FINANCIAL INSPECTION PROCEDURES CHECKLIST

	PARISH/CITY OR TOWN: 
	Yes
	No
	NA

	FOR THE YEAR ENDED:
	
	
	

	DOCUMENTS COMPILED  BY/FOR COMMITTEE/REVEIWED

	Copy of previous audit or inspection including the findings on policies and procedures
	
	
	

	Were any recommendations made? 
	
	
	

	Were these implemented?
	
	
	

	Notes:  



	Vestry Meeting Minutes 
	
	
	

	Annual budget approved and any subsequent changes?
	
	
	

	Financial reports accepted?
	
	
	

	Annual clergy housing allowance resolution?
	
	
	

	Minutes of other groups (i.e. outreach committee) authorized to disburse parish funds?
	
	
	

	List of all bank and investment accounts and authorized signatories
	
	
	

	List of securities, trusts and endowments
	
	
	

	List of people authorized to approve disbursements by account
	
	
	

	Copy of Diocesan Pledge form and year-end statement received from the Diocese
	
	
	

	Copy of Parochial Report
	
	
	

	Was report filed by March 1st?
	
	
	

	Completed Internal Controls Questionnaire
	
	
	

	Are changes to improve controls needed? If yes, list on Certification to Vestry form.
	
	
	

	Completed Church Financial Report
	
	
	

	Completed Proof of Cash Report
	
	
	

	TESTING OF FINANCIAL SYSTEMS

	Cash Receipts/Revenue

	1.  Select 6 random Sunday collections.
	
	
	

	1.a  Trace total amount collected from the counters’ documentation to bank deposit slip and bank statement(s).
	
	
	

	1.b  Trace posting in the general ledger to appropriate revenue accounts. 
	
	
	

	Notes:  




	PARISH/CITY OR TOWN: 
	Yes
	No
	NA

	FOR THE YEAR ENDED:     
	
	
	

	Cash Disbursements/Expenses 

	2.  Select 25 random payments throughout the year and all disbursements greater than $2,500 from the disbursement journal or other sources. 
	
	
	

	2.a  Review all supporting documentation for appropriate approvals and posting to the appropriate general ledger account.  
	
	
	

	2.b  Trace amount paid to reported 1099 if payment to independent  contractor.
	
	
	

	2.c  Review cancelled check or copy for required signatory and endorsement.
	
	
	

	Notes:  



	Payroll

	3.  Select a random sample of employees (1 out of 5, minimum of 2).
	
	
	

	3.a  Examine employee payroll file for completeness (authorized pay rate, I-9 and all state and federal withholding records.)
	
	
	

	3.b  Compare actual rates of pay with authorized pay in employee payroll file.
	
	
	

	3.c  Trace earnings and withholdings to payroll tax returns and employee W-2.
	
	
	

	Notes:  



	Bank Statements and Reconciliations

	4. Select all bank statements and reconciliations (including discretionary accounts) for 2 random periods in the year.
	
	
	

	4.a  Review the statements and reconciliations for reasonableness and trace any unusual or questionable items to supporting documentation.
	
	
	

	4.b  Examine all check copies noting authorized signatures and endorsements.
	
	
	

	4.c  Review Proof of Cash Report for all bank accounts tracing beginning and ending balances to appropriate statements.
	
	
	

	Notes:  



	FINANCIAL STATEMENTS VALIDATION

	5. Review Financial Statements presented to the Vestry.
	
	
	

	5.a  Do they include a Balance Sheet  including all funds?
	
	
	

	5.b  Do they include a Revenue & Expense statement for all funds?
	
	
	

	5.c  Does the Revenue & Expense statement include a comparison to budgeted amount for each revenue and expense account?
	
	
	

	Notes:  



	PARISH/CITY OR TOWN: 
	Yes
	No
	NA

	FOR THE YEAR ENDED:     
	
	
	

	6. Review Parochial Report and instructions for completion.
	
	
	

	6. a   Reconcile amounts reported on parochial report to year-end financial statements.
	
	
	

	Notes:  



	7. Review the completed Church Financial Report and the Instructions which include definitions of the items reported.
	
	
	

	7.a   CASH.  Verify amounts reported on lines 1(A) through 1(E) to year-end bank reconciliations.
	
	
	

	7.b   MARKETABLE SECURITIES (INVESTMENTS).  Verify amounts reported on lines 2(A) through 2(D) to year-end broker statements.
	
	
	

	7.c   NON-PLEDGE RECEIVABLES.  Review supporting documentation and verified amounts reported on line 3.
	
	
	

	7.d   MORTGAGES RECEIVABLE.  Review supporting documentation and amortization schedules and verified amounts reported on line 4.
	
	
	

	7.e   PROPERTY & EQUIPMENT.  Review supporting documentation and verified amounts reported on lines 5(A) through 5(D).  Review the documentation for reasonableness and inquire as to items that appear unusual or questionable.  Trace the amount reported on line 5(E) to the detailed depreciation schedule.  Review repairs and maintenance accounts for items that should be capitalized.  If property and equipment are not on the parish books, note this for follow-up by Diocesan staff.
	
	
	

	7.f   OTHER ASSETS.  Review supporting documentation and verified amounts reported on lines 6(A) through 6(C).
	
	
	

	7.g   DIOCESAN PLEDGE PAYABLE.  Reconcile amount reported on line 7 to copy of Diocesan Pledge form, payments made during the year and statements of account received from the Diocese.
	
	
	

	7.h   PAYROLL TAXES PAYABLE.  Verify amount reported on line 8 to applicable payroll tax returns for the portion unpaid as of year-end.
	
	
	

	7.i    DEFERRED CONTRIBUTIONS/REVENUES.  Verify amount reported on line 9 to supporting documentation.
	
	
	

	7.j    NOTES PAYABLE.  Verify amounts reported on lines 10(A) through 10(D) and 11(A) through 11(D) to supporting documentation and amortization schedules.
	
	
	

	7.k   OTHER LIABILITIES.  Verify amount reported on line 13 to supporting documentation.
	
	
	

	7. l   OTHER INFORMATION.  Verify amount reported on line 17 is the same amount reported on line G of the Episcopal Church Parochial Report .
	
	
	

	Notes:  



	PARISH/CITY OR TOWN: 
	Yes
	No
	NA

	FOR THE YEAR ENDED:     
	
	
	

	OTHER

	8. Are there any contingencies or commitments or potential legal actions facing the parish with prospects of potential loss?  If yes, please explain in Notes section below.
	
	
	

	Notes:  



	9. Are any liens outstanding against any property or equipment?
	
	
	

	Notes:  



	Notes:  



	10. Is the primary bookkeeper a paid employee of the parish?
	
	
	

	11.a   If yes, are they covered by Fidelity Bond Insurance?
	
	
	

	Notes:  



	11. Are pension payments up to date for all eligible employees?
	
	
	

	Notes:  



	12. Are all insurance premium payments up to date for all eligible employees?
	
	
	

	Notes: 




1

