Interviewed: _________________________________ on ____/____/09 by __________
GENERAL FISCAL CONTROLS SUPPLEMENTAL QUESTIONNAIRE

1. Is accounting done:

Manually 

______

Automated
______

2. Is accounting done on a :

Cash Basis
______

Cost Basis
______

Accrual Basis
______

Other (specify)
______
_________________________________

3. Are the following financial records maintained:

General Journal 


_____

Cash Receipt Journal

_____

General Ledger


_____

Cash Disbursement Journal
_____

Payroll Ledger


_____

Cost Allocation Plan

_____

4. Does the agency receive more than one grant?  


YES


NO
      If YES, answer the following questions:

a. Does the agency maintain separate bank accounts? (Obtain a list of the Agency’s bank accounts.  See w/p __________  for the Agency’s bank accounts listing.)

YES


NO

b. How does the accounting system keep track of expenses for each grant?  How are DCSS WIA expenses separated from other program costs?
c. How does the agency ensure that the expenditures are allocated appropriately?

5. Are the WIA funds reallocated from one cost category (budget line item) to another? 

YES


NO

     If YES, did the Agency get approval from DCSS for any money that was diverted from one 
     cost category to another?  

YES


NO

     If Yes, obtain a copy of the approval letter.  See w/p ______ for a copy of the approval letter.
6. Is there a source of non-Federal funds available to make reimbursements for potential disallowed costs?  If so, what’s the source of the funds?
7. Does the Agency have any in-kind matches?  


YES


NO

If YES, review the agency’s accounting records to ensure that in-kind match has been expensed.  If YES, compare reports sent to DCSS from the agency to ensure the amount reported as in-kind match agrees with the agency’s accounting records, if applicable.

8. How long are the records retained? ____________________________years.  

9. Inquire as to the agency’s filing system, whether it is maintained separately from other grant/funding source for items such as: 

· Personnel data, inventory, program and fiscal data reporting, participant/client records, etc.

· Correspondences, all items submitted to County including contracts and letters of authorization

· County issued policies and procedures, bulletins, memos, regulations, guides, instructions, directives, and alerts.

Interviewed: _________________________________ on ____/____/09 by __________
CASH DISBURSEMENTS SUPPLEMENTAL QUESTIONNAIRE
1. Describe the disbursement process.  (Examples of questions to ask: Who Initiates the disbursement process?  What forms are used?  Can we take a look at a sample of these forms?  What happens after the forms are completed?  Does it require approvals?  How many approvals?  Who’s authorized to approval?  What are their job functions? What happens after the approvals are obtained?  After the transaction is completed, are the documents filed?  How are costs allocated?)
2. Describe the accounting steps, including electronic means used to process data, from initiation to documentation in the general ledger.  (Examples of questions to ask:  When are disbursement transactions entered into the accounting system?  Are approvals applied in the system?  If so, who is able to approve?  What are their job functions?)
3. How do you ensure that the shared costs are properly allocated?  What steps do you take?  For example: Rent, utilities, etc.  
4. Are checks made payables to cash or signed in advance, prohibited by agency policies and procedures?  What about for petty cash?  Are the replenishment checks made out to Cash?
5. What types of documents are maintained to support the transactions?  How long are the documents maintained?
6. Are supporting documents referenced by check numbers, date, amount paid, marked “paid” and identified to funding source?  What other methods are used to avoid duplicate payments?
7. Does the agency use/issue credit or automatic teller cards?  If so, where are they kept?  How are they controlled?  Who monitors the usage and how often are they monitored?  

8. Are there any non-check transactions (i.e., electronic transfers, cash disbursements other than petty cash)?  Explain what safeguards and systems are in place to control these types of transactions.  (Example questions:  How are these transactions initiated and approved?  Who is able to process and approve these transactions?  Is there adequate monitoring of these types of transactions?)
9. How are liquid assets monitored (i.e., bus tokens, taxi vouchers, gift cards, any other items that can be converted to cash)?  (Examples of questions to ask:  Do you keep a log?  Who authorizes the distribution of these assets?  Are reconciliations performed?  Do the recipients sign for them?)
10. Are there petty cash transactions?


YES


NO

     If YES, answer the following questions:
a. What’s the maximum and typical withdrawal amount permitted for each transaction?  (Does the amounts seem reasonable?)

b. Who are authorized to make withdrawals from petty cash?  What are their other job responsibilities?

c. Does the approving official authorize disbursements to himself/herself?  (If any are noted, verify that the agency has additional controls in place, i.e., such as to apply additional approval prior to disbursement.)

YES


NO

d. What are the petty cash use restrictions?  Obtain a list of restrictions, if any.  (See w/p ________ for the list of restrictions.)
Interviewed: _________________________________ on ____/____/09 by __________
CHECKS SUPPLEMENTAL QUESTIONNAIRE

1. Who authorizes the check signers?  
2. Are authorized signers prohibited from signing their own expense or payroll checks?
3. Do individuals with check-signing authority have access to accounting records?  If so, who are they and what are their job functions?  What type of access do they have to the accounting records?  What controls are in place to ensure that there are adequate checks and balances?  
4. What action is taken when a person is no longer authorized to sign checks?  When is the bank notified?
5. How are the voided, mutilated and cancelled checks filed?  
6. How are all the checks (including cancelled, voided, mutilated and blank checks) accounted for?  Do they conduct a physical inventory of all checks?  If so, how often?  What do they do if a check is missing?  
7. What safeguards are in place to control blank checks?  Where are the blank checks kept?  Who has access to the blank checks?  What are their job functions?
8. What do you do when checks are unclaimed?  How often are unclaimed or undelivered checks cancelled?  
9. When the person signs the check, what does the person review or check for before signing?  
Interviewed: _________________________________ on ____/____/09 by __________
PAYROLL SUPPLEMENTAL QUESTIONNAIRE
1. Describe the agency’s payroll cycle.  (Examples of questions to ask:  Who fills out the timecards?  How are the timecards filled out; are the hours based on job# or by funding source, etc?  Who approves the timecards?  When approving the timecards, what does the approver look for?  Are the timecards signed in ink?  Once approved, who or what section are the timecards submitted to?  Are the timecards entered into a system?  Is the payroll process in-house or contracted out?  If contracted out, which company? Who issues the paychecks?  Who prepares the payroll tax returns?)
2. Is adequate security maintained over personnel and payroll records with access restricted to authorized individuals, especially with access to payroll records denied to personnel clerks and access of personnel files denied to payroll clerks?  (Examples of questions to ask:  Who has access to personnel records?  What are their job functions?  Where are the personnel files kept?  Who has access to payroll records?  What are their job functions?  Where are the payroll records kept?)
3. Are the duties of initiating, approving and processing payroll and personnel transactions assigned systematically to a number of individuals to ensure adequate separation of duties?  (Who initiates?  Who approves?  And who process the payroll and personnel transactions?)
4. Are payroll checks distributed by persons not involved in timekeeping, preparing payroll or reconciling bank accounts?
5. Are payees required to sign a register or receipt in order to receive a paycheck?  If so, review the register/log.  If not, then what do with the paycheck or stub when the payee is absent?  Are all employees on direct deposit?
6. What is the agency’s procedures for adding and removing staff from the payroll or changing rates of pay?  (Evaluations required?  Approvals by whom?)
7. Does the agency hire or permit the hiring of any person in a position funded under this/these contract(s) if a member of that person’s immediate family is employed in an administrative capacity by the agency?  If so, what controls are in place to ensure that they are not placed in interlocking trust, where there is actual or perceived impairment of the system of checks and balances.?
8. Are employee hiring, dismissals and change of pay rates approved by persons independent of payroll functions?
9. Have there been a lot of staff turnovers or over hires within the organization?
Interviewed: _________________________________ on ____/____/09 by __________

CONSULTANTS SUPPLEMENTAL QUESTIONNAIRE
1. Did the Agency use consultants?


YES


NO

If YES, answer the following questions:
a. Does the consultant/contract agreement include a statement of work to be performed, hourly rates for provided services, periods, and dates covered, number of hours, a maximum billable amount and signatures of all parties?

YES


NO

b. Are charges in accordance with the latest approved budget and supported by an invoice or bill?  What’s the budget?

YES


NO

c. Are invoices on file?  Obtain a sample.

YES


NO


See w/p _________________ for sample invoice.
d. Does the invoice show the number of hours worked?  What type of information are required on the invoices from the consultants?

YES


NO

e. Are paid invoices marked “paid” with the check number, date, funding source and amount paid indicated?  Review invoice.

YES


NO

Interviewed: _________________________________ on ____/____/09 by __________
PROCUREMENT SUPPLEMENTAL QUESTIONNAIRE
1. Describe the Agency’s Procurement process.  (Examples of questions to ask:  Who is responsible for the procurement of supplies?  Who initiates the process?  Are approvals required?  How many and by whom?  Are price quotes obtained?  If so, how many?  How do you determine which vendor to purchase from?  Are there dollar restrictions, if so, what are they?  What about for consultants and contracts?  RFP process? Etc.)
2. How does the agency ensure that no awards are made in any amount to parties who are debarred, suspended or otherwise excluded from participation in Federal assistance programs?

3. Does the agency maintain a list of pre-qualified individuals, firms or other organizations that are used to acquire goods and services?  (Attach copy)  How were the pre-qualified individuals, firms, or organizations selected?  
4. Does the agency conduct competitive proposal methods (RFP) for procurement? (Describe)

5. Does the agency use other methods (sealed bid, invitation for bid or sole source) to procure goods and services?  If so, describe.
6. Does your agency have a procurement policy in accordance with OMB Circulars?  Obtain copy of manual and review.
7. Did your agency procure any goods or services during the review period?

8. Did the Agency purchase any equipment inventory item(s) with a value of $5,000 unit price or more?  If so, was prior approval was obtained from CSS and from the Employment Development Department (obtain copies). 
9. How often does the Agency perform a physical inventory of its fixed assets and equipment? 

10. What are the Agency’s procedures for the disposition of equipment (i.e., donation, salvage, etc)?  How are the records updated?
































































































































































