Audit Chair Duties
Duties of the Audit Chair
Monthly
1. Attend Section Leadership Committee meeting as a voting member.

2. Attend general membership meetings.

Quarterly

1. Work with section treasurer to audit the section books on a quarterly basis.

Annually
1. In January, at the end of the fiscal year, coordinate an audit of section books with the section treasurer, including financial records and accounts, receipts and disbursements, etc.
2. Communicate audit results (process improvements) to section treasurer and chair.

3. Work with section leadership committee (SLC) to set goals/metrics to support the section’s management process as it relates to auditing responsibilities. 
4. Assist with preparation of budget estimates for the next fiscal year
As required

1. Communicate/report to the SLC activities performed, status of performance against goals/metric set, etc. for auditing responsibilities. 

2. Recommend necessary improvements to internal control elements. 
3. Advise the Section Leadership Committee on matters that relate to the section auditing process.
4. Uphold society bylaws, policies and procedures, and section operating agreement.
Transition to new chair

Equipment/physical assets to turn over:

1. None

Intangible assets to turn over:

1. None
Records to turn over:

1. Prior year audit report held by the section Treasurer

2. Audit information at ASQ National:

a. After the treasurer prepares the Annual Financial Report, the audit committee reviews and reconciles the report and all of the financial records. The signed audit certificate is sent to headquarters with the report by February 15 of the subsequent fiscal year.

Knowledge Transfer:

1. Outgoing chair to mentor the incoming audit chair during the period from March through May.

2. Incoming chair should review the information at http://asq.org/member-leader-community/key-tasks/auditing/index.html 

