Conference Audit Material CheckList
CONFERENCE TITLE:_______________________________________________________________

CONFERENCE DATES: _______________________

For the Audit purposes of the above conference, the following materials are submitted for review.  A check mark indicates the material submitted for audit.  Electronic files are acceptable.
_____
Final Financial Reports and all Supporting Detail Schedules.  This should include a list of disbursements for each line item on the financial reports. 
_____
Original Invoices for all disbursements.

Banking Information:


_____    Concentration Banking 



(   Bank Reconciliations  
( Deposit Slips
( List of checks for all payments


· Completed Destroy Check Form 


_____
   Bank account(s) other than Concentration Banking:


(   Bank Statements
(  Cancelled Checks
(  Bank Reconciliations



(   Deposit slips 
(  List of checks for all payments
_____
Credit Card Merchant Statements, including fees charged.  Indicate whether you used:



(   IEEE Service

(   Other Bank

_____
Minutes for all Conference Committee Meetings (Link to website if available)
_____
Contracts and Service Agreements.

(  Conference Management Services
(  Social Events 
(  Hotel
(  Procurement Dept
(  Meal/Other Service Pricing Schedules
(  Credit Card Service  (  Audio/Visual   (  Other

_____
Registration Reports and Summary of registrants by type and event (including a 10% sample of registration forms).



(   Advance Registration Reports

(   On-Site Registrations Reports

_____
 A list of Exhibitors and a sample of agreements.

_____
A list of Grant/Sponsor(s).  Include supporting documents.

_____
Did you have a “Petty Cash Fund”?  On-site registration fund?   (   Yes
(   No
_____
Please check the status of the following at the time files are submitted for audit:



Bank Accounts
(   Open
(   Closed



Loan Repayment
(   Yes

(   No 

Loan Amount
$_________________



Submitted Surplus
(   Yes

(   No 

Surplus Amount $_______________



Audit fee Paid

(   Yes

(   No



I099 Schedule of Payments submitted to IEEE Conference Finance
(   Yes
   (   No


I042 Schedule of Payments submitted to IEEE Conference Finance
(   Yes
   (   No

                                                                Revised 6/2008


