
LOS ANGELES CITY ETHICS COMMISSION 
 

2009 AUDIT CYCLE QUESTIONNAIRE 
 
 
 

CANDIDATE:          
 
COMMITTEE:    
 
COMMITTEE TREASURER:   
 
     
 

1. Where were the campaign records located? 
 
 
 
 
2. Who prepared the Committee's campaign statements?  
 
  
 
 
3. What other types of bank accounts did the Committee have, besides the campaign checking 

account, (e.g. money markets, certificate of deposits, etc.)?  
 
 
 
 
4. How frequently did the Committee reconcile its books?  Briefly explain who completed the 

reconciliation and what procedures were used. 
 
 
 
 
5. Who had access to campaign disbursement checks and bank records?  
 
 
 
 
 
6. What procedures were used to ensure that campaign funds were disbursed properly and only 

for campaign related purposes? 
 
 
 



Audit Questionnaire 
Committee Name:  
 

 

 

7. Were the Candidate and Treasurer the only individuals authorized to approve expenditures 
and make payments?  If no, list the other individuals authorized to have these functions. 

 
 
 
 
8. Describe how contributions were processed when received by the Committee through the 

mail, at fundraiser and etc.  Who had access to the contributions prior to deposit? 
 
 
 
 
9. How and what type of documentation did the Committee maintain in its records for each of 

the following? 
 

a. Monetary contributions. 
 
 
 
b. Non-monetary contributions. 
 
 
 
c. Loans received. 

 
 
 
d. Cash contributions. 

 
 
 
e. Anonymous contributions. 

 
 
 
f. Matching funds contributions. 

 
 
 
 
10. How were contributors information maintained and what procedures were used to obtain 

missing information? 
 
 
 



Audit Questionnaire 
Committee Name:  
 

 

 

11. What date was used as the receipt date for contributions?  Where was this information 
recorded? 

 
 
 
 
12. What procedures or methods were used in determining or computing the following? 
 

 a. "Cumulative to date (calendar year)" totals for contributions. 
 
 
 
 b. "Cumulative to date other" totals for contributions (only required in special elections). 
 
 
 
 c. Aggregation of contributions from related persons. 
 
 
 
 d. Contributions from lobbyists/lobbying firms. 
 
 
 
13. How were items identified in the Electronic Desk Review reports handled? 
 
  
 
 
14. How did the committee maintain records relating to expenditures for each of the following? 
 

a. Disbursements. 
 
 
 
b. Accrued expenditures. 

 
 
 

c. Loan(s) made to other. 
 
 
 
d. Credit card expenditures and payments. 
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Committee Name:  
 

 

 

e. Petty cash. 
 
 
 
f. Check registers or journals. 

 
 
 
15. Did the Candidate/Committee enter into any contractual agreements for goods and services? 

 If yes, who were the vendors and were copies of the contracts maintained? 
 
 
 
 
16. Did the Committee acquire any physical assets?  (Please list them). 
 
 
 
 
17. What happened to these assets after the election? 
 
 
 
 
18. Did the Committee, during the election period, conduct any special fundraising events such 

as auctions, art sales, etc.? 
 
 
 
 
19. Did any unusual circumstances arise during these events, such as problem with obtaining 

contributor information, valuation of auction and/or sale items, etc.? 
 
 
 
 
20. What vendors were involved in the design, production and distribution of campaign 

literature? 
 
 
 
 
21. What method(s) was used to distribute campaign literature? 
 
 



Audit Questionnaire 
Committee Name:  
 

 

 

22. For each mass mailing, did the Committee maintain supporting documentation and 
information such the quantity, date and method of mailing in its records? 

 
 
 
 
23. Who was responsible for ensuring that the City Ethics Commission was provided with a 

copy of each mass mailing electronically? 
 
 
 
 
 
24. Did the Committee incur any expenditure for goods and services relating to electronic or 

facsimile transmissions, such as telephone calls, faxed messages, e-mails and etc., or for 
radio or television advertisements?   If yes, were copies of scripts and recordings maintained 
and what vendors were involved in these activities? 

 
 
 
 
 
25.  Did the Committee contract with a lobbyist, lobbying firm, or lobbyist employer to engage 

in fundraising activities?  If yes, were records maintained detailing any contributions that 
result from the lobbying entity’s fundraising activities? 

 
 
 
 
 
 
 
26. Were there any unusual circumstances, occurrences or other pertinent issues during the 

campaign that should be explained prior to the start of the audit?  (Other than those covered 
by the preceding questions). 

 
 
 
 
 
Completed by: _______________________________________________________ 
 Name(s) & Title(s) 
 
 _______________________________________________________ 
 Signature(s)      Date 


