WEST VIRGINAI HEALTH INFORMATION MANAGEMENT ASSOCIATION STATE PROCEDURES


West Virginia Health Information Management Association

AUDIT PROCEDURE

I. Procedure: 

A. The Audit is to be used as a tool for verification of all transactions made by the current treasurer.  This tool will also be used to assure all educational, promotional, and/or any funds received/expended by officers and/or members are reconciled.  

B. The Audit will take place twice a year, once being at the end of the term of the Treasurer. The chair of the Audit Committee will prepare and present the report to the membership at the next board meeting.   

C. Members of the Audit Committee will be, Vice President-Chairman, President, President-elect, Past President and Treasurer, with the treasurer participating as an Ex-officio member.  The treasurer shall be present at the time of the audit to address any questions and/or clarification of the treasurer’s books.  

The WVHIMA Audit Committee Shall:

1. Verify checkbook to assure line items are reported correctly.  

2. Verify sample of expense accounts on file to assure disbursement is correct.  

3. Verify monthly bank interest is added to account balance.  

4. Verify promotional items’ expense and receipt records.  

5. Verify fall retreat expense and receipts final report.  

6. Verify documentation for checks received from AHIMA and deposits.  

7. Verify for completed forms to state of West Virginia and IRS.

8. Verify bank statements against automated Quicken account ledger.  

9. Verify to make certain a Signature Card is on file at the bank chosen for WVHIMA and that it has two signatures.  

10. Verify change of signatures and addition of new president as second signature on CD.  

11. Verify all checks are accounted for or voided.  

12. Check mileage documentation for board meetings and all reimbursement is complete.

13. Make certain all gross receipts are kept for IRS reporting.  

14. Verify that all monthly bank statements have been reconciled. 

15. Verify the maturity date of the CD.    
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