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BC/YUKON COMMAND 

THE ROYAL CANADIAN LEGION 
INTERNAL AUDIT CONTROL GUIDELINES 

 
What do you need to start the audit process? Here is a list of items you will need to refer to.  
 
You do not need to send these in to command, but you should keep these in a file in your branch.  
 

 Copy of the budget  
 

 Accounts Receivable listing that agrees to the financial statements  
 

 Accounts Payable listing that agrees to the financial statements  
 

 Inventory listing that agrees to the financial statements  
 

 Prepaid Expense listing (including early bird per capita) that agrees to the financial 
statements  

 

 Copy of working paper that shows the deferred per capita that agrees to the general 
ledger  

 

 GST/HST Reconciliation– verification that the formulas were reviewed.  
 

 A copy of invoices for capital asset purchases & a copy of the general meeting minutes 
approving the purchase  

 

 A copy of any renovation expenditures that totalled over $10,000 with a copy of the 
minutes approving the purchase, and a copy of the Branch Advisory approval.  
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Your branch reporting package to Command Must include the following, and be submitted by 
April 30th, 2022.  
 
 
What do you need to send into the Command office? Here’s a handy checklist for you:  
 
 

 This document, including this checklist and the signed Committee certification.  
 

 Bank statements for Dec 31st for General, Gaming & Poppy accounts.  
 

 Bank reconciliations for Dec 31st for General, Gaming & Poppy accounts.  
 

 Trial Balance for General, Gaming & Poppy.  
 

 Income Statement for General, Gaming & Poppy as per the pro-forma format.  
 

 Balance Sheet for General, Gaming & Poppy as per the pro-forma format.  
 

 Copy of T4 Summary.  
 

 T4 Summary to G/L Reconciliation  
 

 Capital Asset Schedule  
 

 Licensed Premise Gross Profit Schedule  
 

 Detailed list of donations made from General Funds  
 

 Detailed list of donations made from Gaming Funds  
 
Questions? Please call Emily Yuan at BC/Yukon Command at (604) 575-8840  
Or by email at emily.yuan@legionbcyukon.ca  
 
  



Page 3 
 

 
 

BC/YUKON COMMAND 
THE ROYAL CANADIAN LEGION 

INTERNAL AUDIT CONTROL GUIDELINES 
 

In preparing these IAC Guidelines, the Branch Advisory Committee had input from professional 
auditors and chartered accountants. The IAC Guidelines are not intended to fully comply with all 
of the standards and practices of the CICA Handbook. At our Branch Advisory workshops these 
last few years we have received numerous requests to provide some form of guidance to help 
members elect to Audit Committees, but who have no background or training in accounting 
procedures.  
 
If your Branch has an internal Audit committee and they use the IAC Guidelines, we will be 
interested in receiving comments and suggestions on how the Guidelines can be improved.  
 
Your Internal Audit committee must actually set eyes on the documents and processes noted in 
this process before they sign off on the audit as complete. They are responsible for seeing proof 
that it is done.  
 
 

WHAT MAKES AN AUDIT COMMITTEE SUCCESSFUL 
 
 
Normally it is comprised of three to five members. The general by-laws state that the audit 
committee need not be Chartered Accountants and may or may not be members of the Branch, 
but shall not be members of the executive committee for the current year or the year being 
audited. Branch employees may not sit on the audit committee. The general body can appoint 
the audit committee.  
 

1. Accept and understand responsibility 
a. Have financial backgrounds (not all members) 
b. Ask penetrating questions 

 
2. Hold meetings that are well planned 

a. Meet as often as necessary to complete audit 
b. Discuss planning and scope of audit 
c. Discuss audit results  

 
3. Have a Chairman who takes the position seriously 

a. Coordinates activities with Executive Officer  
 

4. Report to Annual General Meeting. Discuss audit report with the Executive before the 
general meeting.  

 
5. Understand the importance of finance and accounting and the role of the internal auditor.  

 
6. Expect high levels of performance from both the staff and Elected Officer responsible for 

finances. 
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INTERNAL CONTROL CHECKLIST 
Instructions:  
 

1. This control checklist is designed for use by an elected internal Audit Committee. It is 
designed to form the basis for transaction testing. It does not replace the need to verify at 
least a sample of underlying transactions.  

 
2. The checklist is not intended to be used for the purpose of a detailed review of a 

complicated system of internal controls.  
 

3. The objective of the checklist is to enable the elected Audit Committee to assess whether 
the Branch maintains at least minimum standards of internal control. The efficiency of the 
internal control in these situations depends largely on the extent of direct involvement by 
the Executive on the day-to-day management of the business. Therefore, it is essential to 
determine the Branch Executive’s involvement in each major system. (see last question in 
each section.)  

 
4. NOTE THAT INTERNAL CONTROL FOR SMALL BRANCHES IS OFTEN WEAKER 

AND LESS RELIABLE THAN FOR LARGER BRANCHES. EXPANSION OF AUDIT 
PROCEDURES MAY BE NECESSARY.  

 
5. The Internal Audit Committee must be provided with all bank reconciliations for the year 

for all bank accounts. The internal audit committee will compare the monthly bank 
reconciliation to the monthly general ledger balance for the bank. The two amounts 
should be the same.  

 
6. The internal audit committee should sample one cash float and test that it balances.  

 
7. The internal audit committee will check that all furniture, equipment purchased - that they 

have seen the invoices and the minutes that approved all purchases.  
 

8. The internal audit committee will review all payables. They will look at January and 
February of the New Year to be sure that any bills paid in these months but which belong 
to the previous year being audited are included in the accounts payable.  

 
9. The internal audit committee must compare total gross wages to the T4's prepared. The 

internal audit committee must be given a T4 reconciliation and the payroll records and 
check that all wages have been t4'd.  

 
10. The internal audit committee must check that the GST and PST is being charged on the 

correct items. Double check the formulas if it is done via Excel spreadsheets. Internal 
auditors have caught the mistakes in these calculations. If the mistake is done one month 
- it is easy for the mistake to be repeated as the formulas get copied.  
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Management Check List 
 
The Check List is concerned essentially with basic issues of management and policies. The 
Management Check List is to aid by asking the type of questions that will jolt the Executive into 
the realization of the need for attention to broader issues.  
 
These question which, based on knowledge of the Branch’s weaknesses, are likely to have the 
greatest impact.  
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Evaluation of Internal Control – Summary 
 
Summarize major weaknesses in internal control, offsetting alternative strong control (such as 
direct involvement of Executives) and changes in normal audit programs (scope, timing, etc.) if 
no offsetting control exists. 
 
The weaknesses noted below should be reviewed with the Executive and should form the basis 
of a management letter if this is required in the circumstances. A management Letter is to give 
guidance on where the controls can be improved. 
 

System (Receipts, 
Disbursements, etc.) 

Description of 
Weakness 

Offsetting 
Controls 

Audit Program Step(s) 
and related scope 

reflecting increase in 
procedures of change in 

timing 

    

    

    

    

    

    

    

    

    

 
 
Prepared by: ___________________ 
 
Date: _________________________ 
 
Reviewed by: ___________________ 
 
Date: __________________________ 
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Internal Control Questionnaire 
 
Note: ALL NEGATIVE RESPONSES MUST BE SUPPLEMENTED WITH EXPLANATION AND 
SPECIFIC EXAMPLES 
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EXPLANATORY NOTES 
 
Explanatory notes are to be attached and form part of this questionnaire.  
 

INTERNAL AUDIT CERTIFICATION 
 
Note there are two types of Audit Certification – one if you have your Statements prepared by an 
external Accounting firm that provides a Review Engagement or a Notice to Reader. The second 
is if there was no external accounting and the financials were prepared in-house. Choose the 
right Audit Certification for your Branch.   
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INTERNAL AUDIT CERTIFICATION 
FOR BRANCHES WITH FINANCIAL STATEMENTS PREPARED BY EXTERNAL ACCOUNTANT(S) 

 
We the undersigned ________________________________, appointed by the membership at  

the general meeting on _____________________ to conduct the annual internal audit of the  

Branch, do hereby attest and declare that we have completed the audit in accordance with these  

guidelines and that we have conducted sufficient tests of those INTERNAL ACCOUNTING 

CONTROLS which are susceptible to testing to satisfy ourselves that the financial statements for 

the period January 1, _______ to December 31, _________ present fairly and reasonably the 

financial position of the Branch.  

To support the internal audit, we have conducted our working papers and Explanatory Notes will 

be attached to the financial statement for submission to BC/Yukon Command.  

Place: __________________________  
 
Date: ___________________________  
 
Internal Audit Committee Chairman  
 
 
______________________________  
 
 
Committee Members  
 
_____________________________  
 
_____________________________ 
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INTERNAL AUDIT CERTIFICATION  

FOR BRANCHES WITH IN-HOUSE FINANCIAL STATEMENTS 

  

We the undersigned  ________________________________, appointed by the membership at the 

general meeting on _____________________ to conduct the annual internal audit of the Branch, do 

hereby attest and declare that we have completed the audit in accordance with these guidelines and 

that we have conducted THE FOLLOWING tests of those accounting records   which are susceptible to 

testing to satisfy ourselves that the financial statements for the period January 1, _______ to December 

31, _________ present fairly and reasonably the financial position of the Branch. 

 

The minimum testing that we have completed is the following: 

· We agree that the branch bank reconciliations equal the bank amounts on the balance sheet 

· We agree that the inventory worksheets and costs for alcohol, break open tickets and regalia agree to the 
inventory amounts on the balance sheet. 

· We agree that the list of accounts payable provided to us equals the amount of the accounts payable on 
the balance sheet 

· We agree that the early bird membership collected during the period of September to December is shown 
on the balance sheet as a deferred liability 

· We agree that the early bird per capita paid to Dominion Command during the period of September to 
December is shown on the balance sheet as a prepaid expense 

· We agree that we have been given a copy of the general ledger for our review 

To support the internal audit we have conducted our working papers and Explanatory Notes will be 

attached to the financial statement for submission to BC/Yukon Command. 

 

As required by BC/Yukon Command This package includes all the items listen on page 2 of this document. 
 

Place: __________________________      Date: ___________________________ 
 

Internal Audit Committee Chairman                                      

 ______________________________ 
 
 

Committee Members          _______________________                 _______________________                 

 


