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Comrnents
Action

(ByWho)
Action

(By When)
Completed

(Date)
Yes No

l. Financial

1"1 Bank reconciliation completed
for previous month? /
1.2 lnvoice folder cornpleted for
previous month?

IJ
1.3 All bank statements filed
correcfly (all accounts)?

f
E

1"4 Has VAT been reclairned? A*..,^*5r-:to)F RAR }'*:3
2. Payrolll$taff

?.1 Contracts of ernployment due
for review?

/n q'^)[-\ \'q)}
2.2 Payroll records up to date?

2.3 National lnsurance and PAYE
amployer's contributlons up to
date?

J
3. Minutes

3.1 Minutes for previous month
initialled, signed, dated and filed?
(lncluding council and committee
rninutes)?

i


