INTERNAL AUDIT REVIEW CHECKLIST

Date Audit Completed: 



Approved/Not Approved:


Name of Person Issuing Audit:


Signature:




	Procedure #
	Action Audited
	Yes
	No
	Comments

	     1
	Invoices reviewed by check signatories when check signed
	
	
	

	     2
	Invoice is properly approved by appropriate staff
	
	
	

	     3
	Invoices are correctly coded by agency division
	
	
	

	     4
	Invoices are filed and easily retrieved for verification
	
	
	

	     5
	Accounts Receivables coded to proper account
	
	
	

	     6
	Billings prepared and mailed at least quarterly
	
	
	

	     7
	Billing payments verified at least quarterly 
	
	
	

	     8
	Bank accounts reconciled monthly
	
	
	

	     9
	Bank reconciliation's reviewed and approved by ED
	
	
	

	     10
	Electronic transfers verified and coded correctly
	
	
	

	     11
	Interest income coded correctly
	
	
	

	     12
	Bank statements filed and easily retrievable
	
	
	

	     13
	Month-end budget reports run by the 15th of following month
	
	
	

	     14
	Payroll tax deposits made each payday
	
	
	

	     15
	Copier & postage use recorded and billed properly
	
	
	

	     16
	Equipment invoices copied and filed in equipment folder
	
	
	

	     17
	W-4’s and I-9’s completed and filed for all new      employees
	
	
	

	     18
	Financial reports reviewed by ED before presentation to  volunteer treasurer and board of directors 
	
	
	

	     19
	Random petty cash audits documented
	
	
	

	     20 
	Special events cash collected & deposited audits documented
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