STEPS TO COMPLETE YOUR 2007 AUDIT

By September 1, 2008
1.  “An Outside Audit is Required every Five Years.”  Churches that are due for an outside audit that have used audit committees in the past are expected to engage a CPA, other licensed professional, or someone with accounting experience that isn’t connected to your church. If you aren’t due for an outside audit you may conduct an internal audit without prior written permission from the Diocesan Treasurer.
ATTACHED YOU WILL FIND A LIST THAT INDICATES WHICH CHURCHES ARE DUE FOR AN OUTSIDE AUDIT; ALL OTHERS MAY CONDUCT INTERNAL AUDITS.
2.  The Manual of Business Methods in Church Affairs (MBMCA) is a most helpful tool for the person(s) conducting the audit.  If you do not have a copy at your church, contact the diocesan office. After reviewing the manual, plan the audit.

3.  The attached Internal Control of Self Assessment Questionnaire is to be completed by the treasurer/bookkeeper and signed by the vestry. The Questionnaire is then to be given to the auditor before the audit is conducted. The auditor will then use this as a resource when conducting the audit.

4.  The Auditor conducts the audit according to the Manual.  Remember to audit all accounts and funds of the church, including: general (operating), savings, investment, endowment, memorial, property, building, rector’s discretionary, ECW, etc.

5.  The Auditor prepares a written letter of audit compliance for the Vestry.  Under the Auditors findings the audit compliance letter should clearly cover the following points:

· What the auditor did

· What the auditor found

· What was done about the previous year’s recommendations from the auditor or audit committee

· What the auditor recommends for improvements in the coming year.

· What the auditor’s opinion of the books is 

6.  Send a copy of the following to the Diocesan Office before September 1, 2008:
· Letter of Audit Compliance completed and signed by auditor. 

· Vestry approval of the audit

· Income statements and balance sheets of all funds audited
· Internal Control Self-Assessment Questionnaire “this form is required”
  Please address to:

Diocesan Administrator

Episcopal Diocese of Eastern Michigan

924 N. Niagara St.

Saginaw, MI 48602 

6. Call Diocesan Administrator Molly Girard if you have any questions at 877-752-6020
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