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52. Independent review checklist


Independent reviewer checklist

Preparation and review of annual accounts

Annual year ending 31 December 20…….
An example account proforma is attached.

Independent reviewer
Annual accounts require an independent review. The independent reviewer should not be your treasurer, chair, secretary, bank signatory or their family members.  
Name of reviewer ………………………………………………………………………..
Contact details  ……………………………………………………………………….. (Phone or email)
Reviewers checklist
	
	Checklist Item 
	 if correct or add notes

	1
	Spending, income and assets are accurately recorded across all financial records.

	

	2
	Receipts and payments are recorded accurately across all financial records
· Opening and closing balances
· Bank statements
· Paying in books
· Cheque books
· Invoices
· Receipts 
· Cash held which should be minimal

	

	3
	Money collected for another charity has been passed on appropriately.

	




	
	Checklist Item 
	 if correct or add notes

	4
	Transactions relating to restricted or endowment funds
· The accounts must show how these have been spent in accordance with the specific purposes of those funds 
· These transactions are accurately recorded and identified in the accounts.

	



□ I confirm I have carried out the above checks on the annual accounts of the  …………………………………………..Trefoil Guild.
□ I have no concerns about how the above Trefoil Guild manages their accounts or spends money. 
□ During my review, matters have been identified as shown in the notes above. Use separate page if required.

Signed 	……………………………………………………………………………………
Date 		……………………………………………………………………………………
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