
Audit Training 



Today’s Topics

 Why have an audit?

 Process –file on line option – under “Church 

Administration” tab or paper copy

 Internal controls questionnaire & form

 Audit form

 Report

 Letters

 Any questions in particular?



Three things to remember!

1. Review information!

2.  My number – 800-247-1391, ext, 101

3. Thank your treasurer!



Why do we need to have an 

audit?

Requirements:

Canons require

Diocesan office – CPA

Churches – guidelines 
set by Finance 
Department and  
Diocesan Council

– Committee audit 

– internal audit

Fair Picture?

Benefits of Audit

Other People’s money

Increase stewardship

Learning  Experience

Chance to celebrate!



Audit Forms and Resources

 Website – under “Church Administration”

 Internal Controls Page

 Audit Forms Page

 Audit Findings Page

 For Treasurers

 Audit Steps

 Procedures and Tutorials







Procedure

 Find committee members (Step 1)

 Get names approved from Finance Dept.

 Set dates and send “Engagement” letter 
(Step 2)

 Divide audit responsibilities (Step 3)

 Meet with priest and treasurer if possible

 Read prior year’s recommendations 
(together)

 Keep notes about recommendations and 
positive financial practices as you audit.







Audit basics

 You ask questions on internal control form

 Then…you review the documents listed on the audit 

form









Internal  Controls Questionnaire 

 You ask the questions!

 Manual of Business  Methods in Church Affairs

 Vestry & Treasurer have fiduciary responsibility

 Funds held by other groups 

 Cashing checks from offering plate 

 Pledge envelopes – keep for at least one year

 Quarterly statements to donors



Internal  Controls Questionnaire 

Bequests

Disbursement policy

Have more than one signer

Signers should see original invoices

The importance of reconciliation

How many accounts?

Outstanding checks



Internal  Controls Questionnaire 

 Change in check signers?

 Petty cash

 Inventory list 

 Safe deposit box 

 Debt

 Memorials & other special funds



Internal  Controls 

Questionnaire

 Lay employees

 Life insurance over $50,000

 Travel (Flat rate, IRS rate, commuting)

 $600 or more (non S or C corporation)

 Say your prayers, and pay attention! 

 It is “accrual” world….

 Lawsuits

 Where to send the form – emailed copy 
if filed online



Internal Controls

Strong

Two signers on checks

Vestry member reconciles 

checkbook or  reviews 

bank statements monthly

Two different people 

count cash each week

Vestry looks at monthly 

financial statements

Accounting Manual

Weak

oTreasurer only signer

oTreasurer only person who  
counts  cash and makes 
deposit

oTreasurer writes and signs  
checks to self

oTreasurer only person who 
sees bank statements

oNo procedures in place









The Audit Form 

 Engagement letter

 Read prior year’s info

 Accounting Manual on website

 Double entry bookkeeping



The Audit Form

Vestry minutes 
Housing Resolution PRIOR to paying clergy

Various financial transactions

Audit findings from last year

Cash counting sheets – 2 different unrelated people

Samples of deposits

Compare with offering envelopes or pledge cards

Look at donor letters

For Deposit Only

Review all bank or CU account statements – sample 
from each bank or account (unless poor internal 
controls)

Pre-numbered



The Audit Form

 Signatures

 Look at invoices 

 Compare checks and register w/bank statement

 Look at checks made to cash

 Look at checks to payable to treasurer

 Look for checks $600 or more & Contractors

 Review Journal entries

 Bank statements – in the church’s name?

 Discretionary funds

 Transfers between investments and church accounts



The Audit Form

December 2019 & January 2021 bank 
statements

Petty Cash 

Investments in church’s name
 Transfers

 meetings with advisor?

Endowment funds & other special funds

Property - inventory

Assessment info

Land and buildings on balance sheet



The Audit Form

Pledges

Payroll

Forms – W4, I-9, MW 4

Quarterly tax reports – 941 forms

Annual report forms – W2 and W3

Box 12 (HSA, imputed income, 403(b), 

Box 14 – housing allowance

Moving costs

Unemployment reports – match 941 (less clergy)



The Audit Form

Worker’s compensation – proof  or exemption

For anyone issued a 1099

Contractors  & those paid for services

W9

Corporations

1099s and 1096

Pension – paid on time

Payables

Insurance Policies

Positive practices 



The Audit Form

 Where to send form

 Will receive an emailed copy of responses if filed on line

 Due September 1



Letters

Audit Findings Certificate

Audit Recommendations Letter 

Fair presentation of statements or not

Detail about improvements from last year

What needs to be improved this year?

Positive Practices to continue

Send draft to priest and Treasurer 













Remember:

 Send to diocesan office by September 1:

 Internal controls questionnaire

 Audit Forms – submitted by an audit team member

 Audit Findings Certificate – submitted by audit team 

member

 Audit Recommendations (signed by the audit team) –

submitted by an audit team member



Vestry Letter 

 Acknowledges the vestry has 

responsibility for financial info

 Vestry has a chance to respond to 

the audit findings.

 Kept on file with audit.





Resources

 Diocesan office 800-247-1391, ext. 101

 Barb’s email address: finance@diomontana.com

 Website:

 www.diomontana.com

 Audit forms and letters

 Manual of Business Methods in Church Affairs

 Senior Warden’s & Treasurer’s Handbook

 Accounting Manual

 Treasurer’s Guidebook 

 Episcopal Payroll Services – 800-223-6602 or Paychex –
contact diocesan office

mailto:finance@diomontana.com
http://www.diomontana.com/


Remember

 If information requested is not made available to you, 

note that

 Keep notes on items that need to be corrected from 

prior years and current year

 Note positive financial practices

 Treasurer NOT allowed to submit the audit forms!



Upcoming Events

 March 16 – Inventory discussion with Church Insurance 

VP Alan Johnson

 April 27 – asset map discussion with Episcopal Relief & 

Development

 All trainings recorded and posted on the diocesan 

website:

 Training Videos - The Episcopal Diocese of Montana 

(diomontana.com)

https://diomontana.com/training-videos/


Questions?


