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District Council of Carpenters 

 

Policy & Procedure for Monthly Trustee Audits and Periodic Certifications 

 
POLICY 

 

District Council Trustees have a fiduciary duty to ensure that money and property belonging to 

the union is used solely for the benefit of the organization and its members.  At least monthly, 

Trustees are required to audit all books and accounts held by the District Council and report to 

the Council Delegate body and the Council Audit Committee.  In addition to other duties the 

Council may require, Trustees are required to: 

• Review a log of bills provided by the EST or his/her designee (including supporting 

receipts, invoices, etc. demonstrating that services were performed/items received) 

together with summary report from EST explaining the need for the expenditures. 

 

• After reviewing the log of bills and supporting materials, the Trustees must provide a 

summary to the Council Delegate body along with a recommendation on whether the 

expenditures should be approved. 

 

• With the assistance of the District Council’s Chief Accountant, audit all receipts and 

accounts of any other person authorized to collect funds on behalf of the District Council. 

 

• Submit a monthly report to the Audit Committee regarding the expenditures of the 

District Council, including but not limited to, a representation asserting whether all 

expenditures approved and/or incurred are in accordance with the District Council’s 

Expense Policy and By-Laws. 

 

• Ensure that Executive Secretary Treasurer (“EST”) salary is not increased or decreased 

by more than 10% in any fiscal year and that fringe benefits provided to the EST do not 

go beyond those afforded to members under the collective bargaining agreement covering 

the greatest number of members 

 

• Ensure that all money paid to the District Council is deposited in the name of the District 

Council in accounts designated by the Executive Committee. 

 

• Review and adopt (or reject) quarterly financial reports provided to each local union by 

the EST and certified by the Audit Committee. 

 

• Ensure that the EST furnishes each local union with an approved copy of the minutes of 

each District Council meeting. 
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• Periodically (at least annually) audit reports prepared by certified or registered public 

accountants retained by the District Council, compare them with the Trustees’ audits, and 

report their conclusions to the Council Delegate Body in writing. 

Trustees must be fair and objective when performing their duties on behalf of the District 

Council.  Trustees must not allow personal bias or personal motivations to interfere with their 

duties and must disclose and seek guidance whenever they have, or if it may be perceived by 

others that they have, a conflict of interest.  Trustees must seek guidance from the EST, the 

District Council Executive Committee or the Chief Compliance Officer whenever they have an 

actual conflict of interest or may be perceived by others to have a conflict of interest. 

Procedures 

I. Ongoing Review and Recommendations to Approve District Council  

Expenditures 
 

Before any payment for goods and services in excess of $200 can be made, the District Council 

is required to provide the Trustees with a log of each such expenditure together with supporting 

documentation (including supporting receipts, invoices, etc. demonstrating that services were 

performed/items received).  The Trustees are required to promptly review the log and supporting 

materials to determine whether the goods and services have been or are being obtained in 

accordance with the By-Laws.  If the Trustees determine that applicable rules were followed in 

connection with the goods and services obtained or sought to be obtained, they shall recommend 

to the Delegate Body that the expenditures be approved.  With respect to recurring expenditures 

(e.g., rent, utilities, telephones, automobiles, office supplies), the Trustees are entitled to 

recommend approval if the expenditures fall within a six-month range provided by the District 

Council’s Chief Accountant.  For purposes of these procedures, expenditures do not include 

salaries of District Council employees. 

 

The following procedures will be followed in connection with the Trustees’ ongoing review and 

recommendations to approve District Council expenditures: 

 

The Trustees may request that the District Council Chief Accountant prepare an itemized list of 

recurring payments for goods and services together with a six-month range for each such 

payment.  Any itemized list provided should be updated every six months. 

 

The District Council will develop a procedure for providing the Trustees with an electronic log 

of goods and services sought to be obtained together with documentation justifying the need for 

the expenditure: 

 

a. The Trustees will promptly review the log and supporting documentation and 

determine whether it is appropriate to recommend approval of the expenditure. 

 

b. The Trustees will promptly advise the Chief Accountant and the Director of 

Operations by email if they will not recommend approval of an expenditure.  If a 
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trustee will not recommend approval of a particular expenditure, he/she will 

advise the Chief Accountant and the Director or Operations in detail of the basis 

for withholding the recommendation. 

 

c. The Chief Accountant will maintain a record of expenditures sought to be made 

for each calendar month. In addition to information concerning the payee, purpose 

and amount of the payment, the records maintained by the Chief Accountant  will 

indicate whether the trustees have recommended approval of the payment and, if 

not, their basis for not doing so.  

 

d. The Trustees will prepare reports to the Delegate Body summarizing the 

expenditures sought to be made and whether they recommend approval of those 

expenditures.  

 

 

II. Monthly Audit and Reporting Duties 

 
On a monthly basis, the Trustees must perform an audit of the financial books and records of the 

District Council that includes the following actions: 

 

1. Trace cancelled checks to the bank statements and disbursements journal. 

2.  Scan the disbursements journal and record unusual entries.  

3.  Confirm that receipts from all sources have been properly recorded and deposited. 

4.  Identify all bank accounts, verify their ending balances, and review withdrawals and 

transfers. 

5. Inventory real property owned by the District Council. 

6. Confirm that the LM annual financial report for the latest completed fiscal year was filed 

on time.  

7. Determine whether financial records were properly maintained. 

8. Ensure that all officers and employees who handle funds are adequately bonded. 

9. Confirm that no officer or employee received an unapproved loan or was loaned more 

than $2,000 by the District Council.  

 

Upon completion of the monthly audit, the Trustees will submit to the Council Delegate Body 

and the Audit Committee a written summary of the expenditures that were made, the audit they 

undertook, any exceptions or outstanding issues they have noted and their representation as to 

whether the expenditures were incurred in accordance with the District Council By-Laws and 

Expense Policy, and whether the expenditures should be approved by the Council Delegate 

Body.  This report may be combined with the report summarizing monthly expenditures. 
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Action Step 1: Trace cancelled checks to the bank statements and 

disbursement journals 

By completing this step Trustees should be able to confirm the reliability and completeness of the 

District Council’s disbursements records. 

1. Obtain the bank statements and corresponding cancelled checks for prior month period.  

2. Locate the cancelled checks for each of the entries on the bank statements. Make a list of 

any check numbers and amounts appearing on the bank statements for which you cannot 

find a cancelled check.  

3. Compare the amounts on each cancelled check with the corresponding entries on the 

bank statements. Make sure that the amounts on the cancelled checks are the same as on 

the bank statements. Watch for amounts which may have been changed after the checks 

were returned from the bank.  

4. Compare the information on these checks with the corresponding entries in the District 

Council’s disbursements journal. Make sure that the payee, the amount, the date, and the 

purpose on each cancelled check are properly recorded in the journal. Look for any 

discrepancies between the journal entries and the checks. Examine the endorsements on 

checks, making sure they match the payees on the front of the checks. 

If no discrepancies are noted during Action Step 1, proceed to the next step. However, if the 

Trustees find any questionable items or have some areas of concern, seek additional information 

from the Chief Accountant or another appropriate District Council representative. 

 

Action Step 2: Scan the Disbursements Journal and Record Unusual Entries 

By completing this step Trustees should be able to determine whether the checks issued from the 

District Council’s bank account were for legitimate union purposes. Trustees will be guided in 

this task by information gained through their review of monthly expenditures outlined in Section 

I above. 

Review the disbursements journal for the prior month period focusing on the type and frequency 

of disbursements. Make a list of any entries which appear to be questionable or out of the 

ordinary, such as: 

o checks for unusually large amounts 

o checks for unapproved purposes 

o large checks to unapproved payees 
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o checks payable to cash 

o checks where no purpose is recorded 

o checks written out of sequence  

o checks identified as loans 

If the Trustees detect or suspect a problem in District Council’s records or a possible misuse of 

District Council funds, contact the Executive Secretary Treasurer, the Director of Operations, the 

District Council Executive Committee, the Office of the Inspector General orthe Chief 

Compliance Officer. 

 

Action Step 3: Confirm That Receipts from All Sources Have Been Properly 

Recorded and Deposited 

By completing this step Trustees should be able to determine whether monies coming into the 

District Council have been properly recorded in the District Council’s receipts records and 

deposited into the appropriate bank accounts. 

1. Review the receipts journal for the prior month period. Look for the type and frequency 

of money coming into the District Council, such as proceeds from:  

 

• Work Assessments 

• Per Capita Tax 

• Civil Service Dues, and 

• Fines and Penalties 

 

2. Make sure the amounts and frequency of these entries seem appropriate. 

 

3. Trace the receipts from the union’s receipts journal to the corresponding entries on the 

union’s bank statement.  

 

4. Reconcile total receipts entered in the District Council’s receipts records for the period 

under review with the total deposits shown on the District Council’s bank statements for 

the period. This will further verify the accuracy of the entries recorded in the District 

Council’s receipts records. 

 

5. The Chief Accountant will promptly notify the Trustees whenever a bank account is 

opened in the name of the District Council or if an existing account is closed. 

Make a list of any receipts that appear to be out of the ordinary, such as recurring receipts that 

cease for no apparent reason, receipts from unusual sources, receipts where no source is 

identified, and receipts for unusual purposes or amounts. Examine supporting documents to 
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confirm that all such receipts have been properly recorded and deposited into your union’s bank 

account. 

 

Action Step 4: Identify All Bank Accounts, Verify Their Ending Balances, and 

Review Withdrawals/Transfers 

By completing this step Trustees should be able to identify the bank accounts maintained by the 

District Council, determine the total amount of money in these accounts, and verify that 

withdrawals from these accounts were used for legitimate union purposes. 

1. Obtain and verify a list of the name, location, type of account, and account number for 

each of the District Council’s bank accounts.  

 

2. Determine what happened to the proceeds from any accounts closed during the review 

period.  

 

3. Determine whether the initial deposit into any new accounts opened during the review 

period can be traced from one of the District Council’s other bank accounts.  

 

4. Determine that all withdrawals from the District Council’s savings, money market, or 

certificate of deposit accounts during the review period were used for legitimate union 

purposes. 

 

Action Step 5:  Confirm That the LM Annual Financial Report for the Latest 

Completed Fiscal Year Was Filed on Time  

The LMRDA requires the District Council to submit an annual financial report (an LM -2 

report) to OLMS within 90 days after the end of its fiscal year.  

1. Locate the District Council’s LM-2 report for the latest completed fiscal year. 

 

2. Determine whether the report was filed on time, and if not, remind the principal financial 

officers that it must be filed on time in the future. 

 

3. If the LM report for the latest completed fiscal year was not filed, advise the principal 

financial officers to complete and submit the report to OLMS as soon as possible. 
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Action Step 6: Determine Whether Financial Records Were Properly 

Maintained 

The LMRDA requires unions to keep financial records for five years after the applicable LM 

reports are filed which are sufficient to clarify or verify the information shown on these reports. 

1. Make a list of any significant financial records which you identified during Action Steps 

1-6 that were not maintained by the District Council, such as bank statements, bills, 

vouchers, and invoices. 

 

2.  Make sufficient inquiry of the Chief Accountant and/or other District Council 

representatives to obtain an adequate explanation for missing records.  Document the 

explanation and by whom it was provided. 

 

3. If necessary, advise the principal officers of the District Council that the LMRDA 

requires that financial records must be maintained for a period of at least five years. 

Document in writing the advice and to whom it was provided. 

 

Action Step 7: Ensure That All Officers and Employees Who Handle Funds 

Are Adequately Bonded 

The LMRDA requires the District Council to secure a bond for the lesser of $500,000 or an 

amount that is 10% of the receipts and assets handled by union officers and employees during 

the prior fiscal year to ensure against losses resulting from fraudulent or dishonest acts. The 

District Council should have a bonding certificate, or other proof of bonding, which indicates 

the total amount recoverable if a loss of union funds occurs.  

1. Verify that the District Council is covered by a current bond.  

 

2. Confirm that the amount of the bonding coverage is $500,000 or 10% of the receipts and 

assets handled during the prior fiscal year. 

 

3. Confirm that all required District Council officers and employers are covered by the 

bond. 
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Action Step 8: Confirm That No Loans have been made using Union Funds 

1. Determine whether any loans have been made by the District Council to any officer, 

employee, individual or entity.  

 

2. If a loan has been made, immediately advise the Executive Secretary-Treasurer, the 

Executive Committee, the Inspector General and the Chief Compliance Officer. 

 

3. Require an action plan from the appropriate District Council Officer, employee, 

individual or entity setting forth a definite and finite time period within which the loan 

must be repaid. 
 

 

Action Step 9:  Determine Whether the Executive Secretary Treasurer has 

Furnished Each Local Union with an Approved Copy of the 

Minutes of Each Delegate Body Meeting  

 
The District Council By-Laws require that the Executive Secretary Treasurer provide each local 

union with a full and correct copy of the minutes of each District Council Meeting.  As part of its 

monthly review, the Trustees should obtain a copy of the approved minutes of all Delegate Body 

meetings held in the previous month together with a documentation demonstrating that the EST 

has furnished a copy of the same to each local union. 

 

Action Step 10: Prepare a Written Report for Submission to the Council 

Delegate Body and the Audit Committee 

After completing Action Steps 1-10 above, the Trustees should be in a position to certify the 

following to the Council Delegate Body and the Audit Committee in a monthly written report: 

1. The District Council’s disbursements were accurately reflected in the records and made 

for legitimate purposes.  

 

2. The District Council’s receipts were accurately reflected in the records and deposited to 

your union’s bank accounts.  

 

3. The District Council’s assets were properly accounted for.  

 

4. The District Council appears to be complying with the LMRDA’s provisions for financial 

reporting, recordkeeping, bonding, and loans.  
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5. The District Council appears to be using good internal financial controls to safeguard its 

assets.  

 

6. The union appears to be complying with the financial practices and procedures required 

by the By-Laws and the District Council Expense Policy. 

 

To the extent that the Trustees identify any exceptions during their review or cannot certify the 

accuracy of any of the above statements, the exceptions should be discussed fully in the monthly 

report along with to whom the exceptions were reported and the agreed plan of remediation. 

 

III. Quarterly Reporting Duties 

The Trustees must review each quarterly financial report provided to the local unions by the 

Executive Secretary Treasurer that is certified by the Audit Committee and either: 

1. Adopt the report, or 

2. Reject all or any portion of the report. 

If the Trustees reject all or any portion of a quarterly report, they must set forth in writing (1) 

detailed reasons for the rejection and (2) to whom the Trustees have reported the rejection.  

IV. Other Reporting Duties 

The Trustees must examine all periodic audit reports prepared by a certified or registered public 

accountant retained by the District Council and to compare them with the Trustees’ audits and 

report their conclusions in writing to the Council Delegate Body either: 

1. Adopting the audit report, or 

2. Rejecting all or any portion of the audit report. 

If the Trustees reject all or any portion of an audit report, they must set forth in writing (1) 

detailed reasons for the rejection and (2) to whom the Trustees have reported the rejection. 

V. Annual Budgeting Process 

Pursuant to Section 12 (B) of the By-Laws, the Trustees will consult with the Chief Accountant 

and the Executive Committee in preparation of the District Council’s annual budget.   

1. The Chief Accountant will establish a process for briefing the Trustees on the budgeting 

process and responding to their inquiries regarding the same. 
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2. The Trustees will be entitled to attend the portion of any meeting of the Executive 

Committee regarding the preparation and approval of the annual budget and will be 

entitled to have a voice, but no vote, at such meetings. 

3. The Executive Committee will develop a process to ensure that the Trustees have 

sufficient advance notice of meetings where the annual budget will be discussed and are 

provided with information that will be considered at those meeting sufficiently in 

advance of those meetings to allow their preparation. 

**** 
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