Church Documents Requested for Audit
· Treasurer’s Record Book or the following computer print-outs: Monthly close-outs, Open Contributors reports, Bank Deposit reports and Distribution reports (checks written)

· Tithe Envelopes

· Monthly Receipts Forms (if not on computer)

· Bank Statements and Cancelled Checks

· Paid Invoices

· Monthly Reconciliation of Bank Statements

· Records of any loans and depts. (Accounts Payable)

· Savings Account Passbook and Statements

· A copy of any monthly financial statements prepared for the church board.

· Church Board minutes authorizing any transfer of funds between departments.
· Copy of data files for those using computer.
School Documents Requested for Audit

· Treasurer’s Record Book or the following computer print-outs: Monthly close-outs, Open Contributors reports, Bank Deposit reports and Distribution reports (checks written)

· Monthly Receipts Forms (if not on computer)

· Bank Statements and Cancelled Checks

· Paid Invoices

· Monthly Reconciliation of Bank Statements

· Records of any loans and depts. (Accounts Payable)

· Savings Account Passbook and Statements

· A copy of any monthly financial statements prepared for the church board.

· Church/School Board minutes authorizing any transfer of funds between departments.

· Copy of data files if using a computer.

