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The National Internal Audit Committee (NIAC) has completed its audit of the books for 

Montclair Alumnae Chapter (MAC).  The fiscal years included in this audit report are: 

July 1, 2012 to June 30, 2013 

July 1, 2013 to June 30, 2014 

July 1, 2014 to June 30, 2015 

July 1, 2015 to June 30, 2016 

 

All receipts as per the receipt book provided for 2014-2015 and 2014-2015 were confirmed as 

having been deposited in the bank. 

 

A sample of receipts from 2012-2013 and 2015-2016 were reviewed and all funds sampled were 

confirmed as having been deposited in the bank. 

 

The Fiscal Officers Manuals and the National Internal Audit Manuals for the years in question 

were used as supporting documentation.  

 

 

Finding #1a - From March 2014 until June 2016 there were 95 checks totaling $74,839.10 

which were made payable to Vashti Johnson, Treasurer  These checks were recorded in the 

chapter’s records as being made payable to either a vendor or another chapter member.   

 

Recommendation #1a - The payee name written on the check must be the same payee that is 

reflected in the chapter’s records. When this rule is not adhered to this fact should be reflected in 

the audit findings and recommendations. 

 

 

Finding #1b - Vashti Johnson, Treasurer signed 58 of the 95 checks totaling $56,277.30 which 

were made payable to herself.  We believe that all of these checks had a forged signature for 

Renee Evelyn, President as the secondary signature on these checks. 

 

Recommendation #1b - The Financial Secretary should sign all checks made payable to the 

President or Treasurer according to page 9 of the Fiscal Officers Manual. When this rule is not 

adhered to this fact should be reflected in the audit findings and recommendations. 



Finding #2 - Evidence of forged signatures was discovered.  Of the 95 checks mentioned above, 

57 of the checks have signatures for the treasurer and the president; the other 37 checks have 

signatures for the president and the financial secretary and on one instance there is only a 

signature for the treasurer.  The signatures for the president and financial secretary on the 95 

checks do not match the signature on the account signature card.  See the sample below of the 

president’s signature. 

The two signatures shown below are both supposedly the signature of Renee Evelyn, President. 

However, the NIAC believes that the top signature is a forgery. 

 

   This signature does not match the signature card and was used 

on the checks made out to V. Johnson. 

 

 This signature matches the signature card and is used on the checks 

other than those made payable to V. Johnson. 

 

 

Recommendation #2 - Forgery should not be committed. When forgery occurs, this fact should 

be reflected in the audit findings and recommendations and the Chair of National Internal Audit 

and the National Treasurer should be alerted immediately. 

 

Finding #3 -   The NIAC found 17 checks which were signed by the Assistant Financial 

Secretary, an unauthorized check signer. 

Recommendation #3 – As per the roles and responsibilities of the Assistant Financial Secretary, 

she is only to assist with the collection of funds and duties should never supersede those of the 

Financial Secretary. When this rule is not adhered to this fact should be reflected in the audit 

findings and recommendations. 

 

 

 



Finding #4 - The NIAC found that the Financial Secretary signed checks on more than 50 

instances other than when the checks were  made payable to either the President or Treasurer. 

Recommendation #4 - The Financial Secretary should only sign checks made payable to either 

President or Treasurer or in rare circumstances as requested by the President as per page 9 of the 

Fiscal Officers Manual. When this rule is not adhered to this fact should be reflected in the audit 

findings and recommendations. 

 

Finding #5 - In the 2013 - 2014 sorority year, the NIAC noted two Online Payments in the 

amount of $323.40 to chapter member Franklyn Arthur, Treasurer, for the online QuickBooks 

subscription.   

Recommendation #5 - Disbursements should only been made using the voucher system as 

indicated on page 16 of the Fiscal Officers Manual and when it is not used  this fact should be 

reflected in the audit findings and recommendations. 

 

Finding #6 - The NIAC noted funds received on June 18th and 20th of 2014 totaling $15,530.39 

of which $1,204 was cash, was not deposited into the bank accounts until July 9, 2014.   

Recommendation #6: The two business day rule for making deposits outlined on page 10 of the 

National Fiscal Officers Manual should be adhered to and when it is not adhered to this fact 

should be reflected in the audit findings and recommendations. 

 

Finding #7 – For all years reviewed, the NIAC found that the treasurer was only recording 

transactions in QuickBooks after they cleared the bank and were downloaded from the bank’s 

website.  

Recommendation #7 - As per page 16 the National Fiscal Officers Manual, the treasurer should 

keep a monthly ledger/register of all transactions.  The treasurer should also reconcile on a 

monthly basis the ledger/register with the bank statements. When this policy is not adhered to, 

this fact should be reflected in the audit findings and recommendations. 

 

 

 



Finding #8a - The NIAC found that the Audit Committee was not following the guidelines of 

the National Internal Audit Committee as put forth in the Audit Manuals during any of the years 

under the scope of our review. 

Recommendation #8a - The Audit Committee should attend Audit trainings when offered (via 

webinar or in person) to gain an understanding of how to conduct an audit.   

 

Finding #8b— - The NIAC found that Check # 3601 was included in the audit for Quarter 2 of 

the 2014-2015 sorority year. This check was made out to Vashti Johnson, Treasurer, but was 

recorded in the books as Da Kitchen Café & Catering in the books.  The audit committee 

reported the amount on the voucher was inconsistent with the amount on the check but did not 

report that the payee was also inconsistent 

Recommendation #8B - The Chair of the Audit Committee needs to be sure to report all 

findings that arise during the audit and include recommendations for improvement as per page 16 

of the 2016 Audit Manual. 

 

Finding #9 - During a phone conversation with National Officers and the NIAC, the chapter 

admitted to using a cell phones to take pictures of checks for remote depositing of checks. 

According to page 43 of the Fiscal Officers Manual cell phones are not allowed to be used as a 

depositing tool.  When this policy is not adhered to, this fact should be reflected in the audit 

findings and recommendations. 

Recommendation #9 - All checks should be deposited in accordance with the guidelines set 

forth in the National Fiscal Officers manual. 

 

Finding #10 - For all years reviewed, the NIAC found evidence that not all funds coming into 

the chapter were recorded on a pre-numbered receipt.  Evidence shows committees were 

collecting funds and completing a receipt log to exchange the funds with the Financial or 

Assistant Financial Secretary.   

Recommendation #10 - According to the Fiscal Officers Manual pages 9 and 27 only the 

Financial Secretary and the Assistant Financial Secretary should collect funds and all funds 

coming into the chapter should be receipted using pre-numbered receipts.  When this policy is 

not adhered to, this fact should be reflected in the audit findings and recommendations.  

  



Finding #11 - The NIAC found that the chapter only performed bank reconciliations on 

quarterly basis instead of doing them monthly. 

Recommendation #11 - As per the Treasurer’s Acceptance of Fiduciary Responsibility Form the 

Treasurer is to perform bank reconciliations on all accounts each month. When this policy is not 

adhered to, this fact should be reflected in the audit findings and recommendations. 

 

Finding #12 - The NIAC found that the Budget and Finance committee reports consisted only of 

the bank balances.   

Recommendation #12 – The Treasurer and Financial Secretary should provide detailed monthly 

reports of all financial transactions. When this policy is not adhered to, this fact should be 

reflected in the audit findings and recommendations.  

 

Finding #13 - The NIAC audit found that checks written from the scholarship account appear to 

be written for non-scholarship related expenditures. For example, we found checks written from 

the scholarship account to Calendar Raffle winners.  In tracing the deposits marked for Calendar 

Raffle they were deposited into the operating account. In further review of the transactions it 

appears that as the balance of the operating bank account got low the chapter used the 

scholarship account for operational transactions. 

Recommendation #13 - Only checks to scholarship recipients should be written from the 

scholarship account.  If the chapter is having an event to raise money for scholarships, the event 

should be processed entirely through the operating account.  Once the event is over and the 

proceeds are determined, that amount should be transferred into the scholarship account to be 

used for scholarship recipients.  If the chapter has decided to retain a portion of the proceeds, as 

outlined in the Fiscal Officers Manual, for start-up of the next fundraiser those funds should be 

retained in the operating account. 

 

Finding #14 – The NIAC found 2 checks made payable to “Cash”.  Check #3779 in the amount 

of $600.00 and Check #3785 in the amount of $400.00 

Recommendation #14 – Checks are never to be made payable to “Cash” as per page 20 of the 

Fiscal Officers Manual. 

 

 



Overall Comments 

Chapter’s Cash Flow - Overall comments 

The chapter has expressed concern about the decline of the chapter’s cash flow.  In the review of 

the chapter’s books the following items were noted that contributed to the chapter’s cash flow 

issues: 

• Starting in March 2014, approximately $75,000 in disbursements were improperly 

made. See Findings 1a, and 1b. This pattern continued into the 2015-2016 year.  For 

this reason, all of the fiscal officers of these periods need to be questioned further, 

as this evidences dereliction of their duties.  Therefore, we conclude there was some 

level impropriety committed as it relates to the finances of Montclair Alumnae 

Chapter. 

• In 2014-2015, the chapter’s disbursements exceeded revenues by $29,841.91. The 

losses of 2014-2015 were exacerbated by the fact that the financial impropriety 

noted in 2014-2015 continued into the 2015-2016  sorority year and the chapter was 

not following the guidelines set for the by the National Finance Committee or by 

the National Internal Audit Committee. For example, the chapter should have 

accounted for the loss in funds and been more conservative in their budgeting. 

• The chapter’s budgeting process also led to additional cash flow issues because the 

chapter was creating the budget using the bank balances as the basis of funds to 

support the budgeted expenses.   

• As of a July 2017, the NIAC noted that the chapter only has $4,809.76 in the 

operating account.  However, when looking at a Profit and Loss for the 2016-2017 

year, dues collected for the 2017-2018 year was $21,919.82.  This shows the 

chapter is still having cash flow issues.  The NIAC would recommend that the 

chapter works with the National Finance Committee over this next year to improve 

their cash flow. 

• The NIAC noted that the chapter’s Policies and Procedures were not updated during 

the periods under review and do not incorporate their current financial practices. I.e. 

Using the square, remote depositing, and the use of a voucher system. 

 

  

 


