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	Purpose:
	To outline procedures for preparing for an audit.

	Mandated by:
	Internal Controls

	Applies to:
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	· 
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	n/a


Text of Policy:

The following procedures are to be followed in order to prepare for audits:

Current calendar year – July:

· Finance Associate will review bank statements of the first two quarters (January through June), putting checks in numerical order, and ensuring that all checks have two signatures 
Three months prior to audit:

1.  Get boxes.

· Finance Associate will review all insurance policies to ensure that coverage is current, coverage is adequate in the event of a loss, and all documentation is present in the proper file: 
· K:\Insurance\SummaryOfInsurance
· K:\Insurance
Two months prior to audit:

Finance Associate will gather all pertinent financial files from the previous audit period and place in archive boxes in preparation for audit:

· All vendor files

· All individual contractor files

· All staff travel files

· All Board travel files

· All conference travel files

· All bank account files

· All Board meeting minutes files

· CFO will provide details of calculations of any year-end accruals (e.g., payroll, vacation pay, taxes, etc.)

· All staff timesheets and daily sign-in sheets

· All postage logs

· All photocopier logs

· Finance Associate will sort through all vendor files to ensure that all supporting documentation is attached to the check stub and/or present in the correct file

· Finance Associate will review, correct and finalize all Board meeting minutes

· Executive Committee will review and approve Employee Benefits and Policies

· Executive Committee will review and approve Financial Policies

· Finance Associate will review the (ORGINIZATIONS NAME) Equipment/Furniture inventory for completeness and accuracy (*All furniture/equipment purchases during the year over $1,000 should have supporting documentation readily available)

· CFO and Finance Associate will provide a trial balance for all funds as of December 31 (of the previous calendar year), along with a backup disk of QuickBooks data

Three weeks prior to audit:

· Finance Associate will review bank statements of the last two quarters (July through December), putting checks in numerical order, and ensuring that all checks have two signatures

· CFO will provide a detail listing of accounts as of December 31 (or the previous calendar year) to ensure that totals reconcile with general ledger

· Finance Associate will review all (ORGINIZATIONS NAME) staff travel reports for complete documentation

· Finance Associate will provide photocopies of all contracts and grants that were in effect during the current fiscal year

· Finance Associate will provide copies of all close-out/final reports for any grants ending or completed during the year

· Finance Associate will review Healthy Ventures files to ensure that files are in order and complete (in case additional documentation is needed by Auditor)

Two weeks prior to audit:

· Finance Associate will conduct a second review of all vendor files to ensure that all supporting documentation is attached to the check stub and/or present in the correct file

· Finance Associate, with the CFO, will conduct a “mock” audit to ensure that the actual audit process runs smoothly, and to catch any misplaced or missing financial documentation 

· Finance Associate will ensure quick access to monthly/periodic reports filed with grantor agencies

· CFO will provide copies of operating budgets for fiscal year ending December 31 (of the previous calendar year) and the upcoming year

· Finance Associate will compile signed photocopies of Form 941 (payroll tax reports) filed during the previous year

· Finance Associate will compile photocopies of any long-term (over one year term) agreements, such as leases

· Finance Associate will compile information concerning related party transactions (e.g., information concerning status of Healthy Ventures, Inc. and lease(s) with that entity)

· CFO will provide a schedule of all contributions over $5,000
One week prior to audit:

· Finance Associate, with the cooperation of the CFO, will provide a listing of Officers and Directors showing

· amount of time worked per week and compensation

· salaries, benefits, and allowances

· Finance Associate and CFO will provide a listing of employees and consultants who earned over $50,000 per year (with the same information as above for Officers and Directors)

· CFO will provide a schedule of fund raising events, showing gross collections, direct expenses, and indirect expenses, if any

· CFO will provide a schedule of functional expenses, or the method used to calculate the breakdown of expenses, showing expense by management and general, program and fund raising classifications

During audit:
· Finance Associate will cooperatively work with the CEO, CFO, and Auditor to provide all additional documents upon request. 
Following audit:
· CFO will prepare all responses required by Auditor including amended policies, practices or procedures. 
· Finance Associate will work cooperatively with the CEO, CFO, and Auditor to provide additional action plans or information as required. 
�Elaine is to check these steps and make sure they are what we want as the audit planning procedure.





