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CONDUCTING AN AUDIT 

National Bylaws 
Title III Chapter 

Article VII Finances 
Section 4. Annual audit. 

DOCUMENTS NEEDED FOR A CHAPTER AUDIT 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



AUDIT PROCEDURES 
1. Check the arithmetic in the ledger, checkbook, and journal. 

2. Reconcile the ledger/checkbook with the bank statements. 

3. Analyze the ledger and journal for the appropriate level of detail. 

4. Do a deposit audit for each semester. 

5. Verify dues payments with the receipt book. 

6. Verify invoices or receipts submitted for every check issued. 



7. Examine returned checks for proper endorsements and other items.

8. If the chapter has a petty cash account, verify and balance it.

9. Check the Treasurer’s reports for accurate information.

10. Review any other financial policies or accounts.
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