APWA Audit Checklist for the 2011 Year-end Financial Reports
_________________________________

< Chapter or Branch >
PART I:  For Chapter Treasurer to complete:
Financial Management:

Which Officers are authorized to approve invoices for payment?

______________________________________________________________________
Is anyone else (at the local level )other than an Officer authorized to sign checks?   If yes, who?

______________________________________________________________________
Are all checks payable to the Treasurer (or Administrator) approved & signed by another Officer? Yes/No
Are checks in excess of $ 5,000 signed by two Officers?     Yes/ No
Does the Treasurer or Administrator prepare monthly bank reconciliation?    Yes / No
Are the monthly bank reconciliations reviewed by someone other than the preparer? Yes/No
Per the APWA Rules Governing Chapters, do all bank and investment accounts include the National APWA Director of Finance as “authorized signature”?  Yes/No

If your chapter has an Administrator does he/she carry a separate fiduciary bond? Yes/No 

How often does the Executive Committee receive reports of the expenses paid and the bank deposits?    Monthly,    Quarterly,     Annually 
How often does the Executive Committee receive investment performance updates?  

Monthly,    Quarterly,     Annually
How often does the Executive Committee receive financial statements?  

Monthly,    Quarterly,     Annually
Insurance

All events for the calendar year 2011 have been listed on the APWA Chapter Website Template sponsored by National.  For those chapters who do not utilize the chapter website template; we have submitted a full calendar of events to National.   Yes/ No

If the chapter does NOT participate in the APWA National insurance program, please attach a copy of your proof of insurance to this checklist.  
Sponsorships
Did the chapter provide a written acknowledgment to each sponsor or contributor specifically identifying  the sponsorship/contribution of funds received and the fair market value of return benefits, if any?   Yes/ No.

Did the chapter compensate a third party or member for sponsorships sold?  Yes/ No.   If Yes, please attach a copy of the contract.  If a contract does not exist, please describe the terms/conditions of the contractual agreement related to compensation. 

____________________________________________________________________________________________________________________________________________________

______________________________________________________________________

Magazine/Newsletter

Does the chapter have a magazine or newsletter?    Yes/ No

If yes, how often is it distributed?  _________________

If yes, is the newsletter or magazine sent in print or electronic form? ___________________
Does the chapter contract with a third party for advertising, printing or editorial services? Yes/No 

If yes, is there a written contract in place? Yes/No 

Does the chapter pay a commission to a third party or member for advertisements sold?

If yes, is there a written contract in place?    Yes/ No.
Did the chapter acknowledge any sponsors in the newsletter or magazine?   Yes/ No. 
Contracts & Legal Matters:
Does the chapter contract with an Administrator or Bookkeeper?  
  Yes/ No  

If yes, is there a written contract in place? Yes/ No
Did the chapter sign any contracts over $5,000 during the calendar year?  If yes, was a copy of the contract submitted to National?   Yes/ No.
Did the chapter sign any contracts over $10,000 during the year?  If yes, did National perform a review of the contract prior to signing?   Yes/ No. 
Is the Chapter aware of any potential legal matters which may result in a claim or lawsuit being filed against the chapter directly, an officer, director or a member of the APWA?   Yes/ No.
If Yes, please list the name/telephone number of the person(s) at the chapter level who is (are) authorized to discuss the matter.   ______________________________________________________________________________
Scholarships

Were any scholarships paid to public works professionals? Yes/No   
If yes, were payments reported to National for 1099-MISC purposes?  Yes/No 

Were any scholarships paid to students?  Yes/No

Describe the application and selection process for the chapter’s scholarship program(s):
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Is the scholarship selection committee “independent”; i.e.  anyone serving on the committee is not able to receive a scholarship while serving on the committee or the chapter board?   
Yes/ No.
What process do you have in place to ensure students and public works professionals use scholarship funds for their intended purpose?

____________________________________________________________________________________________________________________________________________________________
Expense Reimbursements and Other Payments 
Is an original, itemized receipt required for travel reimbursement?   Yes/ No

Is the purpose of the trip, name of person traveling and the date of travel documented for all travel reimbursements made to members?      Yes/ No 
Does the chapter offer travel stipends or scholarships to the annual State/Provincial or National Congress event in which members must submit an application for the award (please do not count members who’s travel is funded on the basis of their elected/appointed position at the chapter level.)   Yes/ No    If yes, please describe the selection process and indicate whether the member is paid a stipend or is reimbursed based on actual receipts or a per diem basis. 

____________________________________________________________________________________________________________________________________________________________

Did your chapter make any payments to an APWA National Board member during the year other than to reimburse for travel expenses?   If Yes, please describe:

____________________________________________________________________________________________________________________________________________________________
Certification: 

I certify to the best of my knowledge,  the answers provided are true and accurately reflects the business processes and controls in place at the chapter level.
Treasurer:
__________________________________


_______________

Signature






Date 

__________________________________ 

Printed Name 
PART  II:  Audit Committee Review to complete:
_____ Verified all payment transactions made by cash, check or credit card over $500 to ensure each disbursement is properly supported by an original vendor invoice and the expense is considered both reasonable and necessary and meets the exempt purpose of the chapter.
______ Reviewed the Year End Statement of Financial Position and confirmed the following:
Total Assets equal Total Liabilities plus Total Net Assets.         Assets = Liabilities + Net Assets 

______ Verified Ending Net Assets “roll forward” by using the following formula:

Beginning of Year Net Assets as of December 31, 2010 


$__________
Plus (Minus) 2011 Net Surplus (Loss) 





$__________
Ending of Year Net Assets as of December 31, 2011



$ __________
Note:  the Beginning Year balance comes from last year’s Ending Year balance from the Statement of Financial Position.   The 2011 Net Surplus (Loss) comes from the current year Statement of Activities.   The Ending Year balance should equal the same number reported as Total Net Assets as of December 31, 2011 on the Statement of Financial Position for 2011.
______ Verified Net Assets are classified correctly based on the following definitions:
Permanent – are assets that have been restricted by the donor for a specific purpose and are only to be expended for that purpose. 
Temporary – are assets that have been earmarked for a specific purpose.

Unrestricted – are assets that are available for normal operations.

______ Verified that all revenues & expenses have been recorded at “gross” amounts; “proceeds” from an event have not been netted with expenses but instead reflected in both revenues and expenses categories.
______  Verified that all revenues have been properly classified; especially registration, exhibit, sponsorship and advertising revenues.  
_______ Confirmed:  If Miscellaneous Revenue or Expense exceeds 5% of total revenue or expense, the “detail” of what is in the line item is disclosed on a separate sheet & attached to this checklist.   

______ Verified Schedule B “Sponsorships/Contributions” agrees with the amount that is reported on the Statement of Activities (revenue lines: 490, 495 & 496  )   

______ Verified  Schedule F “Grants & Assistance outside of the US agrees with the amount that is reported on the Statement of Activities (expense lines:  861, 863 & 864).  This schedule is for any payment made to Canadian entities or Canadian individuals.
______ Verified Schedule G “Parts I and II Fundraising Activities & Events” is complete and accurately reflects the chapter’s activities.  
______ Verified Schedule I “Grants & Assistance” agrees with the amount that is reported on the Statement of Activities (expense lines 861, 863 & 864)  

_____ Verified Schedule C “Political Lobbying” has been properly completed if it applies to the Chapter.
______ Verified a 2011 Taxable Income Worksheet has been properly completed, if the Chapter generates taxable revenues (advertising, sponsorships, mailing list sales, certain royalties, administrative service fees, etc.)
Certification: 

I certify that the audit committee has completed all steps outlined above in Part II of this checklist and the year-end reports submitted to APWA National fairly and accurately reflect all financial activity for the period January 1, 2011 to December 31, 2011. 

Audit Committee Chair:

__________________________________


_______________

Signature






Date 

__________________________________ 
Printed Name 
Notes:  
The audit committee should consist of at least three members appointed by the Chapter President.  Any Chapter officer who has the ability to sign checks should not serve on the Audit Committee.   


This checklist should reflect the work of the Audit Committee’s review of the Consolidated Chapter financials, including all Branches.  If Branch records are not consolidated with the Chapter’s records, the Audit Committee should complete a Checklist for each Branch in addition to the Checklist for the Chapter.
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