
AUDITING 

Contact Information 

 
Director: Faith Whitter  

Email Address: faith.whitter@seccsda.org 

Phone: (951) 509-2373 

Fax: (951) 509-2377 

 
 
Senior Auditor: Gin Mung  

Email Address: gin.mung@seccsda.org 

Phone: (951) 509-2370 

Fax: (951) 509-2377 

 
 
Auditor: Galen Espelita 

Email Address: galen.espelita@seccsda.org 

Phone: (951) 509-2371 

Fax: (951) 509-2377 

 
 
Secretary:  

Email Address: auditor.secretary@seccsda.org 

Phone: (951) 509-2374 

Fax: (951) 509-2377 
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REPORTS NEEDED FOR AUDIT 
 
 
JEWEL   
 
Account Journal – all bank accounts 
 
Accounts List 
 
Checks Written Report 
 
Deposit report 
 
Financial Summary – detail  
 
Financial Summary – monthly 
 
Transfer Report 
 
Back-up copy of Jewel 
 
 
 
QUICKBOOKS  
 
Balance Sheet YTD 
 
Balance Sheet Detail (optional) 
 
Check Detail 
 
Deposit Detail 
 
General Ledger 
 
Profit & Loss YTD 
 
Trial Balance 
 
Back-up copy of QuickBooks 
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CHURCH/SCHOOL AUDIT NOTIFICATION PROCEDURES 

 
The Conference Treasury by policy is expected to perform audits of all conference churches on 
a biannual basis and schools on an annual basis. 
 
The purpose of the audit is to assure church members and church/school leaders that an 
objective and professionally conducted financial review audit has been conducted, that 
appropriate financial procedures are being followed, that accurate records are being kept, that 
reporting is factual and consistent, and that trust fund monies contributed both for local and 
wider church missions are being used appropriately.  
 
The notification procedure for audit preparation follows.  It is anticipated that Step I(a) will be 
sufficient for audit materials acquisition or on-site appointments  by the conference audit team.  
However, in the event that an unsatisfactory response is received after Step I(a) notification, 
Step I(b) through Step III as needed will follow. 
 
Step I 
 
A. A written request from auditing will be sent to church/school treasurer with copy to 

pastor/principal requesting records with a required written or oral response to the auditor 
within 21 days of the first letter informing the conference auditor of the date that the 
complete records will be delivered to the conference office, or in the case of a field audit, the 
date the auditor is free to begin the audit. 
 

B. Within thirty days after the first request letter from auditing was issued, if no response has 
been received, a second written request is sent to the church/school treasurer, with copies 
to the pastor/principal, head elder, school board chairperson, and finance chairperson, 
asking for a written response in fourteen days with a firm date for financial records to be 
delivered within thirty days of issuance of the second letter. 

 
C. Documentation of all written and oral (phone, voice mail messages, etc.) communications 

with the church/school treasurer will be accumulated in the conference auditor’s office. 
 
Step II 
 
In the event that Step IA and IB do not provide the records or firm agreed-on site audit date, 
 
A. A third letter from auditing will be written and addressed to the church pastor/ principal, 

school board chairperson/church board chairperson and head elder with request that this 
matter be presented to the board for resolution, (with a copy to the treasurer), urging that 
attention be given to this matter and that assistance be given to the treasurer.  Copies of all 
previous correspondence (written and oral) will accompany this third letter.   
 

B. If a suitable letter or call is not received within 14 days of issuing the third letter, the church 
pastor/principal, church treasurer/school treasurer, church board chair/school board chair, 
and head elder will be invited to a meeting at the conference office with the respective vice-
president/ Education Department School representative, and conference officers (President, 
Secretary, Treasurer) to resolve the matter.   
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CHURCH/SCHOOL AUDIT NOTIFICATION PROCEDURES - Continued 

 
Step III 
 
A. If a suitable response is not received within 30 days following the conference office meeting, 

a fourth letter will be mailed to all the church leaders/school board members listed in the 
conference directory for that specific church/school advising them of the difficulty in 
obtaining records for auditing purposes and stating that without the independent opportunity 
for review which the audit provides, the conference is unable to provide their church/school 
leadership and membership constituency the required verification of the validity of the 
financial reports they receive, or records process, for the receipts or disbursements from 
their church treasury.  The letter will also contain a recommendation that this matter be 
taken before the church/school board for urgent resolution.  A conference officer, or vice-
president, or Education Department School representative, or auditor will attend the next 
church/school board when this item is discussed.  Conference officers and the respective 
vice-president/conference education superintendent will receive copies of all outgoing Step 
II and III letters and notices. 

 
B. A conference officer (President, Secretary, Treasurer), conference vice-president, or auditor 

who has met with the church board will bring back a report to the next conference executive 
committee concerning actions taken by the board to rectify the problem. 

 
Step IV 
 
The Executive Committee will receive a report of all the efforts made and the resolution.  
However, ultimate failure to provide the required reports and records for audit or a firm field 
audit date will invite executive committee action. 
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                                                          TYPES OF AUDIT FINDINGS 
 
Bank Reconciliations 
 
 
 
 
 

Church Board Minutes 
 
 

 
 
 
Financial Statements 
 
 
 

Receipts 
 
 
 
 
 
 
 
 
 
 
Disbursements 
 
 
 
 
 
 
 
 
Remittance to Conference 
 
 
School Subsidy 
 
Payroll 
 
 
 
 
 
1099-Miscellaneous 
 
 
 
Overspent & Inactive Local Funds 
 
Investments Out-of-Policy 

• All bank statements provided and monthly 
reconciliations done 

• Reconciled bank balances agree to total fund 
balances 
 

• All board minutes provided 
• Verify actions of a financial nature (opening and 

closing of bank accounts, change of signatures, 
board approved expenses) 

 
• All monthly financial statements provided 
• Test for accuracy and completeness 
 
• Deposits made timely 
• Income entered in receipts journal matches bank 

deposits and SECC weekly/monthly reports in 
total and breakdown  

• Non-tax deductible income handled correctly. 
(e.g. contributions to specific individuals, ticket 
purchases, church retreat payments) 

• Interest from bank and investment accounts 
posted 

 
• All checks, automatic bank payments and bank 

charges entered and posted to appropriate fund 
in disbursements journal. 

• Voucher file provided and organized in check 
number/online payment number order. 

• Adequate supporting documentation for every 
disbursement 

 
• Due by the 10th but in our audits we test for the 

15th 

• Current 

• All employees should be processed through 
Conference Human Resources.   

• All payments to employees should be processed 
through Conference payroll. 
 

• Independent contractors paid $600 or more per 
calendar year issued 1099-Misc. Forms by 
January 31st of following year 
 

• Report on overspent or inactive funds 
 

• Report on investments outside of NAD working 
policy 
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JEWEL FINANCIAL SUMMARY - SAMPLE 

32



JEWEL DEPOSIT REPORT - SAMPLE 
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JEWEL CHECKS WRITTEN REPORT - SAMPLE 
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QUICKBOOKS DEPOSIT DETAIL - SAMPLE 
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QUICKBOOKS CHECK DETAIL - SAMPLE 
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Bank of America - Checking Account #1234567 Amount Balance

Bank Statement Balance at March 31, 2017 XXXXX
Add: Deposit(s) made but not yet posted on bank statement:

Date of Deposit
03/28/2017 XXX
03/28/2017 XX
03/30/2017 XXXX

Total deposits in transit XXXX

Subtract: *Outstanding checks at March 31, 2017:
Check Date Check Number
12/10/2016 555 XX
02/20/2017 666 XXX
03/27/2017 701 X
03/28/2017 702 XXX

Total outstanding checks XXXX

Add or Subtract Corrections:
**Differences, if any, in the amount deposited or withdrawn XX
should be added or subtracted as necessary to correct the errors XX

Total corrected amount XX
***Reconciled Balance at March 31, 2017 XXXXX

*Outstanding checks are checks that the church/school treasurer included in the church's 
accounting record that did not clear the bank statement at the end of the statement date. 
**Sometimes, bank may make some corrections/errors by posting more or less than your 
deposited funds or issued checks. After consultation with the bank regarding the errors or 
correction needed, enter here any adjustments necessary.
***This reconciled balance at March 31, 2017 should be the same amount in the church's 
general ledger balance at March 31, 2017.

ABC Seventh-day Adventist Church
Bank Reconciliation Statement

March 31, 2017
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