Date__________________
Geographic Unit Financial Review Material Checklist. 
To: ____________________ (Individual Reviewing Financial Activity Of Geo unit)
From: ____________________ (Geographic Unit Chair/Treasurer)  
Unit Name: __________________________

For the purposes of the above review, the following materials are submitted for review. A Check mark shows the material is included in the review package.

____A 3.5" data disk or CD, containing the geographic unit budget, financial reports and detailed transactions (check register, etc.). The information on the disk is in the following format:

__ Quicken __ Lotus __ Excel __ Other___________________

     (Specify)

____Approved Geographic Unit Budget (if available) and detailed support

____ IEEE Geographic Unit Annual Financial Reports (L50)

____ Minutes for all Geographic Unit Committee meetings.

____ Geographic Unit Checking, Savings and Investment Account Monthly Statements 

(Originals from the bank).
____ Copies of applicable checking, savings and investment account Signature Cards

____ Checking, Savings and Investment Account deposit documentation (includes

deposit slips and copies of checks received, if the latter is retained)

____ Checking, Savings and Investment Account reconciliation reports

____ Copies of sponsored and co-sponsored conference/meeting final financial reports
____ Supporting documentation for loans made and repaid for conferences and other events

____ Supporting documentation for significant Furniture and Equipment purchases and sales

____ Supporting documentation for all geographic unit disbursements, including invoices, purchase orders, contracts and service agreements and competitive bidding documentation, where applicable (The reviewer will select a sample, based on a review of the unit’s check registers)
____ W-8, W-9 and 1099 forms for all individuals and unincorporated businesses receiving payments from the geographic unit in excess of $600 for rents, services (including parts & materials), prizes, awards and any other income payments

____ Approval documentation for all awards, grants, prizes or scholarship disbursements in excess of $5000
____ Copies of monthly financial reports prepared for the Geographic Unit's operating committee, including a report of findings, corrective action and recommendations.

____ Copies of all subsection, chapter and affinity group financials included in the geographic unit L50 report, if applicable.
