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Audit Committee General Information: 

  

Each organization is required to have an audit committee conduct an annual review of the 

organization’s revenues and expenditures.  

 

The audit committee may include officers (not the President or Treasurer) and Club members.  At 

least half of the committee must be non-officer members, and no one on the audit committee should 

be signers on the checking account. 

 

The audit committee should not be made up of the same people every year. 

 

The sponsor for the organization should be knowledgeable of the organization’s activities; 

however, the sponsor should not be one of the members of the audit committee. 

 

An outside party, such as a CPA or an accountant, may be used to audit the financial information 

versus an audit committee.  If an outside party performs the review, their results should be shown 

in their own report format.  The outside party would need to sign and date their report. 

 

The examples of the Audit committee Report show space for four (4) members; however, the Club 

may have more or less committee members.  The same information must be documented for each 

of the committee members, regardless of the size of the committee. 

 

The audit committee should include at least the following number of members, based on the 

membership in the Parent/Exempt Organization:  

 

Less than 50: Two Members 

50-99 Three Members 

100-199: Four Members 

200-299: Five Members 

300+: Six Members 

 

Have the Treasurer prepare the written report of revenue and expenditures (financial report) for 

your Parent/Exempt Organization.  The report should include information for the full fiscal year.  

The Parent/Exempt Organization should use the fiscal year that is stated on your organizing 

documents that are on file with the IRS.  Those organizations that are in the Humble ISD 

Educational Support, Inc. group exemption must use the fiscal year of July 1-June 30 as their 

reporting period.  See the Audit Committee Instructions page for an example of this report.  

 

Note:  There are some Parent/Exempt Organization and Exempt Organizations that use January 

through December as their reporting period.  They must notify the Internal Auditor in writing of a 

change in reporting periods and send a supplemental report if there is any financial activity until 

the District reporting period of June 30th. 
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Audit Committee Instructions: 

  

The Audit Committee should select one of these examples (based on the findings during the 

audit) to document the results and conclusions of their audit: 

 

 

Audit Report  

Type A 

Audit was performed with no exceptions noted; therefore, the 

Financial Report appears proper and correct.  

 

Audit Report  

Type B 

Audit was performed with immaterial exception(s) being noted.  

The Financial Report was either corrected or exceptions did not 

have a material effect. Except for these minor exceptions, the 

Financial Report appears proper and correct.   

 

Audit Report  

Type C 

Audit was performed with material exception(s) being noted.  

Because of the material exception(s), the Financial Report is not 

proper and correct. In some instances, due to material exception(s), 

the committee may not be able to determine whether the Financial 

Report is proper and correct. When this situation occurs, the 

committee may state that status of the Financial Report could not 

be determined because of material exception(s). 

 

 

If exceptions are noted during the audit, consult with the organization’s Treasurer and President 

(if necessary) to resolve the exception(s).  The Treasurer is responsible for making any corrections 

to the records, checkbook and Financial Report. 

 

If material exceptions have been noted, prepare recommendations to prevent the future occurrences 

of these exceptions. 

 

The organization’s Treasurer and President are responsible for acting upon recommendations made 

by the Audit Committee. 

 

Maintain a COPY of the Financial Report and a COPY of the Audit Committee Report on file 

with the Treasurer of the organization. These reports should be kept at least five (5) years and 

should be forwarded to the new Treasurer each year. 

 

Submit the ORIGINAL copy of the organization’s Financial Report and Audit Committee Report 

to the District’s Internal Audit Department at 20200 Eastway Village, Humble Texas 77338 by 

September 1st. Please call the Internal Auditor’s office at 281-641-8158 if the reports will be late. 
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AUDIT REPORT TYPE A: 

 

 

Parent/Exempt Organization Name 

AUDIT COMMITTEE REPORT 

Time Period: July 1, 20XX through June 30, 20XX 

 
The financial data contained in the following financial statement(s) for the time period of July 1, 

20XX, through June 30, 20XX, have been audited in detail by the Audit Committee members 

named below.  These members agree that these financial statements are proper and correct to the 

best of our knowledge.  No exceptions were noted during the review. 

 

 

 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 
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AUDIT REPORT TYPE B: 

 

 

Parent/Exempt Organization Name 

AUDIT COMMITTEE REPORT 

Time Period: July 1, 20XX through June 30, 20XX 

 
The financial data contained in the following financial statement(s) for the time period of July 1, 

20XX, through June 30, 20XX, have been audited in detail by the Audit Committee members 

named below.  These members agree that these financial statements are proper and correct, except 

for the following exceptions. 

 

 (Please list the exceptions below) 

 

 Examples:   

Check #5257 cleared the bank for $25.20 instead of $2.52. 

 

Check #5263 did not have 2 authorized signatures as required by the Parent/Exempt 

Organization by-laws.  The check only contained 1 authorized signature. 

 

The Program Ad Expense account contains six expenses that did not have the related 

invoices as documentation for the expense.  The undocumented expenses totaled $42.87. 

 

 

 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 
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AUDIT REPORT TYPE C: 

 

Parent/Exempt Organization Name 

AUDIT COMMITTEE REPORT 

Time Period: July 1, 20XX through June 30, 20XX 

 
The financial data contained in the following financial statement(s) for the time period of July 1, 

20XX, through June 30, 20XX, have been audited in detail by the Audit Committee members 

named below.  These members agree that these financial statements are not proper and correct, 

due to the following exceptions.  (List exceptions below)  

 

 Examples: 

No documentation of cost existed for the 100 new uniforms purchased. 

 

Checking and savings accounts were not reconciled during the year.                                                          

 

Only one (1) authorized signature appeared on all checks written instead of the two (2) 

required authorized signatures. 

 

 

To prevent the above exceptions from occurring in the future, the following steps should be 

taken: (List preventative steps below) 

 

 Examples: 

Documentation of all expenses, such as an invoice, should be received prior to payment 

of expenses.  Documentation should be kept with the other Parent/Exempt Organization 

records. 

 

 All bank accounts should be reconciled on a monthly basis. 

 

 All checks issued should be signed by a least two authorized persons. 

 

 

 

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 

    

___________________ ________________ ___________________ ________________ 

Printed Name Title Signature Date 
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Suggested Audit Program Procedures: 

  

The following suggested instructions are designed to assist the Audit Committee in conducting a 

thorough audit of the organization’s financial activity for the applicable school year. 

 

Bank Reconciliations: 

 

 Trace ending balances on the reconciliations to bank statements, outstanding check lists, and 

other reconciling items. 

 Verify that bank reconciliations were completed within 30 days of bank statement ending 

date. 

 Ensure that any outstanding or reconciling items on the reconciliations were cleared the 

following month. 

 Verify that the balance in the bank account (at beginning of school year), plus total deposits 

per check register, minus total disbursements per check register, balances to ending bank 

account balance (at end of school year). 

 

Bank Statements: 

 

 Determine whether a procedure is in place for a member, other than those that have check 

signing ability, to receive bank statements by mail and review for reasonableness. 

 Determine whether any cash corrections were identified on bank statements. Ensure that 

reasonable explanations are available. 

 Compare the number of cleared checks included in the bank statement with the number that 

is noted on the bank statement to ensure agreement. 

 Ensure that cleared checks contain signatures of individuals authorized to sign checks.  

Ideally, bank accounts should be established to require two signatures. 

 

Receipts: 

 

 From the checkbook or other accounting records, gather all documentation to support 

deposits made for the audit year.   

 Trace deposits to collection documentation/cash count sheets to prepared deposit forms for 

agreement. 

 Trace bank deposits to bank statements to ensure agreement. 

 Ensure that receipts are presented for deposit in a timely manner by reviewing the dates of 

prepared cash receipts with the date of deposit on the bank statement. 

 

Disbursements:  

 

 Using the check register or other accounting records, gather all of your documentation to 

support the expenditures made during the audit year. 

 Trace checks to supporting documentation such as invoices, receipts, approved expenses 

related to fund-raisers, or other reasonable explanations. 
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 Review the canceled check to ensure agreement of payee name, endorsement, and check 

amount. 

 Trace disbursements to budget approved by the membership or meeting minutes. 

 For bank withdrawals for the purpose of establishing a change fund for an event, confirm 

that the change fund was later re-deposited. 

 

Fundraisers: 

 

 Evaluate each fundraiser individually by calculating the value of items available for sale or 

number of tickets sold, and comparing to deposits and remaining inventory, if any, to ensure 

agreement. 

 Determine whether fundraiser applications were prepared and submitted to the campus 

principal for each fundraiser. 

 

Miscellaneous: 

 

 Confirm that all checks are present and sequential. 

 Ensure that the check number for the last check issued and first check available in check 

stock are sequential. 

 Confirm that check stock is retained in a secure place when not in use. 

 Determine whether any checks were voided during the course of the year. Ensure that any 

voided checks are retained in the records, but have been sufficiently modified to eliminate 

the possibility of clearing the bank (i.e. signature portion has been cut out of the check and 

VOID has been written across the check). 

 Ensure that sales tax reports were prepared and filed timely. 

 Ensure that the IRS 990 form was filed, review for reasonableness. 
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