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 Annual Audit Questionnaire

	Date:
	     

	Committee name:
	     

	Financial year:
	     


	1. Have all monies received been banked within acceptable timeframes? 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	If no, give details:
	     

	
	     

	2. Has a receipt been issued for all monies received?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	If no, give details:
	     

	
	     

	3. Have costs or member reimbursements been paid out of fees received or have all fees been banked and an additional cheque processed for expenses?

	Give details:
	     

	
	     

	4. Who are the cheque signatories?  Are signatories the appropriate people as per the IOD?

	     

	     

	5. Do cheques require two (2) signatures?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	6. Do signatories sign the invoice or reimbursement claim evidencing that they reviewed the invoice?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	7. Are lists of payments ratified by the Committee?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	8. Do signatories sign blank cheques?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	9. Is the Committee owed any money? And if so, is this recorded on the financial statements?
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	10. Have all expenses been incurred whilst operating in accordance with the Instrument of Delegation? 
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	If no, give details:
	     

	
	     

	11. Have any maintenance and improvement expenses exceeded $1,500? And if so, has written approval from Council been received?
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Give details. If no, why?
	     

	12. Have all receipts and bank statements been kept?  These documents will be required by Council for the Cyclical Audit (usually every four years), or as requested.
	 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No


This questionnaire is required to be completed and presented as part of the Treasurer’s Report to the Annual General Meeting and forwarded to Council within twenty one (21) days of the date of the meeting and by no later than 31 January.
A copy of this questionnaire should be forwarded to Council along with a copy of the Annual General Meeting minutes and Annual Audit Statement.

Team Leader Recreation

Macedon Ranges Shire Council

PO Box 151

Kyneton  Vic  3444

Email: mrsc@mrsc.vic.gov.au 


[image: image2.jpg]


