REGIONAL HANDBOOK:  FORMS

[LETTERHEAD]

[DATE]

[NAME OF FRATERNITY]

[C/O CURRENT FRATERNITY MINISTER]

[CURRENT MINISTER’S ADDERSS]

Re:
Name of Local Fraternity

Examination of Financial Records

Dear Member of [Name of Local Fraternity]:

I (we) have made an examination of the cash receipt and disbursement records of [Name of Local Fraternity] for the period from January 1, 200__ to December 31, 200__.  
[Indicate the period for which you are doing the audit.]
The records are maintained on a cash basis. I(we) have examined deposits in the cash receipts journal and traced them to deposits on the bank statements. The paid checks returned by the bank were compared with entries in the cash disbursement journal noting that the payee and endorsements matched. I(we) was(were) able to trace individual reimbursements with backup receipts.  I(we) noted that monthly bank reconciliations were prepared and the balance in the records matched the bank balance.

I(we) also noted that a money market account(if applicable) was established with funds in the amount of $xxx  transferred from the general checking account and is presently earning interest at a xx % rate of interest.  I (we) traced the interest earned in the records to the bank statements and both book and bank balances agree.

[If necessary, include a paragraph indicating any discrepancies found; e.g., perhaps some backup receipts for reimbursements were not present, some receipts were not recorded in the books, etc. Also indicate how you might have worked around another way to verify the results and finally make some suggestions to help avoid the problem in the future.]
I (we) am(are) pleased to report that the accounting records and supporting data were found in order.

Very truly yours,

[Name of Auditor, SFO]


[Name of Auditor, SFO]
Auditor




Auditor
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