AUDIT COMMITTEE PROCEDURE DUTIES

General Duties:

Purpose  The Audit Committee will inspect the financial records of the Aransas/San Patricio Master Gardeners Association on a yearly basis.  The records are also inspected for compliance with all applicable local, state, and federal laws.
Process  The committee will consist of a chairperson and at least one other member of the Master Gardeners Association - the Bookkeeper and the Treasurer are not eligible although they will be involved with the audit.  The audit should begin as soon as feasible in January with the consideration that the final report will be presented to the membership at the February meeting.
· Financial Audit
· Inflow – A receipt should be produced for all monies received.
· book sales, membership or class fees;  documentation consists of

· a check with receipt or

· for cash events;  a receipt  with the date, item/event, and amount

· for plant sales; include on the receipt

· the date

· the items grouped by pricing (i.e., 5 @ $3.00), totaled by that line

· the total amount

· whether by cash or check (and check #)

· Outflow
· Approval can be either by signed Purchase Request Form or by e-mail from an authorized member and must be dated on or before the event.
· Attach the receipt (original preferred) to the approved Purchase Request Form.
· Payments must be made by serially numbered checks.

· Checks to vendors should be for the invoice amount which has been re-added.
· Purchases should not include sales tax if at all possible.  
· No personal purchases are allowed.
· A list of signees on vendor accounts should be updated yearly.
· Assets

· A list of all monetary assets held in financial institutions should be kept.
· Withdrawals of assets must be approved by the BOD and documentation attached.
· Forms

· County Extension Support Fund Annual Report Form
· General  Accounting Spreadsheet Form
· Purchase Request Form
· Purchase Request Flowsheet
· Texas Sales and Use Tax Resale Certificate
· Compliance Audit

· Federal

· E.I.N. number is recorded.

· Federal 990 forms are filed in a timely fashion.

· State

· Current Texas State Nursery Class 2 License is prominently displayed.

· Only two tax-free sales per year at the growing site are allowed.
All other sale events must collect state and local taxes.

· Sale event permits must be posted for sales events held away from the 611 East Mimosa, Rockport Texas location.

· Documentation by check of current dues paid to the Texas Master Gardener Association.

· Report to Membership - A detailed report will be made to the general membership at the February general meeting.  The report will consist of the overall findings of the audit committee with commendations and recommendations for improvement.
