
Financial Reports and Minutes
Workshop



Financial Reports
Common Audit Findings

• Lack of Board Involvement
• Segregation of Duties for 

district staff



Financial Reports

• Sign only completed checks
• Review invoices for checks 

and initial
• Avoid “Radar” syndrome 

Board Members’ Responsibilities



Financial Reports

• Ensure complete & accurate financial
records maintained

• Ensure expenses are legitimate
• Number receipts issued for all money 

received
• Review Treasurer’s Report with board
• Review and Reconcile bank statements

Duties of Treasurer



Financial Reports

• Treasurer’s Report from accounting 
system (Date of report needs to be 
consistent each month)

• Bank Statements – pass around during 
meeting

• Fund Balances – review amount of money 
available in each fund

Monthly Reviews









District Minutes

State Audit Report of SWCP     
February 2012

• Identified areas needing 
improvement in district minutes

• Suggested documentation of 
reviewed minutes



District Minutes
• Memorandum 2012-0028 provided a 

minute checklist for items that need to 
be included in the minutes.

• Operation Manual IV-7 provides detail 
of requirements in the minutes.





District Minutes

Process for reviewing minutes

• District emails complete package 
of approved minutes to program.

• Coordinator will review minutes 
and email a response to the 
Secretary and Program Specialist



District Minutes
Common issues found 

• Attached reports not correct or 
missing

• Missing signature of board 
members

• Not documenting the specific 
statutory reason for closed session



District Minutes
Common issues found 

• No list of conservation plans 
approved

• No discussion of motions
• No list memorandums reviewed



District Minutes
Requirements for submitting minutes to 

Program Office
• Email complete package of minutes 

to Donna Clark.
• Submit a month at a time.
• Received minutes will be verified 

during quarterly report review.



Questions?


