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Education Cabinet

Office of Career and Technical Education

Student Organizations – Audit Checklist
	School:
	
	School Year Reviewed:  
	

	Organization: 
	


	Student Organization Audit Checklist

	
	July
	Aug
	Sept
	Oct
	Nov
	Dec
	Jan
	Feb
	March
	April
	May
	June

	Bank Records
	
	
	
	
	
	
	
	
	
	
	
	

	Bank Reconciliation
	
	
	
	
	
	
	
	
	
	
	
	

	Treasurer’s Report
	
	
	
	
	
	
	
	
	
	
	
	

	Minutes of  Meeting
	
	
	
	
	
	
	
	
	
	
	
	


Audit Areas:
· Two signatures on all checks

· Minutes reflect all expenditures

· Receipts for each deposit

· All cash transactions backed up by receipts

· Vending:  % of markup equal to difference – Total Sales minus Cost

· Two people initial deposit when handling cash from machines (i.e., 2 people present)

· Total receipts compared to last 2-3 years

Notes:

· All of these checked or answered yes would be perfect. 

· FBLA, as a rule would comply with all, but HOSA and Skills USA (VICA) are not as business-oriented.  Use common sense and give breaks if they are accomplishing the intent.
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