Steps for Review of Geographic Units Financial Operations
1. Review the annual budget and compare it to annual financial reports.  Evaluate differences that exceed plus or minus 10% of the budget for a particular line item. 

2. Review meeting minutes for any decisions relating to Geographic Unit finances, including conferences, investment of surplus funds, etc.  

3. Verify that original bank statements are submitted for all geographic unit bank accounts, which are identified under the appropriate name of the involved IEEE unit, and a copy of all bank signature cards are on file at IEEE Headquarters for such accounts.  Also verify that, in addition to two geographic unit officer signatures, the IEEE Staff Director of Financial Services appears as an alternate signatory on all bank accounts.     

4. Review bank deposit documentation for timeliness of deposits by comparing the dates on individual deposit slips.  Where possible, the date appearing on checks that were deposited should be compared to the date the deposit was received by the bank, per the monthly statement.  

5. Review bank account reconciliations for timeliness and accuracy.  Verify that interest earned and service fees charged are correctly recorded in the unit's books of account and carried forward to monthly and annual reports.

6. Review other accounts, e.g., savings and investment, to assure that they are:

· Placed in approved investment instruments (i.e., FDIC insured savings accounts, IEEE Investment Funds or other investments that have been approved by the IEEE Executive Committee), 

· Properly administered (i.e., savings account balances do not exceed the FDIC $100K limit) 

· Earnings are properly recorded in the unit's books of account.

Agree L50 balances to bank statements, IEEE Investment reports or other 3rd party investment reports, as applicable.  

7.    If the Geographic Unit sponsors or co-sponsors conferences, trace conference revenues and expenses, reported in the conference’s final financial reports, where applicable, to the amounts shown in the geographic unit’s L50 report.  If the conference(s) resulted in gross revenues or expenses of $100K or greater, a audit of the conference is required.  In this case, the revenues and expenses reported in the L50 will be traced to the amounts shown in the conference audit report.  If conference revenues exceed 75% of the total revenues of the geographic unit, only steps 2, 5, 6, 7 and 8 will need to be completed in order to satisfy the geographic unit’s financial activity review.   

8.    Review record keeping for loans and advances made and repaid to conferences and others, significant Furniture and Equipment purchases and sales, etc., to assure that it is in accordance with the Financial Operations Guide.  

9.  Review all disbursements of $1000 or greater and every tenth transaction of less than $1000 for adequate supporting documentation, appropriate signatures and, where applicable, inclusion in the annual budget.  This will include verification that billing received is in compliance with applicable contracts, purchase orders, lease agreements, etc.  (For repetitive monthly payments in excess of $1000, e.g., rent payments, if any, we will review support for only one of the months’ payments.)

10.  Where applicable, verify that W-9 forms have been completed for all individuals and unincorporated businesses that receive payments in excess of $600 for rents, services (including parts and materials), prizes, awards and any other income payments.  Assure that 1099s were requested and prepared for these payments.  

11.  Verify that all awards, grants, prizes or scholarships in excess of $5000 have been

approved by the IEEE Executive Committee.  Contributions of less than $5000 are to be reviewed and approved by the appropriate Major Board Vice President or President 

12. Test the mathematical accuracy of the annual financial reports.  Assure that Subsection, Chapter and Affinity Group financial transactions, where applicable, are included in Section L50s.  Test the roll up of monthly results to the annual reports before any year end adjustments.  Review such year end adjustments for reasonableness and appropriateness. 

13. Review such other miscellaneous items that discussions with the geographic unit’s representatives and completion of the above tests indicate are warranted.

14.
Document findings and recommendations, prepare review report, incorporate responses to findings from the geographic unit’s representative and issue final report to unit ex-com.
