
Audit Instructions 

Records Required 
(Hard Copies or Online Access) 

 

From Financial Institution 
1) Monthly statements 

Dec‐previous tax year through Dec Current tax year 

2) Trade Confirmation Records 

Individual or Summary List 

3) Dividend and Interest Transaction Records 

‐From Statements or Summary List 

4) Checks written 

Copies or Summary List 

From Club 
1) Receipts for expenses 

2) Verification of Member Deposits by Members 

From club member review of year end Member Contributions and Withdrawals 

report 

3) Monthly Meeting Minutes 

Authorization of Expenses, stock transactions, withdrawal discussions 

4) Partnership Agreement 

Terms for Paying Withdrawals 

Allocation of Expenses 

5) Club records 

Valuation reports‐12/31/2007, 12/31/2008 

‐Cash balances and Shares Owned 

Transaction History Report‐12/31/2008 

‐Transactions grouped into categories 

Income Statement‐2008 

‐Shows dividends by company, Interest and Expenses recorded 

Withdrawal Reports 2008 

‐For all members who withdrew during year 

Transaction Lists (from Accounting>Accounts>transactions)‐1/1/2008‐12/31/2008 

Dates and amounts in chronological order 

Member Contributions and Withdrawals Report‐2008 

 



Audit 
Club Name___________________________Date________________________________ 
 

Step 1-Check end of year cash balances and number of shares-Prior Tax Year 
  Valuation report dated 12/31/2007 

    Compare cash balance and number of shares of stock with 12/31/2007 brokerage   

    statement 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

 Audited By_________________________________________________________________________ 

 

Step 2-Check end of year cash balances and number of shares Current Tax Year 
  Valuation report dated 12/31/2008 

    Compare cash balance and number of shares of stock with 12/31/2008 brokerage   

    statement 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 

Step 3-Verify Income Received 
  Income Statement dated 2008 

    Compare total Dividends (Qualified +MM) with 12/31/2008 Brokerage Statement‐ 

    Compare Total Interest with 12/31/2008 Brokerage Statement 

  Transaction History report dated 12/31/2008 

    Compare dividend transactions with Brokerage dividend transaction list     

    1/1/2008‐12/31/2008 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 



Step 4-Verify Expenses 
  Income Statement Report dated 2008 

    Compare to Summary List of Checks written from brokerage 

  Verify receipts for all expenses recorded 

  Transaction History Report 12/31/2008 

    Verify Expenses Allocated as club requires(in transaction notes) 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 

Step 5-Verify Stock Transactions 
  Transaction History Report dated 12/31/2008. 

    Compare to trade confirmation summary from Brokerage account 1/1/2008‐12/31/2008 

    Confirm transaction dates, security name, number of shares of stock, purchase/sale   
    price,    commission 
    Confirm reorganizations entered and correct.    (contact bivio support if necessary) 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 

Step 6-Verify Member Contributions 
  Member Contributions and Withdrawals report dated 2008. 

    Verify Club members have confirmed amounts contributed 

    Verify Payments entered using correct Valuation Date 

    Verify total on Report agrees with 12/31/2008 brokerage statement     

      (Funds Deposited –Funds Dispersed +Expenses Paid from Brokerage account) 

 Records Agree 

 Discrepancy Noted   

Description________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 



Step 7-Verify Withdrawals Paid Correctly 
  Withdrawal reports for year being audited 

    Verify valuation date used to calculate withdrawal payment agrees with Partnership   

    Agreement     

    Verify transaction date is date check was given to withdrawing partner 

    Verify records properly reconciled before processing withdrawal report (No post   

    withdrawal adjustments) 

 Records Agree 

 Discrepancy Noted*   

Description:________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________ 

Audited By____________________________________________________________________________ 

*(note that if a withdrawal has been paid,    it may be impossible to correct discrepancies.    This will be up to your club to determine.   

However, you should still note discrepancies as recommendations for future improvement)   

Action Taken to Correct Discrepancies 
_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

Treasurer Signature and 

Date:________________________________________________________________________________   

Audit Committee Signatures and 

Date:_________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Submitted to the club on, Date____________________________________________________________ 
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 Account History   Search results for 1/1/2008 to 12/31/2008 Mon Nov 16 2009 11:24:51 PM EST 

 

 

 Date  Transaction Activity Symbol Qty Price Principal  Commission Net amount 

01/02/2008    03520762544  Bought PAYX 40 35.3299 1,413.20 9.99 1,423.19

01/23/2008    03592389348  Bought FAST 100 36.75 3,675.00 9.99 3,684.99

01/23/2008    03592393134  Sold LOW 140 24.17 3,383.80 9.99 3,373.75

01/23/2008    03592406145  Bought GE 76 33.75 2,565.00 9.99 2,574.99

01/23/2008    03592410787  Bought FDS 60 51.07 3,064.20 9.99 3,074.19

01/23/2008    03592416559  Sold DHR 35 74.51 2,607.85 9.99 2,597.82

02/25/2008    03677067958  Sold NEOG 75 28.085 2,106.38 9.99 2,096.36

04/24/2008    03837980333  Sold BAC 70 37.01 2,590.70 9.99 2,580.69

04/24/2008    03838256952  Bought SYK 50 64.0194 3,200.97 9.99 3,210.96

05/28/2008    03917440889  Bought GE 50 30.40 1,520.00 9.99 1,529.99

07/03/2008    04028480809  Bought SYK 30 62.3494 1,870.48 9.99 1,880.47

10/21/2008    04319508463  Sold SBUX 100 10.8612 1,086.12 9.99 1,076.12

10/21/2008    04319511659  Sold WAG 80 24.6606 1,972.85 9.99 1,962.84

11/12/2008    04386104358  Sold GE 126 16.7812 2,114.43 9.99 2,104.42

12/10/2008    04466225913  Bought NEOG 100 20.43 2,043.00 9.99 2,052.99

 

Confirmations https://wwws.ameritrade.com/cgi-bin/apps/u/TradeConfirmationsPrint?...

1 of 1 11/16/2009 11:25 PM
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