AUDIT COMMITTEE

JOB DESCRIPTION COMMITTEE CHAIRMAN

I        OBJECTIVE SUMMARY
To ensure that all financial transactions are conducted in accordance with accepted accounting procedures and that adequate controls are utilized in the receipt and disbursements of funds from the Treasury.
II       DUTIES OF CHAIRMAN
1.   Form a committee of at least three persons, more if desired, for auditing the ledgers and associated documents maintained by the treasurer.
2. Conduct an audit in January and complete a report of findings. Submit the report to the President and the Executive Committee and give a report at the February general meeting
3. Ensure that all records of funds received are properly annotated to show source, amount and deposits by cross-comparing records and related documents.
4. Ensure that all disbursements are properly recorded and accountability has been establish
III.     RESPONSIBILITIES
1.
  Offer advice, guidance and assistance in maintaining accountability of funds.
2. Utilize techniques and methods for cross-referencing expenditures and report findings concerning application in daily transactions
3. Sign report of findings during audit which includes how controls are employed, accuracy of recordings and any discrepancies in operational procedures.
4. Make recommendations to Executive Board to correct perceived weaknesses in current  operational procedures
IV.        TARGET DATES
An audit must be completed before the transfer of fund accountability to the new treasurer unless a waiver has been effected.
V. QUALIFICATIONS 
1. Should have a working knowledge of accounting principles and methods for conducting an audit

2. Certified Master Gardener for a minimum of 1 year.
VI.
TIME REQUIRED
A comprehensive audit of the TCMGA treasurer's records can be accomplished within six to eight hours.
VII.   REPORT TO President

