Ex Com Report on Unit Financial Operations Review  
(Unit Name)

PERIOD REVIEWED: 

PURPOSE:
This financial operations review was performed in accordance with IEEE’s steps for analysis of geographic unit financial operations. A review of underlying documentation per the audit checklist was conducted to verify that unit receipts and disbursements were adequately controlled and the L 50 reports were prepared in compliance with IEEE policy and fairly represent the financial results of unit activities.  
SCOPE:
The operations review examined the unit’s financial activities for the following time period: _______________________
APPRAISAL:
The units financial activities and resultant reports fairly represent the results of the unit’s operations for the fiscal period of _____________________.
FINDINGS:
1. Budgeting Process:
Recommendation:

2. Committee Meeting Minutes
Recommendation: 

3. Bank Acct. Compliance 
a. Original Statements submitted for review, where possible
b. IEEE Staff Dir. is an authorized signer on all accounts. 

Recommendation: 

4. Timeliness of Bank Deposits 

Recommendation: 

5. Review Bank Reconciliations
Recommendation: 

6. Review Saving & Investment Accounts
Recommendation: 

7. Review of any conference revenue reported by the unit 
Recommendation: 

8. Review of any loans and advances
Recommendation: 

9. Review of Disbursements from the unit 
Recommendation: 

10. Verify W-9 AND 1099 forms were filed, if needed, based on Disbursement information 
Recommendation: 

11. Verify all awards, prizes, etc were approved by authorized officers. 
Recommendation: 

12. Mathematical accuracy of financial reports 
Recommendation: 

13. Review any miscellaneous items needed, based on the review that was conducted
Recommendation: 

___________________________Name
___________________________Signature 

Unit Financial Activity Reviewer
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