A motion by the Ruritan National Board of directors in August of 2013 now requires your district to have a financial audit every year and to provide that audit to Ruritan National.  These two pages provide the guidelines referenced in the motion.

BOD MOTION 13-8-01
Move that each District and Area shall have a financial audit each year. Financial guidelines will be furnished by Ruritan National yearly. 

REASON FOR THE MOTION: 
To avoid financial risk to Ruritan National and its Districts and Areas.

District Audit Committee Guidelines
An audit committee shall be appointed consisting of three members to review the financial records of the district at the end of the fiscal period each year.  The chair of the committee shall be a member of the district cabinet other than the treasurer.  The treasurer shall not serve on the audit committee.  The remaining two members of the committee may be district cabinet members or other Ruritan members that the district governor appoints.  All District Audit Committee members should be Ruritan members with relevant experience as determined by the district governor.  None of the members of the district audit committee should be related to the treasurer of the district.  The audit committee should deliver their report to the district governor who will in turn inform the district cabinet of the findings.  
The following is a check list for use by the Audit Committee:

Financial Oversight:
Are there systems or procedures in place intended to make sure the assets of the district are properly used, consistent with the mission of Ruritan National?
Does the district annually approve a budget?
Does deviation from the budget require district cabinet approval?
Does the district deliver a copy of the budget (R-36) to Ruritan National?
Does the district have a written policy for document retention?
Does the district use the approved conflict of interest policy established by Ruritan National?
Does the district use the approved ethics policy established by Ruritan National?
Does the district use the whistleblowers policy established by Ruritan National?
Are policies in place to assure that no individual receives financial benefit from their service on the district cabinet?  Legitimate and approved expenses are not financial benefit.


Financial Statements:
Are monthly financial statements prepared on a timely basis and submitted to the District Cabinet ?
Do the financial statements include all funds managed by the district?
Are account balances in the financial records reconciled with amounts presented in the financial reports?

Cash receipts:
Does the district have written policies that establish a procedure for handing cash?
Are at least two unrelated members present when cash receipts are counted?
Are money counters rotated so the same people are not handling cash receipts at every event?
Is counted cash recorded in a cash receipts journal either manually or electronically?
Is cash deposited on the same or next business day?
Are cash deposits verified from the cash receipts journal?
Is the cash receipts journal reconciled to cash deposits on bank statements?
Is cash stored in a safe or other secure place if not deposited on the same day?
Are all cash receipts deposited intact? (Cash collected should not be used to pay expenses creating a net deposit)

Records / Receipting:
Are records kept so that individual payments are recorded separately from club dues, individuals, dues refunds from Ruritan National and other miscellaneous receipts?
Is income from the district convention recorded separately from other income?

Cash disbursements:
Are there at least two names listed on the district’s checking, saving and investment accounts? (Ruritan National recommends that at least three district cabinet member names be listed on the district checking account and that any two of the three should be required to write checks).  
Does more than one person receive a copy of the bank statements?
Are two signatures required on all checks written? (Ruritan National recommends that at least three check signers be listed and that two signatures should be required to write a check).
Are all disbursements paid by check except for minor expenditures paid through the petty cash fund?
Is written documentation available to support all disbursements? (receipts, lists for petty cash, disbursements journal)
Does the district use pre-numbered checks?
Does the district account for all the check numbers including voided checks?
Are there any occurrences of backdating or forward dating documents? (Documents should not be forward or backdated).
If a petty cash fund is used for disbursements of small amounts, is the petty cash fund periodically reconciled and replenished based on proper documentation of the cash expenditures?
Is a cabinet approved policy established for the use of petty cash that establishes thresholds for using petty cash versus check writing?

Bank Statement Reconciliation:
Are bank reconciliations prepared on a timely basis?
The audit committee should test arbitrarily selected months during the last fiscal year tracing transactions from the bank statements and financial records for completeness and timeliness.
Are the bank reconciliations presented to the district cabinet along with the financial report of the district treasurer?
Is there a policy in place for handling outstanding checks over 90 days?

Savings and investment accounts:
Are all savings or investment accounts recorded in the financial records?
Are all savings or investment accounts reconciled on a timely basis?
Are all savings or investment accounts included in the financial reports from the treasurer to the district cabinet?
Are all earnings or losses from savings and investment accounts reported in the treasurers report to the district cabinet?
Land, Buildings, and Equipment records:
Are there detailed records of land, building, equipment including the date acquired, description and cost or fair market value at date of acquisition?
Does the district conduct a physical inventory of all assets annually?

Insurance policies:
Is there a schedule of insurance coverage in force(other than that provided by Ruritan National)?
Does the schedule reflect effective dates and expiration dates?

Amortization of debt:
Is there a schedule of debt such as mortgages, notes or other loans outstanding?
Can balances owed to all lenders be verified by the lenders?
Have the verified balances of all mortgages, notes or other loans outstanding been compared to the obligations outstanding as recorded in the balance sheet (financial records)?

Securities, negotiable documents, and safe deposit boxes:
Does the district own any marketable securities or bonds (or any other type of negotiable document)?
Are the marketable securities, bonds or other negotiable documents stored in a safe deposit box?
Have the contents of the safe deposit box been examined and recorded?
Do at least two members of the district cabinet have access to the safe deposit box?

Federal Reporting Requirements:
Has the district prepared the R-35 financial statement and delivered the document to Ruritan National?
Were the amounts listed on the R-35 compared to the amounts listed in the financial record of the district?

Audit Committee findings:
The audit committee should endeavor to answer the following questions in their report to the district governor:
Do you believe that the financial statements fairly and accurately present the financial position of the district?
Do you believe that the information is presented in a way that the average reader would accurately understand the financial position of the district?
Is the committee aware of any instance that seemed to be an income or expense manipulation?
Was there any evidence of fraud?
Are there any weaknesses in the policies of the district that would contribute to the likelihood of fraud?
List any business practices that you believe would strengthen district’s current  practices.
Did you find any practice or activity that you felt uncomfortable with or would consider unusual?
Is there any situation that you feel warrants further investigation?
Was the treasurer cooperative with regard to financial records being delivered to the committee?
Is there any situation, activity or practice that if exposed to the general public would cause embarrassment to the organization?
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