
AUDITING COMMITTEE CHAIRMAN
Be sure to read the General Procedures section of these Guidelines. It contains important information pertaining to all Board positions.
Non-Voting Member of: General Board
The President shall appoint the Chairman of the Audit Committee. Two additional members shall be appointed from the membership at Convention.
Primary duty:
To audit the books at State Convention of the Treasurer, or any other officer or committee chairman that handles money.
GUIDELINES
1. Receive the books from the Treasurer for audit at a time announced by the President.
a. Meet with the Treasurer briefly before beginning the audit so that she can explain what is contained in the various reports provided.
b. Have the Treasurer provide three copies of the current year-end budget for comparison to actual receipts and expenditures.
2. Perform audit in space arranged by the President or Convention Chairman.
a. Compare the bank statements to the paid vouchers and deposit receipts
b. Review checks payable the Oregon State Expense Vouchers paid to assure payments are adequately documented
c. Compare checks received to the ledger to determine if properly deposited.
d. If there are questions, communicate immediately with the Treasurer or Grapevine Editor for clarification.
e. Reconcile books to current balance
3. After the Audit is completed, submit a written report to the President and be prepared to announce the result at the General Assembly. 
4. Return books to respective individuals for transfer to their successors.
Note:  Auditor should provide pens and/or pencils and an adding machine or calculator to verify calculations.
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