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Office of Career and Technical Education
Student Organization Financial Management Audit Tool
2015-2016


	School Name:
	Principal:
	Student Organization:

	Address:

	Student Organization Advisor(s):
	Telephone:
	Date of Financial Audit:

	KY Tech Branch Staff:


DIRECTIONS:  Prior to the on-site visit, review each item on the following pages to determine whether or not documentation exists to support it.

ATC personnel should be prepared to provide supporting documentation during the on-site visit.

	
	Area of Financial Management
	Supporting Documentation
	Status
	Comments

	

	I.
	Planned agenda for the upcoming year

	1.
	Agenda exists
	· Program of Work


	· Yes

· No
	

	II.
	An organized record keeping system shall be maintained and available for review and audit upon request

	1.
	Checkbook
	· Checkbook provided


	· Yes

· No
	

	2.
	Signature cards
	· Copies of signature cards on file at bank


	· Yes

· No
	

	3.
	Club minutes
	· Club minutes exist

	· Yes

· No
	

	4.
	Paid bills
	· Copies of paid bills
· Date paid

· Check number listed
	· Yes

· No
	

	5.
	Treasurer’s report
	· Monthly report

	· Yes

· No
	

	6.
	Bank statements
	· Monthly statements
· Monthly reconciled

	· Yes

· No
	

	7.
	List of club members/officers
	· Roster of members
· Officers identified

	· Yes

· No
	

	
	Area of Financial Management
	Supporting Documentation
	Status
	Comments

	8.
	Receipt book
	· Pre-numbered receipt book
· Receipt provided for cash, check, money order, etc
	· Yes

· No
	

	9.
	Year-end financial report
	· Year-end financial report provided

	· Yes

· No
	

	III.
	Club minutes

	1.
	 Club minutes exist
	· Minutes document votes were taken to pay expenses
	· Yes

· No
	

	IV.
	Bank  account

	1.
	 Bank account(s) exists
	· Separate account maintained in the name of specific organization
	· Yes

· No
	

	V.
	Two (2) signatures shall be required on each check

	1.
	 Signatures are on check
	· Student treasurer
· Club advisor


	· Yes

· No
	

	VI.
	Signatures on checks

	1.
	Signatures exist
	· Principal shall not sign
· School secretary shall not sign
	· Yes

· No
	

	
	Area of Financial Management
	Supporting Documentation
	Status
	Comments

	VII.
	Expenditures for the club

	1.
	 Expenditures shall
	· Be from club funds

· Be approved by club members and advisor
	· Yes

· No
	

	VIII.
	Initials on deposit ticket

	1.
	 Initials exist on each deposit ticket
	· At least two (2) initials shall be required

	· Yes

· No
	

	IX.
	Monthly treasurer’s report

	1.
	Treasurer’s monthly reports exist
	· Old Balance included
· Income included

· Expenses included

· New Balance included
	· Yes

· No
	

	X.
	Annual treasurer’s report

	1.
	Treasurer’s annual report exists
	· Old Balance included

· Income included

· Expenses included

· New Balance included
	· Yes

· No
	


Next Steps

	Recommendations:

	


	Date Sent to ATC/Regional Technical Consultant*:

	Correction Plan Due to KY Tech Administrative Branch**:


*Audit Report must be submitted to ATC/Regional Technical Consultant no later than two (2) weeks after date of Financial Audit
**ATC must submit a plan for corrections for next school year to KY Tech Administrative Branch no later than two (2) weeks after receipt of Audit Report


