
August 28, 2022 
 
Portland (OR) Chapter – Internal Audit Overview 
 
The audit for the chapter has been completed by the Internal Audit Committee.   Bank 
statements, receipts, deposits, expenditures and treasurer’s reports were reviewed for the 
period of May 1,  2021 – April 30, 2022.   The ending balances of the accounts on April 30, 2022 
totaled $40,096.31. 
 
During the review of the audit, we reviewed each of the bank statements and compared them 
to the Treasurer’s reports.  We also reviewed all of the transactions related to payments that 
were made from the accounts.  When reviewing each of the items, we were checking for the 
following:   
 

- Approved voucher for each transaction 
- Receipts/documentation for payment requests 
- Signatures listed on each check 
- All expense items are captured in the Treasurer’s reports 
- Debit card transactions 
- Vouchers/documentation for online transfers/electronic checks/debit card transactions 

 
We also conducted a limited review of deposits that were made into the accounts.   
 
After reviewing the financial books, we have findings and prepared recommendations to 
support each of the items listed below.  The June 2020 (latest edition) National Financial 
handbook was used as guidance in preparing the corrective actions for each of the items below. 
 
Audit Findings: 

▪ Approved vouchers and checks were not available for the Western Area Conference 
transactions.  There is a prepared spreadsheet we were able to use that helped in 
identifying the reimbursed items.  We were able to see that checks were cashed for 
each item in the bank statements.  However, we were not able to review the checks to 
ensure there were two signatures or documents to support the expenses. 
 

▪ Member reimbursements for the Western Area Conference were granted for approval 
on June 2, 2021 to 18 chapter members.  There was an approved document to support 
that each member can be reimbursed.  A spreadsheet was available that identified the 
check number used for each member.  Each reimbursed item was found in the bank 
statement.  However, we were not able to review the checks to ensure the proper 
signatures were made for each item. 
 
 
 



▪ The chapter’s debit card is on file with Siteground.Co hosting and Zoom for recurring 
payments.  Payments for Siteground.Co were made on the following dates: 
 

o July 15, 2021 - $19.99 
o August 26, 2021 - $299.88  
o  January 29, 2022 - $48.00 
o March 24, 2022 - $19.99 

 
Zoom payments are also setup as recurring debit withdrawals, and payments were 
made on the following dates: 

o May 7, 2021 - $149.90  
o February 8, 2022 - $111.74.   

 
Vouchers are not available for any of the debit card transactions. The items listed above 
are recurring payments and happening without review or approvals.   
 
There were additional transactions in which the debit card was used online or in person 
for payments to the UPS Store, OR Sec and Track it Forward and no support/voucher is 
available for the transactions.   
 

▪ Each check that is written should be signed by the Chapter Treasurer and Chapter 
President.  If the check is written for a reimbursement to the Chapter Treasurer, it 
should be signed by the Chapter President and Chapter Vice President.  The Chapter 
Vice President also signs checks when assuming the role of the President in her absence. 
 

▪ Vouchers for electronic checks (payments sent to The Links, Incorporated, etc) were not 
available for review to determine if proper approvals/receipts were granted for each 
transaction.   
 

▪ Voucher or approval documents were not available for electronic transfers between the 
accounts.   
 

▪ There were two reports dated for October 2021 and we had to determine which one 
was for September 2021 vs October 2021.  We reviewed each report along with bank 
statements to determine the appropriate month for each item. 
 

▪ The December 2021 report was missing and we were not able to verify the final totals of 
the prior Treasurer before the responsibilities were moved to the current Treasurer. 

 
Recommendations from the Audit Committee / Policy Guidelines 
 
Immediate implementation of a voucher system: 
 



During last year’s audit, we identified the urgent need for a voucher system to support each 
expense.  A number of transactions occurred during the 2021-2022 year due to the Western 
Area Conference.  All expense items with the exception of the members conference 
reimbursements did not have a voucher/receipts to accompany the item.  It’s extremely 
important that we properly implement this process.  This allows us to have documented 
approvals/receipts to support all expenses.   
 
Vouchers are also required for the following expenses that occur throughout the year:  
technology costs, travel, conferences, scholarship payments, electronic checks, transfer of 
funds within the chapter’s accounts, etc.  Receipts and/or document of the amount paid should 
support the approved voucher.  Reimbursements should only occur to members once this 
information has been submitted.  Chapter related expenses should not be paid until 
documented approvals are submitted. 
 
The Internal Audit committee recommends that all chapter members attend training on how to 
access and use the electronic voucher that was developed for the chapter.  We are suggesting 
the training happen in September 2022 so that each member is aware of the process prior to us 
having our first chapter meeting.  The training should be conducted by the Finance committee.   
 
Debit Card Transactions: 
 
There are recurring payments setup for Siteground.Co and Zoom.  These payments are 
occurring without review or approval due to the payment being deducted on the due date.  
There are several concerns about using this method to make payments.  If payment amounts 
change during the year and not reviewed, we may pay more than anticipated for annual 
charges.  Because the card is on file, we can potentially be charged more times than expected 
since the card is accessible to the vendor.   
 
When the officers change that have possession to the card, the number on file may continue to 
be used instead of the new card number that should be ordered for the new officers.  If the 
card gets declined due to a new one being in place, the chapter may be charged a late fee. 
 
We are suggesting the debit card numbers be removed from the online accounts and paid when 
due with the debit card.  This will allow the committee responsible for requesting the charge to 
review the payment request before its executed.   This will also help us to avoid making surprise 
payments. 
 
Other payments outside of the technology expenses that are made with the debit card should 
be approved prior to the expense and have documents/receipts to support it after the payment 
is done.   
 
The Chapter President and Chapter Treasurer are the only authorized users of the debit card.  
Review expenses monthly and ensure that charges do not exceed $500 each month. 
 



 
 
 
Financial Reports: 
 

a) Review Dates: 
There were 2 reports that had the same dates which caused us to try and determine which one 
was September 2021 vs October 2021.   We are recommending for the dates to be reviewed 
prior to each month’s review to avoid the wrong items being audited for a particular month. 
 

b) Add abbreviated account numbers on Treasurer’s Reports: 
Due to their being numerous accounts for the chapter, it will be easier for the auditors to have 
the last 4 digits,etc of the account number on the report.  It took a little for us to determine 
which account should be reviewed for each section of the report.  For security purposes, the 
full number should not be used for this request. 
 
Deposits into chapter accounts: 
 
We conducted a limited review of the deposits for the past fiscal year.  Deposits that were 
listed in the Treasurer’s report were also verified in the bank statements.  We have been 
operating from home the past 2 years, and there was a time lag for the Financial Secretary to 
receive checks and then get them to the Treasurer for the bank deposit.  Hopefully the in-
person meetings will help in making the handoff much smoother.   
 
Checks should be deposited within 5 business days into the chapter’s account and can be done 
in person or mobile.  Bank confirmations of all deposits (in person and electronic) should be 
maintained. We did not have any bank confirmations to review for the deposits that were made 
during the year.  Next year, we are suggesting all bank confirmations for deposits be available 
for the audit review. 
 
Financial Handbook: 
Please refer to the Financial Handbook to obtain the policies for deposits, vouchers, electronic 
transactions and debit cards.  The page numbers are listed below and we can work with the 
Finance team to discuss in more detail.   
 
Checks and Vouchers: (p.12 Financial Handbook) 
 
Electronic Transactions (p.13 Financial Handbook) 
 
Debit Card Policy (p.87-91 Financial Handbook for Chapter use of the card) 
 
Submitted by the Internal Audit Committee: 
Miaya Stevenson-Griffin, Chair                          Carla Penn Hopson 
Lakecia Gunter                                                      Sylvia Welch 


