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(Dislrlct/County CouncillPost No.) 
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•and thallhis AOOl is corredly made 00110 the best of my la10wIedge and belief. 

~: Commander 

see insInIclions on J1!¥erSe side of both Yellow and Blue Copies. 

e TRUSTEES' REPORT Of AUDIT of 
The Books and Records of the Quartermaster and Adjutant of 

Department of for the F-iscal Quarter ending 

FISCAL QUARTERS: Jan. 1 to March 31 Apnl1 to June 30 July 1 to Sept. 30 Oct. 1 to Dec. 31 

Net Cash Balances Receipts expenditures Net Cash Balances 
FUNDS: at Beginning of During Quarter During Quarter at End of Quarter 

10. Quarter 11. 12: 13. 

1. National and Department Dues (P6( Capita Tax) $ $ $ $ 
2. Admission or Application Fees (OeparIment) 
3. Post General Fund 

4. Post Relief Fund (Poppy ProfIts, Donations, etc.) 

5. Post Dues Reserve Fund (See Sec. 218. Mar11Ja1 of Procedure) , 

~ Post Home or Building Fund Oncluding Savings but No! Real Estate) -
7. Post Canteen or Club Fund 

8. Other . '" '- ~ 

, 
, 0- I ~ "'. I,. 

I 
_. 

'TI- , .. --;
9. Bqnds and Investments Not Credited In Funds 

'I 

. . 15.i 

14. TOTALS: 
$ $$ $ 

16. OPERATIONS - . 
-. 

17. RECONCILIATION OF CASH &INVESTMENTS 
Geiiol3IIU1d Cl-oecting AccOunt 

Erdng IIill9nal Per Bank St!lernent SHave required payroll deductions been made? -
I.es:<: 0utsIan<f"'l1 0Jeds

Have payments been made to the proper Stale f'kJs: Deposits in ·TrnnsiI 'L 

Aero.1I1'IIill9nal
and Federal agencies lhis quarter? 0IIllII' CIleddng AcoounIs llf~) 

Have sales taxes been collected and paid? Ending 8alanca Per Bank SlsIemenl S . 
"1,tJ' 

Less: ~C/Ie(is 

Are club employees bonded? l'hss: l'leplJsij:IinTrnil 
- ,0;;- I Act::on BalaIn 

Amount of outstanding bills $, S:aWrgs Act::on IIill9nal 
, cash 00 Hand 

Value of Real Estaie ~. $ TOIalcash 
8<n!s ..., 0Iller Inve9Iment.l 

AmoUnt of ~abiJity insurance $ l'oIa! cash ana ItIYeslrnenIs $ . 
Owed on Mortgages and Loans $ 

18. TRUSTEES' AND COMMANDERJS 
Value of Personal Property • $ 

CERTIFICATE OF AUDIT
Amount of Property Insurance $ 

Date .20 __ 
, 

This is 10 cef1ify IhaI we (or qualified acoountanl$) /lave audited the boo!lS and recoo!s oIlhe Adjutant and QuarteTmaster of for the Fiscal Quarte 
(DislridICounly CoundVPost No.) 

ending 11 accordance or the National By-Laws and !hat this Report is a true and conecl slalemenl1hen!of llJ the best of our knowledge and belief. 

All VoucI1m and Checlts have been examined and found 10 be properly lijJpiOYed and checks property oounten;igned: 

Posl Quartelmasler Signed: Truslee 
(Name) 

t Truslee 

Signed: Trustee 
(Adlhss) . , 

This is llJ certify lIlal the Office of tl1e OuarlBnnaster is bonded with 

In the amount-of $ until , 20 __

NOTE; FOIWaI'd OrIginal (Blue) Copy to your Department Quartennaster -



TO ~OfytMANDERS A-ND TRUSTEES' (pOS)"; tJl;S~IUq, ~6tJNTY COUNCUJ 

As Commander and Trustees' of yoor Di·strict, County CounciL or f'ost. you took :in obligation to uphold the By-L,"ws of the Na,iO"": 

Convention and the By-Laws of)'our Department, District, County Council ana Post. 

Your attention is directed 10 Sections 113,312, -120, By-Laws: Units faiiing 10 submit properly completed Trustees' ReDort of ;"Ucii~. c:' <2 

qU<lrterly basis, s:ha~! be deprived of all representatIOn in Counry Council meetings, District, Department and :--iationai Convemions. 

Article VII, Section' 703~ By-Laws: It shall he the re5ponsibility of the Commander of each unit to see that the Qffice Gr QU<Jrter~~~:; .. ~, .
 

properly 2nd-adequatefy bOrlded.
 

Sections 218.318, ManU<Ji of Procedure, provides: The Post and County Council Trustees' shaH. n~,t iater thaI: the end of the monrh :Giio·.·.·
 
ing the!a.st dav of each quarterly period, submit through the'Commander 2 Trustees' Report cf ~,u'ci:t Lei i!:1e Departmer:~ Qt.;2rtermaste:.
 

Section 416, Manual of Pro(;eQure: District Trustees' shall, at each District meeting 0: District Convemion or as Dep,mment Bv-L<i\>lS ;-;)(' .. 

provide, svQrnita.Tru~~s' 8:~~q!t pfIqJdit to the. O€pa'~~.t-Q",~r!er1JJ<ls~(, 

The prescribed duties ot the Comman.der and Trustees' are_obvious. The Trust~' iire. mandated to make the audit lor pr9vtde ie,
 
an 9uditby .qua]jfied accountants), and submit the report. The Commander is mandated to see that the audit (s made and the report proper­


!y forwarded. 

The bonding of accountable officers by any bonding company is always based on the theory. that the laws presCribing the duties aT
 
various omcers will be complied with accordingly. Existing By-Laws relative to quarterly audits of the records of Post Adjutan,s and
 

Qua'rtermasters constitute a safeguard for the protection of the Post funds and are so considered by the bonding company in basing therr
 

- rates or premiums~ laxity iri enforcing and complying with the By-laws increases the hazard of Joss which in the final analysis means larger 

'pr~iniums must be paid. Any failure on the part of the Commander and Trustees' in performing the duties of their offices is not only <J \oiola­

tion of trust but gives the bonding company the right to contest liability in case of a defalcation. 

-SUGGESTIONS r...
When auditing the accoun~ of the Quartermaster by the Trustees' (Unifo'rrn Record System) 

1 - RECEIPTS:	 8 - A.CTUAl CASH 8ALANCE: 
(1) Check duplicate copies of Miscellaneous· Receipts against the Deduct (rom your Bank Balance the amQunt of outstanding checks J$
 

entries shown in the Rec~ived Column. under heading.,of Cash and shown by No.4, add to this amount any and all cash on hand. and
 
Bank, in the Cash Book; (2) Check names appearing on Dues the lotal should be your Actual Cash Balance.
 
Transmittal retumed from National Headquarters, plus any transmit­

tals in transit, lO see that all membet's who have paid dues are proper­ 9 - PER CAPITA TAX RESERVE:
 
ly qedited in the Cash -Book.. Compute the amount of Per Capita Tax, as shown on the Member;h'p
 

Record Cards, thaI has been paid by members and not remilted :0 lr.(; 
1 . VOUCHERS: Department Quanermasler and see .that the tOlal amount of ,amp.
 

_C.he9< a/l property approved Vouchers against the entries as shown in agrees wilh the amoum as shown by the Cash Book to the credit 01
 

the Expended Column, under he~djng of ·C~sh and Bank~ in the the Per"Capita Tax Reserve Fund.
 
Cash Book.
 

10 • ADMtSSION,FEES ANJ).DJJES:
·-3-~ CAS~ AND~BANK~ . - -AS~ain ·fro';; 'the records ilS;;etion 1(J4 oj the National Bv-La\\ s h.i
 

Run a tolal of the Received and bpended columns of ·Cash and been complied wirh. '
 
Bank" and the difference between these two columns sh::lUld be the
 
net [otal of Cash in bank and Cash on hand. 11 - NUMBER OF CHECKS:
 

Be sure to show in l"<lur audit the numbers or the firsr and lasl ,heeks 
4 - CANCELLED CHECKS: written for the period and the numbers and amounts of al! oU~,lanr!,
 

Check all cancelled checks against ;he Cash Book Expended emries ing chec.i<.s.
 
to see if same agr€e. This will alS() show you which checks are still
 
outstanding. Insist that all checks be coumersigned by the Post 11 - SAVINGS AND INVESTMENTS:
 
Commander. Obtain a certification of all savings balances from the various dEpOS;­


tories at The close of the audit period. Check U.S. Government bond; 
5 - BANK EXPENDITURES: and other investmenl cerrificales against the master list of {ne rc·,:
 

Run a totai of all cancelled checks. Add to this total the amount of all Quartermaster. Make certain that ·couPOn- bonds are cashed "hen
 
bank charges, such as· check exchange, check lax, relUrned checks, due and are properly credited. '
 
protest fees, etc. and the sum total of all Ihe$€ should be your acrual
 
Bank Expenditures. All bank charges should show as expenditures in 13 - AUDIT RECORD:
 
the Cash Book.. 11 is suggeSled that your audit, when completed, be entered. In delJ"
 

on the page of the Quartermaster's Cash BOOK immediatelv follo,.·.. l1g 

6. BANK DEPOSITS: the laSI-enlry included in the audit and all Tru;tees attest to \he ,Jr,'"
 
Run a totat o( actual·bank deposits, add to thIS the bank balance as of by rheir signatures thereon, This Ihen becomes a permanp!ll '('("f""
 

.he beginning ·ui the auditing period <llld this sum represents your and nOl so likf'ly to be lost iJnd will always be available for r(,Ter('~~,,·
 

. total bank. 

7 .	 BANK BA.LANCE:
 
Deduct the iOI~1 oi No. .3 irom 'he :{)I.,! of >"':0. [, and the diifN....ncc·
 
~houid bf' vnur S.~nk R~l~(tnCe:;:; ppr \ lh.lf i •• ~nk slat<;ment.
 


