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	PMI Madison/S. Central Wisconsin 
Policy #3.1 Audit Committee Guidelines





PURPOSE OF THIS POLICY:

To provide an understanding of the objectives, make-up and duties of the Audit Committee.

EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
VP Governance and Policy
THIS POLICY APPLIES TO:

Audit Committee Members.
POLICY WORDING:
Objectives

· Review financial records and make sure that they are in accordance with generally accepted accounting principles.
· Make sure audit committee meetings notes are recorded and published. This person can be one of audit committee members.

· Ensure that the financial records are being kept up-to-date on a timely basis.

· Look for opportunities to improve internal financial controls.

Make-up

The Audit Committee should be made up of 5 Board of Directors:

1. 2 Board of Directors - any position, who does not have signing authority.

2. President-Elect
3. Finance Director
4. Every effort should be made to ensure that there is one returning member on the committee. If that is not possible then ensure that appropriate knowledge transfer takes place.
a. President-Elect shall appoint new Committee members for open positions since they are familiar with the Committee purpose.

5. Team should be familiar with how organizational activities are reflected in the financial statements.
a. Refer this doc [training agenda / transition document is required].
6. Team should have some understanding of the auditing process.

7. Team should be willing to match documents, such as expense vouchers to check numbers and donations to bank deposits. 

8. However,make sure the candidates being considered are not those engaged in the actual transactions being audited.

Duties

1. Meet quarterly to review the financial books:

2. Review the deposit book entries and bank statement(s) to make sure they match.
3. Review check stubs and ensure that there is a corresponding expense statement. Note: Some reimbursements might not be through checks, i.e. Membership meeting reimbursements.
4. Review a representative sample of the expense statements to ensure they follow our accounting principles.
5. Ensure monthly bank reconciliation have been completed.
6. Review investment account and check withdrawals and deposits.

7. Ensure transfers are in accordance with Table 1 set by the Board.

8. Review existing financial processes looking for improvements and review the audit committee roles and responsibilities.
9. President Elect to provide a backup of PMI’s financial records to  the members of the Strategic Board on a monthly basis.

10. Review year end financial statement.

11. Meet with the external auditor to review the year end statements and discuss any financial process improvements recommended.

12. Report findings to the Strategic Board and Operations Board on a quarterly basis.
13. If accounts are manitanined online like QuickBooks (QB) for financial tracking and reporting then we need to have a backup in a secondary storage.

14. To avoid risks money needs to be in different accounts:

15. Need to have money available in different accounts like savings, Checking, and PayPal. We already have guidelines to only keep $500 in PayPal and $20k in Checking. The rest should go to Savings.

16. We should have [12 months] of chapter expenses as reserves. As a non-profit organization we should provide value back to membership and not give so much priority on savings and earnings.  Investments/ savings should be made as a reserve/ budget for future programs that chapter intends to take up and spend in near future.
Appendix:
Tabe 1

	The following are items that will most likely be requested for auditing:

	Cash (Checking & Savings Accounts)

· Copies of bank reconciliations as of the fiscal year end
· Bank statements for the month of and month after the fiscal year end
· Cancelled checks, check register, deposits

	Electronic and Online Records 

· More and more, things like receipts and statements are electronic in nature. 
· Credit card statements are acceptable forms of proof, but they must show the name, date, amount and address of the payee and are often limited because they don't detail the business nature of the transaction. 

	Calendars, Diaries, Appointment Books and Logs

· Entry in one of these can help substantiate an expense if it seems reasonable. 


	Travel Records

· Detailed logs on travel expenses.
· Written documentation regarding the specific business purpose for the travel expense along with receipts. 


	Accounts Receivable

· Detailed list of money owed to PMI Madison chapter such as contributions reconciled to general ledger. 

	Prepaid Expenses

· List of prepaid items reconciled to general ledger
· Copies of lease agreements and insurance policies

	Fixed Assets (Property & Equipment)

· List of assets.
· Detailed list of all repairs and maintenance expenses for the fiscal year

	Accounts Payable

· Detailed list of vendors PMI Madison chapter owe money to as of the fiscal year end reconciled to the general ledger
· Access to all invoices not paid as of the fiscal year end

	Accrued Expenses

· List of accrued expenses as of the fiscal year end reconciled to the general ledger

	Deferred Revenue

· List of deferred contributions as of the fiscal year end reconciled to the general ledger

	Debt

· Amortization list which shows principal and interest

	Revenue

· Details of contributions received
· List of revenue and expenses for special events

	Expenses

· List of legal expense and copies of related invoices
· List of functional expenses


	This policy was approved by majority Board vote on 03/09/2015.


Revision History:
	Date
	Modifications

	06/20/2016
	1) EXECUTIVE BOARD MEMBER RESPONSIBLE FOR THIS POLICY:
President Elect

2) This Policy Applies to

Audit Committee Members

3) Objectives

Used ‘records’ instead of ‘books’.

Make-Up:

Audit Committee should be made up of 5 members

2.President Elect

Added position Audit Committee Chapter Liaison.
4. President Elect shall appoint open position.

5. A training / transition doc is required.
2)Duties:

7. Added reference to Table 1.

9. update Strategic Board.

12. Update whole Board.
13Need to have back up data in seconday storage.
15.Added this line item for savings vs investment approach.
3)Numbered the bullet points.
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