INTERNAL AUDIT CHECKLIST

FINANCIAL STATEMENTS
· Are monthly financial statements prepared on a timely basis and submitted to the church board or appropriate person or committee? 
· Do the financial statements include all funds (unrestricted, temporarily restricted, and permanently restricted)?
· [bookmark: _GoBack]Do the financial statements include all bank accounts? Ask banks to provide a list of accounts with balances for all accounts using the church’s name.  Verify these reports against the financial system.
· How are USD accounts shown on the financial statement?  What exchange rate do you use?
· Are account balances in the financial system reconciled with amounts presented in financial reports? Compare EOY reports to EOY system.
· How are multiple currencies handled in the financial system?  Do you do EOY currency adjustments?

CASH RECEIPTS
General
· Are cash handling procedures in writing?
· Are procedures established to care for offerings and/or monies delivered or mailed to the church office between services?

Offering counting for Churches
· Are at least two unrelated members of the counting committee present when offerings are counted?
· Do money counters verify that the contents of the offering envelopes are identical to the amounts written on the outside of the envelopes?  Are these counted separately and listed separately on the count sheets?  Are offering envelopes kept with the counting sheets?
· Are money counters rotated so the same people are not handling the funds each week?
· Are donor-restricted funds properly identified during the process of counting offerings?

Depositing of funds
· Are all funds promptly deposited? Compare offering and other receipt records with bank deposits.
· Are all receipts deposited intact? Receipts should not be used to pay cash expenses.

Restricted funds
· Are donations for restricted purposes properly recorded in the accounting records?
· Are restricted funds held for the intended purpose(s) and not spent on operating needs? 

DONATION RECORDS/RECEIPTING
· Are individual donor records kept as a basis to provide donor acknowledgments for all contributions?
· How do you handle donations in lieu of reimbursements?  (Donor must be entitled for the reimbursement).
· Do donor acknowledgements adhere to the standards for the country where issued?
· Are the donations traced from the weekly counting sheets to the donor records for a selected time period by the audit committee?

OTHER INCOME
· Is there income from book tables, fund raisers, or conferences?  Does the income exceed the level for income tax and for VAT?
· Are income and expenses separated in financial system?

CASH DISBURSEMENTS
· Are all disbursements paid by check?
· Is written documentation available to support all disbursements?
· Are any disbursements made to individuals (for benevolence, scholarship)? Spot check through General Ledger.
· Are pre-numbered checks used? Account for all the check numbers including voided checks.

ACCOUNTS PAYABLE
· Is there a schedule of unpaid invoices including vendor name, invoice date, and due date?
· Are any of the accounts payable items significantly past-due?
· Are there any disputes with vendors over amounts owed?

PETTY CASH FUNDS 
· Do you have a petty cash fund?
· Is a petty cash fund used for disbursements of a small amount? Are vouchers prepared for each disbursement from the fund?
· Is the fund periodically reconciled and replenished based on proper documentation of the cash expenditures?
· Does someone other than the treasurer count the petty cash at least once a year?

BANK STATEMENT RECONCILIATION
· Are written bank reconciliations prepared on a timely basis? Test the reconciliation for the last month in the fiscal year. Trace transactions between the bank and the books for completeness and timeliness.
· Are the bank reconciliation reports signed and dated?
· Are there any checks that have been outstanding over three months?

SAVINGS AND INVESTMENT ACCOUNTS
· Are all savings accounts recorded in the financial records? Compare monthly statements to the books.

LAND, BUILDINGS, AND EQUIPMENT RECORDS
· Are there detailed records of land, buildings, and equipment including date acquired, description, and cost or fair market value at date of acquisition?
· Was an equipment physical inventory taken at year-end?
· Have the property records been reconciled to the insurance coverage’s?

INSURANCE POLICIES
· Is there a schedule of insurance coverage in force? Reflect effective and expiration dates, kind and classification of coverage’s, maximum amounts of each coverage, premiums, and terms of payment.

AMORTIZATION OF DEBT
· Is there a schedule of debt such as mortgages and loans?
· Have the balances owed to all lenders been confirmed directly in writing?
· Have the balances owed to all lenders been compared to the obligations recorded on the balance sheet?

BANKING SIGNATORIES
· Who has signatory on bank accounts
· When was this last verified?

SAFETY DEPOSIT BOX
· Does the church have a safety deposit box? If so, is there a record of what is stored in the box?

PAYROLL
· Are taxable benefits reported to the salary service – salary, accommodation, car, love offerings, benefits in kind, local language training, home travel?
· Do time sheets match pay slips?
· Do amounts paid match pay slips?
· Is income tax being calculated and paid correctly?
· Are social benefits being calculated and paid correctly, including mini-jobs?
· Are minimum wage rules being followed, especially for mini-jobs?
· Is Workers’ Compensation insurance being carried, if required?
· Are personnel files kept for each employee?  If yes, where are they stored and who has access to them?  How long are they retained?
· Are performance appraisals being doing? Are evaluation forms written and signed by the supervisor and employee?
· Are the legal requirements for employment being followed?  Is it documented?
· 

REPORTING OBLIGATIONS
· Are bank transfers outside of Germany >12,500 EUR reported to the Bundesbank?
· GEZ, CCLI, GEMA
· 
