Division of Economic Opportunity

Internal Control Questionnaire

(Prepared at least once every three years).

Grantee Name:  ________________________________________________________________

Contact Person and Title:  ________________________________________________________

Does the grantee have a fiscal manual?






Y / N

How current is the manual?  ______________________________________________________

I.
Cash Management/General

A.
How frequently is cash requested? ____________ According to the grant agreement, expenditures are to be reported by the 15th day of each month.  How frequently are expenses reported?  _______________________


If less frequently than monthly, please explain why? _____________________________


________________________________________________________________________

B.
List all grantee funds (programs and grants) and note the bank name and account number of the bank account maintained by each fund.  (List all funds.)



    Fund Name


   Bank Name


        Account #



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________



______________
_________________________
_________________

(Use reverse side if additional fund listing is necessary.)

C.
Are payable and/or payroll disbursements made from individual bank accounts or is a centralized clearing account used? ______________________



Centralized Clearing Account:



              Account #




Bank Name



________________________
__________________________________

D. Does the grantee have all funds that exceed FDIC coverage 

collaterally secured? 








Y / N
If no, how do you propose to secure cash balances exceeding $100,000:  ________________________________________________________________________________________________________________________________________________________________________________________________________________________

II.
Cash Management/Receipts - D-F are required by OMB Circular A-110 Attachment A, paragraph 4.
A. Are all cash receipts entered into a check/mail log, by two or more persons 

having no access to cash receipts or accounts receivable, indicating date

received, sources of funds, grant or fund receiving, and amount? 


Y / N

Who are the individuals and what title do they hold? ________________________________________________________________________________________________________________________________________________ 

B. Are all checks restrictively endorsed “For Deposit Only” by the individual who opens the mail?










Y / N
Who opens the mail and what title do they hold?  ________________________________________________________________________

C. Is a deposit slip completed in duplicate? 





Y / N
Who prepares the deposit slip and what title do they hold?

________________________________________________________________________

D. Is documentation for all receipts including copy of check, remittance letter, voucher, etc. attached to the duplicate deposit slip and filed by month by grant? 
Y / N
E. Is the validated deposit receipt filed in a convenient file location for ready access to monitors or auditors? 








Y / N
F. Are all receipts (currency and checks) deposited intact, on a daily basis? 

Y / N
G. Does a grantee employee (other than the person who prepares the deposit slip) make the bank deposit?









Y / N
If no, explain:  ________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

H. Upon receipt of the validated deposit slip, an entry to record the receipts in the General Ledger or Cash Receipts Journal should be made on a timely basis.  How soon is the entry generally made? _____________________________________________________

I. Do adequate physical controls exist over cash receipts from time of mail opening until time of bank deposit? 








Y / N
Explain the controls that exist._______________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

J. Does the grantee maintain its books on a cash or accrual basis?               cash / accrual

K. Does the grantee maintain a cash control ledger (or other system) 

that reflects cash receipts, disbursements and cash balances by fund 

(program) on a current (daily) basis? 






Y / N
If no, how does the grantee know that cash is being effectively managed? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

L. Are written cash receipts procedures covered in the fiscal manual?  

Y / N



III.
Cash Management/Disbursements

A. Are all checks/checkbooks maintained under appropriate security to prevent unauthorized use?










Y / N 

B. Are all checks pre-numbered and used in sequence?




Y / N
If no, explain. ____________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C. How are voided checks handled?  Explain. _____________________________________

________________________________________________________________________

________________________________________________________________________________________________________________________________________________

D. If a mechanical check signer is used, how is it safeguarded against unauthorized use?  Explain._________________________________________________________________________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

E. For manually signed checks, how many signatures are required? ____________________

F. Please provide the following:

1. Does the governing board annually authorize all bank accounts and 

check signers? 








Y / N

Name the authorized check signers.

Name




Title/Capacity

______________________________
_____________________________

______________________________
_____________________________

______________________________
_____________________________

______________________________
_____________________________

______________________________
_____________________________

2. Are employees handling cash bonded? 





Y / N
3. Have dollar limits been established for one-signature checks? 


Y / N
What is the limit?  _____________________________________________________

G. Does the grantee prohibit drawing checks payable to cash? 



Y / N
H. Does the grantee prohibit pre-signing of checks? 




Y / N 

I. Are written disbursement procedures in the fiscal manual? 



Y / N
J. Are checks prepared by specific employees who are independent of voucher/invoice approval? 









Y / N
K. Does the fiscal officer review all vouchers prior to checks being drawn?  

Y / N
L. Are all disbursements, except for petty cash, made by check? 


Y / N
M. Is the cashing of checks out of currency receipts prohibited? 


Y / N
N. Is supporting documentation required with the check when it is signed?

Y / N
O. Are the responsibilities for the approval to purchase, the actual procurement, the receiving verification and the payment disbursement adequately separated? 
Y / N 

Explain the separation.  ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

P. Are advances to employees allowed?






Y / N 

1. How are advances documented? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Who authorizes the advance?
__________________________________________________________________________________________________________________________________________

3. Is it a written authorization?






Y / N
4. What is the policy on prompt repayment? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Q. Are all supporting documentation (invoices) clearly cancelled (marked paid)?  
Y / N
R. Are procedures in place to pay only from an original invoice and not a vendor’s monthly statement or a copy of an invoice to prevent duplicate payment?  


Y / N
S. Is a bill ever paid before goods and/or services have been confirmed received? 
Y / N
Please explain:___________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________

S. Is the person preparing checks independent of purchasing, receiving and/or 

inventory functions? 








Y / N

Who prepares the checks and what title do they hold?   ___________________________
________________________________________________________________________


T. Are disbursements that require special approval of funding sources or the governing board properly documented? 







Y / N
How is the disbursement documented?  ________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

U. Does the grantee have a Fiscal Operations Manual that addresses at a minimum

 the areas discussed above?







Y / N


When was it last updated?  __________________________________________________

IV.
Cash Management/Petty Cash

A.
Does the agency maintain a petty cash system? 




Y / N
If yes, provide the following information:

1. The maximum amount of the petty cash fund is $___________________________?

2. Are routine bills ever paid from the fund? 




Y / N

Explain:  _____________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Are all disbursements well documented? 




Y / N
4. Is the fund reconciled and replenished monthly? 



Y / N
5. Are written petty cash procedures provided in fiscal manual?  


Y / N
V.
Cash Management/Bank Reconciliations

A.
Are all bank accounts reconciled each month? 




Y / N
B.
How soon are they reconciled after receipt of bank statements? _____________________

________________________________________________________________________

C.
Is the bank statement given unopened to the person doing the 

reconciliation?  








Y / N

Who opens the reconciliation and what title do they hold?  ​________________________
________________________________________________________________________

D.
Is the bank account reconciled by a person other than the person

primarily responsible for making deposits, writing checks and posting to the 

receipts and disbursement journal? 






Y / N
E.
Does the grantee’s system account for all check numbers? 



Y / N 

F.
Does the fiscal officer verify the reconciled bank balance to the general ledger cash account?  









Y / N
G.
Does the bank reconciliation include the following:

1. Examination of check dates, payees, amounts and endorsements? 

Y / N 

2. Comparison of checks to entries on the cash disbursement journal or 

check register? 








Y / N
3. Account for sequence of checks, including voided checks? 


Y / N
4. Itemize and follow-up of old outstanding checks? 



Y / N
5. Are post-dated checks, disputed items, unidentified receipts, NSF checks, 

charged back by banks, and similar items received and investigated 

by persons independent of the person preparing the deposits and posting of 

accounts receivable detail? 






Y / N

6. How frequently are these duties performed?  ________________________________
__________________________________________________________________________________________________________________________________________

H. Are written bank reconciliation procedures provided in the fiscal procedures 

manual?









Y / N 

I.
Are checks outstanding for over 60 days periodically investigated and if necessary, payment stopped and an entry made restoring such items to cash?  


Y / N Explain procedure:________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

VI.  Bookkeeping

A.
Do general journal entries require approval of the fiscal officer?  


Y / N
B.
Do general journal entries have appropriate supporting documentation?  

Y / N
C. Are the accounting records locked in a fireproof storage area at the end of 

each day? 









Y / N 

D.
When multiple funds/programs share a common bank account answer the following:


1. Is an expenditure by an “overdrawn” fund accompanied by a due to/due from 


entry? 









Y / N
2. Does the grantee prepare a monthly report to show amounts due to and due 


from various programs? 







Y / N
3. Is adequate follow-up maintained to assure inter-fund loan transfers are “repaid” as soon as possible and the original due to/due from entry is reversed? 

Y / N

What is the average repayment timeframe?  _________________________________
__________________________________________________________________________________________________________________________________________

E.
Are monthly financial statements for each grant/program prepared? 

Y / N
F.
Are all accounting records retained for at least three years beyond the acceptance of the audit for any given fiscal year?  






Y / N
G.
Is adequate documentation maintained and kept readily accessible to support transactions recorded in the accounting books and records? 




Y / N
H.
Does the accounting system provide for segregating corporate funds from grant programs  and other funds?








Y / N

I.
Does the accounting system provide for separate grants/programs or funds? 
Y / N 

VII.  Payroll/Personnel Policy


A.
Does the personnel policy and procedure manual contain the following: 

1. Pay rate schedules? 







Y / N
2. Job descriptions that clearly define duties? 




Y / N
3. Employee applications or resumes? 





Y / N
4. An organizational chart that illustrates segregation of duties and authority? 
Y / N
5. Controls for time and attendance reporting?  




Y / N
6. Staff travel and expense reimbursement? 




Y / N
7. Compensatory time-off in lieu of overtime? 




Y / N
8. Procedures for supervisory approval of overtime work and wages? 

Y / N
B.
Are all employees notified in writing of the organizations personnel policies and performance reviews? 







Y / N

C.
Are time cards/sheets or other monthly attendance records used signed by the 

employee?



  





Y / N
D.
Are all time cards/sheets reviewed and approved and signed by the employee’s immediate supervisor?  







Y / N
E. Are employee time records maintained to sufficient detail to allow for 

allocations or payroll costs? 







Y / N

Attach a copy of a completed timesheet.


Do the time card/sheets tie to:





1. Specific grants, contracts or cost reimbursement agreements? 


Y / N
2. By function?  (For example, by Program Management, Membership 

Development and Fund Raising.)  





Y / N
3. Unrelated business income activities and activities related to the organizations purpose? 









Y / N
F.
Is a written pay status form used? 






Y / N
G.
Are Federal and State W-4 forms obtained and/or updated as required? 

Y / N
H. When the payroll bank account is reconciled, are checks examined against 

payroll register to determine if any revisions have been made to amounts 

and/or payee, and that the endorsements are verified as authentic?  


Y / N




I.
Are the payroll checks:

1. Pre-numbered? 








Y / N
2. Used in sequence? 







Y / N
3. Distributed by someone other than the payroll preparer? 



Y / N
4. Contain detail of gross pay and deductions? 





Y / N
J.
Are IRS Form 1099s issued for each non-corporate contractor, consultant, 

auditor, etc. who earned over $600.00 in fees per year? 



Y / N
K.
Is approval for travel required before travel advances are issued? 



Y / N
L.
Do travel vouchers contain details of or purpose of trip? 



Y / N
M.
Are receipts attached for lodging, meals, parking, etc.? 



Y / N

N.
If the amount of travel advance exceeds the amount of the travel voucher, how does the grantee follow-up to assure the difference is promptly reimbursed?


________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


O.
Is the approved mileage rate within State guidelines? 



Y / N 

P.
Are employees’ travel advances charged to a G/L receivable account? 

Y / N
Q.
Is a detailed inventory/reconciliation of the travel advance account updated 

monthly? 









Y / N
S.
Have payroll taxes been paid on a timely basis? 




Y / N
T.
Have any fines or penalties been paid for late payment of payroll taxes?

Y / N



U.
Are old outstanding balances (90 days or more) investigated and cleared 

appropriately? 








Y / N
V. Are reconciliations prepared of gross and net pay amounts as shown on tax 

returns to total payroll on the payroll register and general ledger? 


Y / N





VIII.  Cash Analysis – (excess Cash)

A.
Over the past six months what has been the average time (from request to receipt) for cash requests? ____________________________________________________________


________________________________________________________________________________________________________________________________________________

B. Are “anticipated expense” accruals reasonable as to amount?  

Review prior accruals and compare to subsequent actual expenses on the GRS. 


________________________________________________________________________


________________________________________________________________________

C.
If the grantee uses an accounts payable system, are these payables routinely paid as soon as the related cash advance is received? 





Y / N
D.
At what point does the grantee require that cash be received in order to cover current disbursements?

1. Before processing invoices or payrolls? 





Y / N
2. Before writing checks? 


Y / N
3. Before releasing checks? 







Y / N
4. Not explicitly required? 







Y / N
If yes, explain:________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

E. Has anyone been assigned responsibility for monitoring or testing cash position

to ensure no excess cash is being maintained (other than the person preparing

the cash requests)? 








Y / N
IX.  Materials Inventory Management/Procurement – Purchasing

A.
The segregation of duties in purchase/inventory management is as follows:




     NAME/POSITION

           RESPONSIBILITY



_________________________________

Signs purchase orders



_________________________________

Maintains inventory records



_________________________________

Takes physical inventory



_________________________________

Reconciles physical count










with perpetual inventory

B. Are pre-numbered purchase orders used?





Y / N  


If not, how do you control? ________________________________________________________________________

C.
Is there a purchase order log kept? 






Y / N

If not, how do you maintain control over, expenditures, encumbrances, etc.? ________________________________________________________________________


________________________________________________________________________

D.
Is there adequate segregation of purchasing and receiving functions?

Y / N

If no, explain.____________________________________________________________


_______________________________________________________________________


E. Are vendor invoices reconciled to purchase orders as to prices, amounts, etc.?  
Y / N
If no, explain.____________________________________________________________

________________________________________________________________________________________________________________________________________________


F. Are invoices always checked for accuracy as to unit price, extensions, etc.?
 Y / N 


If no, explain.____________________________________________________________


________________________________________________________________________________________________________________________________________________

G.
Are inventories released from the storeroom only on the basis of written and properly approved requisitions? 







Y / N


If no, explain. ____________________________________________________________


________________________________________________________________________________________________________________________________________________

H.
Are perpetual inventory records maintained, both in dollars and in quantities, and periodically balanced to general ledger control accounts? 





Y / N


If no, explain. ____________________________________________________________


________________________________________________________________________________________________________________________________________________

X.  Property/Equipment Management:

A.
Are property/equipment records maintained on a current basis? 


Y / N


If no, explain. ____________________________________________________________


________________________________________________________________________


________________________________________________________________________

B. Have all property/equipment purchases and/or disposals had the prior written 

approval of the funding agency? 






Y / N


If no, explain.  ___________________________________________________________


________________________________________________________________________________________________________________________________________________

C. Have property/equipment bid-quotation requirements been met prior to 

purchase?









Y / N

If no, explain. ____________________________________________________________

________________________________________________________________________________________________________________________________________________

D.
Does the property/equipment inventory control listing contain the following:

1.  A description of the property? 






Y / N
2.  Model and serial number of the equipment? 




Y / N
3.  Source of funds (grant providing funding?) 




Y / N
4.  Whether title vests with grantor or grantee?




Y / N
5.  Acquisition date? 








Y / N
6.  Location, use, and condition of property? 




Y / N
7.  Acquisition cost? 








Y / N
8.
Ultimate disposition, method of establishment of fair market value at deposition and disposition of the proceeds from its disposal?  




Y / N
Explain fully:_________________________________________________________


__________________________________________________________________________________________________________________________________________

E.
Does the grantee undertake (at least bi-annually) a property/equipment review that includes the following:

1.
A physical inventory listing? 






Y / N
2.
All items tagged and/or identified by serial number? 



Y / N
3.
Are detailed property and equipment records/system (subsidiary 

ledger) reconciled to the general ledger periodically? 



Y / N
4.
Do items costing in excess of a specified amount require approval?

Y / N
What approval?  What amount?  _____________________________________________________________________

_____________________________________________________________________

F.
Are all equipment records retained for at least three years beyond the date of

disposition?  









Y / N
G.
If the agency sold any equipment purchased with grant funds, were the proceeds identified as program income and used for the current program? 


Y / N 

XI.
Close-out Confirmation/Verification

A.
Are reconciliations of closed-out grant financial reports to supporting accounting records prepared?









Y / N 

B.
Does the grant close-out financial match the audited financial statements?

Y / N

XII
Adherence to Cost Allocation Plan

A.
Does the agency have a DCEO approved plan in effect for the current calendar/fiscal year? 










Y / N
B.
Are cost allocation calculation work papers maintained for a period of at least three years after acceptance of the external audit? 





Y / N

C.
Using one month (randomly selected), evaluate all procedure allocation calculations.  Are the indirect costs being allocated according to the plan?



Y / N




 

D.
Has the cost allocation plan been updated since originally approved, to reflect significant increases or decreases in funding i.e., added or deleted grants? 


Y / N 

XIII.
Analysis of Vacation/Sick Leave Funding

A.
Does the agency have a written vacation/sick leave policy? 



Y / N

B.
Does the agency accrue for leaves earned but not taken, quarterly or no later than at the end of a grant year? 








Y / N
C.
Does the agency fund the above accrual? 





Y / N


If the answer is yes, are the funds kept in a separate bank account earning the highest possible rate of interest?  







Y / N
D. Are leave accruals calculated based upon the established current hourly

 
rate plus fringes? 








Y / N

F.
If the agency’s personnel policy allows for the carry-over of such leave, at what level (should be 100%) is the liability being funded? Explain: _______________________


____________________________________________________________________


____________________________________________________________________

G.
Are detailed records maintained of the liability for compensated absences (vacation pay) and are they regularly reconciled to the general ledger control accounts? 

Y / N
H.  Has accrued vacation payable, from closed out grants, been transferred to a current grant or fund?









Y / N

I.
Has a detailed inventory by employee been maintained? 



Y / N
XIV.
Analysis of Fixed Rate/Revolving Loan Programs

A. Does the agency maintain all CSGB loans in a separate general ledger 


account? 









Y / N

If the answer is yes, is a subsidiary ledger maintained that supports detailed loans receivable? 









Y / N
B. Does the agency maintain all CSBG loan repayments (cash) in a separate


bank account?









Y / N
C.
If the answer to B is no, does the agency provide strict accountability of the CSBG loan repayments in the common bank account? 





Y / N

D.
Does the agency maintain on-going monitoring for the following loan provision compliance areas:

1.
Hiring schedule compliance? 






Y / N
2.
Replacement of employees? 






Y / N
3.
Use of loan funds? 







Y / N
4.
Loan repayment? 








Y / N
E.
Does a review of individual loan files support the quarterly loan reports on hiring and financial status? 








Y / N

F.
Are the quarterly loan reports reconciled to the general ledger cash control account, loans receivable account? 








Y / N
G.
Are waivered-use authorizations maintained as a separate file and have proper accounting entries been made to the general ledger? 





Y / N
H.
Who prepares the quarterly CSBG loan reports?



Name ________________________________ Position ____________________

I.
Who pre-audits the quarterly CSBG loan report before it is sent to DCEO?  



Name ________________________________ Position ____________________

XV.
Insurance and Bonding

A.
Does the agency periodically review its various insurance needs with a professional agent/broker? 







Y / N

B.
Please list the dollar amount of coverage (if any) for the following risks:

1.
Space and content (fire and theft) 

$______________________

2.
Medical liability




$______________________

3.
Personal injury




$ ______________________

4.
Office contents (fire and theft)


$ ______________________

5.
Vehicle coverage:



One person




$ ______________________



Two or more people



$______________________



Comprehensive



$______________________

6.
Materials/equipment stored in



transit on agency vehicle


$ ______________________

7.
Workers’ Compensation



$ ______________________

8.
Fidelity bond coverage



$ ______________________

9.
Officers and Directors Liability


$ _____________________ 

XVI.
Computer Controls

A.
Is one employee assigned the responsibility for EDP security? 


Y / N
B.
Is terminal access control software used so that:

1.
Access is limited to specified persons? 





Y / N
2.
Individuals have access only to those programs or files that are necessary to perform their duties? 








Y / N
C.
If passwords are used to control terminal access:

1.
Are procedures established to determine that those passwords are confidential and unique? 









Y / N
2.
Are passwords changed at regular intervals? 




Y / N

3.
Are passwords promptly cancelled for terminated employees?

 
Y / N
C. Are there appropriate procedures for backup and storage of programs and 

data files? 









Y / N

E.
Is off-premises storage maintained for:

1.
Master files and transaction files sufficient to recreate the current master file? 
Y / N
2.
Systems, programs and related documentation? 




Y / N

Prepared by:____________________________________

_______________________

                             Accountant/Grant Manager


                  Date
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