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Union Middle School Home and School Club

Position or Committee Name: Auditor
Chairs:

School Year:

2014-2015
Background/General Information:

Please provide a description of this committee.

	Refer to bylaws. Auditor is to bi-annually review the books, records and reports (QB reconciliation) in August before the first H&SC meeting; and again in January prior to the February H&SC meeting.  Review reports for accuracy and compliance with the by-laws in terms of required signatures, receipts, proper approvals, etc. Auditor should be familiar with the treasurer roles also, as outlined in the bylaws to ensure that compliance has been met. 
The auditor will randomly select TWO MONTHS for each audit period to be reviewed and audited. The first audit period is January through July 31st, and the second audit period is August 1 through December 31st. 

The auditor should be provided with limited “read only” access to the UMS on-line QuickBooks account to review first hand the check register and any reconciliation reports for the selected months of audit. 

The auditor prepares a report to be presented to the board and notes any discrepancies. There was no prior guidance as to whether discrepancies need to be fixed, however this has now been determined to be where the discrepancies can be fixed, they should be, prior to the next board meeting.  Any discrepancies are to be remedied, if possible, buy the treasurer and assistant treasurer. 
See prior audit reports as a reference. 
In addition, the auditor is to receive the bank statements (currently provided on-line only via email) in order to review them and initial them and then print out for the treasurer binders. 



	N/A



	None.



Budget/Financial Information: 

(Please be sure to detail any and all costs for this committee including anything donated or not submitted for reimbursement. i.e. snacks, copying, decorations, etc.)

	Total Budget Allocated:
	

	Total Committee Expenses: (snacks, etc.)
	

	Total Business Expenses: 
	

	Was your budget adequate?
	


	Item
	Budget
	Actual Expense

	i.e. paper
	$0
	$75

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please detail the number of hours you and your committee members spent working on this committee:

	Activities
	Chair/Co-Chair Hours
	Committee Volunteer Hours

	Meetings
	
	

	Materials
	
	

	Driving
	
	

	Planning & Development
	
	

	Set-Up
	
	

	Clean-Up
	
	

	Other:
	
	

	TOTAL
	
	


TIMELINE/ACTIVITIES:

Did the timeline and deadlines for your committee allow you to achieve the expected goal?  (If no, please share our views.)


Yes.
	


Please attach a brief report (that follows a timeline) on the activities necessary to successfully run your committee.

SEE BELOW

August: Receive and initial bank statement. AUDITOR TO REVIEW JAN-JULY 31 BOOKS AND RECORDS PER BYLAWS AND AUDIT. PREPARE REPORT PRIOR TO FIRST HSC MEETING AND PREPARE TO DISCUSS.
September: Receive and initial bank statement.
October: Receive and initial bank statement.

November: Receive and initial bank statement.

December: Receive and initial bank statement.

January: Receive and initial bank statement. AUDITOR TO REVIEW JAN-JULY 31 BOOKS AND RECORDS PER BYLAWS AND AUDIT. PREPARE REPORT PRIOR TO FIRST HSC MEETING AND PREPARE TO DISCUSS.

February: Receive and initial bank statement.
March: Receive and initial bank statement.

April: Receive and initial bank statement.
May: Receive and initial bank statement.

June: Receive and initial bank statement.

July: Receive and initial bank statement.

