Proposed revisions to Section 15 of the State Section Policies & Procedures.

15.0 ANNUAL AUDIT and FISCAL INTERNAL CONTROLS: 

The accounts of the Section shall be included in the records of the Association and shall be part of the annual audit of the books of account of the Association and all of its Sections in order to prepare an Audited Financial Statement.  

15.1 Processing of Receipts and Approval of Payments:
The Secretary Treasurer shall be responsible for receiving and depositing funds due to the section and for the timely payment of payments due.  In order to provide for appropriate internal controls, the Secretary Treasurer shall submit payment authorization vouchers along with copies of the invoices to be paid to the Section Chair for approval, indicating whether the expense is budgeted, the budget account if applicable and the amount due.  Upon approval of the Section Chair, payment may be processed by the Secretary Treasurer.  Payment vouchers and approvals may be transmitted via facsimile without need for hard copies.  The Secretary Treasurer shall maintain adequate copies of each transaction, including preparing a second “reconciliation” copy of each transaction, which shall include a copy of the signed payment voucher, signed check, original invoice and any other appropriate documentation.  

15.2 Independent Reconciliation of Accounts:
The Secretary Treasurer shall arrange for the Executive Director of the Association to receive directly from the Sections bank, monthly bank statements for independent reconciliation.  It shall be the duty of the Association Executive Director to reconcile the Sections bank statement and independently assure the Sections accounting of transactions match the bank statement.  Upon completion of monthly reconciliation, the Executive Director shall issue a “certificate of reconciliation” to be placed with the Sections financial records with copies maintained for use during the annual audit of the Association’s books.  Should the Executive Director detect any errors or irregularities within the monthly bank statement, the Executive Director shall immediately notify the Treasurer, Section Chair and Association President to initiate appropriate actions on behalf of the Section and Association.
15.3 Record Keeping:
The Secretary Treasurer shall maintain fiscal records of all Section business and transactions, and prepare reconciliation backup copies of each transaction, including each deposit, fund transfer or payment and payment authorization voucher.  The Secretary Treasurer shall reconcile each bank statement upon receipt each month, and upon completion, forward a copy of the reconciled statement, along with all reconciliation backup copies to the Association Executive Director to aid in the independent reconciliation of the Sections Accounts.  These reports shall be prepared in a format approved by the Association Executive Director.  The Association Executive Director shall forward summary reports of the Sections fiscal activities to the Association Treasurer for review.   The review process is established by the Executive Director in cooperation with the Section Secretary Treasurer and subject to the concurrence or approval of the Association Treasurer.  The Association Executive Director shall maintain copies of each reconciled monthly statement and back up documentation for completion of the Annual Audit. 
15.4
Annual Audit:

Copies of the Association Annual Audit shall be provided before the Association Annual Meeting to each member of the Executive Committee and State Section Officers and shall be available for examination by any member of the Association.
