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Departmental Controls-Financial

Controls relating to financial reporting have been identified.  These controls have been documented and will be evaluated by our external auditors.  Most of these financial reporting controls reside centrally (e.g., Accounting Office, Student Business Services, Purchasing, Main Cashiers, etc.) and some reside within campus departments.
Below are identified controls and processes that are the campus department’s responsibility.  Departments need to ensure that controls relating to their departments are functioning properly and are documented.  For example, that reviews and approvals include the individual's initials and date performed.
	Area
	Control

	Payroll
	· New Hire/Rehire process and HR hiring documentation
· I9s (evidence)
· FAU
· Employee Status Changes (e.g. promotions, reclassifications)

· Pay Rate changes (e.g. Range Adjustments, Merits, Equity)

· Change of Status (e.g. Leave and Separations)

· Time Reporting process

· Distribution of checks/direct deposits

· Review Distribution of Payroll Expenditure (evidence)
· General Ledger review and reconciliation

· Payroll Expense Transfer Process
· Post Audit Notification (PAN) review
· Staffing balanced quarterly

· PPS Training requirement for entry/update access

	Expenses
Expenses (cont.)
	· Department staff are trained on FAU code use
· Department administrative staff provides information to all departmental transactors on valid FAU combinations for expenditures (Best Practice:  departmental maintaining a listing of valid FAU combinations including notes regarding expiration dates and other restrictions)
· Post Audit Notifications (PAN) notices are sent daily to Reviewers for review and PAN notices are reviewed within two business days (critical for high risk transactions such as ATP and PRO)
· Meaningful budgets are prepared, and timely actions are taken on negative budget variations 
· Department reviews activity on monthly basis through reconciliation/analysis of the Financial Transaction Detail Report and/or other data extracts (evidence).  Note:  departments may considered evaluating the effectiveness of their reconciliation process—points to consider:
· Fund source

· Transaction source and variability 

· High risk transaction
· Segregation of Duties

· PAN process or other approval process
· Dollar amount

· Staffing levels and skill sets

·  Various budget to actual reports are used to determine appropriate expense classification (e.g., Financial Transaction Detail, Deficit Analysis Report, Zero Dollar BEA Status)
· Timely cost transfers (within 120 day of the original posting or by fiscal year end whichever occurs first).

· Cost transfer contain an adequate explanation of “how the error” occurred

	Direct Payments
	· All direct payments requests are supported by the appropriate documentation (e.g., travel receipts, petty cash receipts, utility bills, entertainment check request, etc.)

· All direct payment requests are supported by authorized approvals

	Procurement
	· Campus departments have authority for procurement.  This authority has maximum authorization limits determined by Purchasing based upon specific vendors and specific limits for individual users are established by Departmental SAAs.

· Department users of eBuy are trained and depending upon purchasing limits “certified” by Purchasing
· Goods and services are accepted by departments before PO invoice is paid

· Someone, other than the PO Transactor, is accepting receipt of goods and services (separation of duties)

· All invoices over $5K are hand signed for approval

	Equipment
	· Classify equipment expenditures correctly and review related PAN notices
· Provide physical security for the assets
· Departments conduct physical equipment inventories bi-annually and department head certifies inventory report.

· Notifies EM when an asset is disposed or transferred

· Complete appropriate disposal/transfer documentation

· Fabrications are coordinated with Equipment Management and ensure fabrication number is noted on all procurement actions.

	Gifts
	· Receive monies from donor and deposits funds to gift revenue account utilizing Deposit Advice System (DAS).
· Prepares Gift Acceptance Report (GAR) and forwards to Development with appropriate back up.

	Contracts and Grants
	· Approval of expenditures

· Timely cost transfers
· Timely certifications of effort (e.g. PARs)
· Monthly PI statements and reconciliation)
· See Departmental Controls-Sponsored Programs document for comprehensive listing.

	Cash Handling
	· Department are responsible for adhering to Business and Finance Bulletin BUS-49

· Departments reconciliation of revenue accounts

· Flux analysis

	Enterprise Access Control
	· System Access Administrators (SAAs) are the primary users of EACS for establishing, modifying, and deleting Transactors and other role privileges.  SAAs will use EACS to grant access to applications available through iViews

· The Financial Manager and SAA are responsible for managing and ensuring the effectiveness and integrity of the accountability structure

· Various reports are available to evaluate the accountability structure 
· SAAs must obtain access to EACS through their department/unit’s Financial Manager.  The Financial Manager sends an email to Financial Control and Accountability requesting SAA access for an individual 
· Prior to adding a user to the SAA’s Accountability Structure, the Financial Manager and SAA must ensure that users have received the required training and appropriate guidance 
· The SAA must add the user id to the Accountability Structure and then grant the user access to specific application through EACS
· All UCRFS users and SAAs must attend FAU Training, Accountability Training and other training as appropriate.
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