual expenditures or deposits. Questions shall be directed to the treasurers. Concerns shall be directed to the President or Vice President for investigation.
The quarterly review of accounts shall follow the following guidelines.
· Receive a copy of the following from the treasurer
· Guild checkbook
· Copies of all monthly bank statements and reconciliations
· Copies of all receipts (these are digitally stored on Google Drive – which you will have access to)
· Access Quicken Reports on a computer
· Itemized Category Report from Quicken
· Missing Checks Report from Quicken
· Budget to Actual Report
· Review the reconciliation reports 
· Compare Previous Balance amount to the bank statement beginning balance (1)
· Compare the Ending Balance of Bank Statement on reconciliation report to the bank statement (2)
· Page 1 of the Reconciliation Summary is just that a summary of what has happened in the account for the previous month.  Page 2, 3, and 4 are broken down and show the details of summary
· The reconciliation report shows the beginning bank balance, ending statement balance and ending register balance.  The ending statement balance and ending register balance can be different if checks and deposits have been entered in Quicken after the ending statement balance date (3)
· Cleared Transactions at top of summary is detailed on Page 2 
· Cleared Transaction Detail lists the check number, payee, memo and category along with the amount of the transaction
· Deposits are listed on this page with detailed information
· Discern the appropriateness of each transaction
· Uncleared Transactions  at the bottom on the summary is detailed on Page 3 
· Uncleared Transaction Detail lists outstanding checks and deposits that have not cleared the bank as of the date of the reconciliation (which is the ending statement date)
· These items were written (dated) before the end of the reconciliation period
· These items will appear on a future reconciliation statements until they become Cleared Transactions 
· Uncleared Transactions detail on Page 4
· These items were written (dated) after the end of the reconciliation period 
· You do not need to review these items as they will appear in the cleared summary section once cleared
· Verify all checks have receipts
· Copies of receipts are stored on Google Drive
· Copies are stored in this file format:  
· ck #### name category (ck 1862 A Weaver Raffle quilt 2022)
· Review the missing checks listing report to assure all checks are accounted for
· Review the Itemized Category (in Quicken budget line items are called Categories) report
· Checks and Deposits should be coded to the correct category
· Compare the Itemized Category Report to the Budget to Actual Report
· The Category Report has a subtotal for each category
· The subtotal for each category is transferred to the Budget to Actual Report
· The Budget to Actual Report was approved by the Membership at the January business meeting.
· Prepare a memo to the file with findings
· Memo is stored on the Google Drive
· Memo shall be shared with the Guild Board. Memo shall be shared with members via the newsletter.
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