Minutes/Notes of Finance Committee Meeting of 



 Wing
Date of Meeting: 





Location: 




 (if by teleconference, so state)

Persons attending: 

	Name (print)
	Title 
	Signature

	1.
	Chair/
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	


Routine/Recurring Business: (items that must be discussed/approved at least quarterly)

	1.  Approve previous finance committee meeting minutes

	2.  Review Balance Sheet noting cash account balances, accounts receivable and accounts payable balances

	3.  Review Profit and Loss Report

	4.  Review last quarter’s Internal Financial Review.  Schedule current quarter’s review.

	5.  Review Budget to Actual Report

	6.  Review A/R Aging Detail Report

	7.  Review A/P Aging Detail Report

	8.  Review old outstanding checks and follow up with the vendors for those over 3 months old

	9.  Review old outstanding deposits and investigate those that are before the 27th of the month being reconciled

	

	


Old Business from 



 (date):

	

	


New Business/Other matters considered:

	

	

	

	


Next meeting will be held on 



 (date & time) at 



 (location).

Recorder:

(Print name and grade)



(Recorder’s Signature)

(Attach additional sheets as needed)

