ITE Western District Tax and Audit Consultant
Roles and Responsibilities

The ITE Western District Tax and Audit consultant prepares the District’s annual IRS tax filing, audits the accounting records and practices of the District and its Annual Meeting Local Arrangements committee and provides general advice regarding the District’s accounting procedures, financial practices and fiscal policies (e.g. financial accounts, reserves, endowments, insurance, …).
Organization:  The Tax and Audit Consultant is approved by the ITE Western District Board and reports to the Secretary-Treasurer and the District Administrator.  Once selected, the Tax and Audit Consultant may serve the District as long as performance is deemed adequate and necessary.  The District Administrator participates in the selection and normally will locate a consultant near where they work/live to allow for personal communication between the District and the consultant.
Requirements:  The Tax and Audit Consultant shall be able to accept and work with Quicken accounting software.  Western District officers and the Annual Meeting LAC finance chair maintain a record of all income and expenses over the course of the year in Quicken, including assignment of accounting codes.
Funding:  The Tax and Audit Consultant will submit an annual budget to the Secretary Treasurer and will invoice for time spent on the Western District account.  Costs and expenses incurred beyond the annual budget require prior authorization of the Board before incurring cost/expenses.

Responsibilities:
· Receive approved ITE Western District Annual Budget in July of each year.

· Prepare a listing of necessary materials to perform tax and audit role to Secretary Treasurer by the end of the Western District fiscal year (currently September 30)
· Following the end of the Western District fiscal year, prepare IRS tax filing for completion prior to the District’s Mid-Year Board Meeting the last week of January.
· Concurrently complete an audit of all the accounting records of the Western District and its Annual Meeting Local Arrangements Committee, along with input/directions/guidance as appropriate via a memo to the ITE Western District Board, by the Districts Mid-Year Board Meeting. 
· Update the annual actual income and expense summary Excel Spreadsheet for the Western District income and expenses.
· Prepare W-2 forms for paid positions in the Western District as appropriate
· Provide advice to Board once a year at its Annual Board Meeting (June/July/August) regarding accounting practices and financial status via a memo, as deemed appropriate.
· Provide occasional general financial/accounting support to the Western District, answering questions and providing input as appropriate (via email, phone or memo), including comments (if appropriate) on the draft Annual Budget prepared in June of each year.

Revised on 10-20-09 by JLG


