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	Written Financial Policies and Procedures

	Requirement
	Data Gathering Procedure
	Comments

	Date of most recent revision to the agency’s written financial policies/procedures:
	Review financial procedure manual before visit.
	

	How frequently does the agency review its Financial Policies and Procedures?

How does the agency document these policy/procedure reviews?
	Review manual before visit. Compare written procedure to actual based on staff’s answer. Review documentation of most recent review during visit.
	

	Do these written policies and procedures clearly define duties of financial personnel and establish lines of authority for various fiscal operations?
	Review manual, job descriptions, and interview fiscal staff to ascertain if job descriptions are followed.
	


	Budgeting Procedures

	How is the comprehensive or agency-wide budget prepared and approved?
	Secure copy of most recent comprehensive budget. 
	

	How does the agency use its comprehensive or agency-wide budget to monitor and analyze agency expenditures and revenues during the fiscal year?
	Interview fiscal staff.  
Interview management team.
	

	How often is  budget analysis conducted?  Who reviews and/or approves budget analysis?  Do the written policies/procedures reflect this process?
	Review manual before visit. Compare written policy/procedure to information gathered by interviewing fiscal staff.
	


	Accounting Procedures

	How does the agency protect its financial data from disasters or computer system failures?
	Review manual before visit. Compare written policy/procedure to information gathered by interviewing fiscal staff.
	

	Are inter-fund transfers allowed?  If so, how are these transfers recorded and reconciled?


	Review manual before visit. Interview fiscal staff.
	


	


	Cash Receipts

	How are cash receipts handled by the agency?  Identify the steps and personnel responsible for each step in handling, recording, and depositing cash receipts.
	Review manual before visit. Interview fiscal staff.
	

	How and when  are electronic deposits recorded in the general ledger?

	Review manual before visit. Interview fiscal staff. Review sample entries in GL.
	

	How are bank statements reconciled to the general ledger?  Identify the steps and personnel responsible for this reconciliation.  Who reviews and/or approves this reconciliation?  How often is this reconciliation completed.
	Review manual before visit. Interview fiscal staff.
Review bank reconciliation worksheets or documents.
	

	
	
	


	Cash Disbursements


	What forms or documents are used to request and justify cash disbursements? Who initiates, reviews, and/or approves cash disbursements?  On what basis are these requests approved?

	Review manual before visit. Examine a sample of accounts payable files. Interview fiscal staff.
	

	
	
	

	How many signatures are required on agency checks?
	Review manual before visit. Interview fiscal staff.
	

	Who is authorized to sign checks?  What procedures are followed to remove persons no longer authorized to sign checks?
	Review manual before visit. Interview fiscal staff.
	.

	Are all checks pre-numbered?  Where and how are blank checks stored?  Who has access to blank checks?
	Review manual before visit. Interview fiscal staff.
	

	What supporting documents are presented with checks for signature?
	Interview fiscal staff.

Review a sample of disbursement supporting documentation. 
	

	If signature plates are used, how are these disbursements prepared, reviewed and approved?
	Review manual before visit. Interview fiscal staff.
	

	How are voided checks handled?
	Review manual before visit. Interview fiscal staff.
	


	Other than payroll and payroll related expenses, are any funds disbursed electronically?  If so, how are these electronic disbursements initiated, reviewed, approved, and executed?
	Review manual before visit. Interview fiscal staff.
	

	How many agency-issued credit cards does the agency have?  What are the credit limits on these credit cards?  Who has access to these credit cards?  Who is authorized to use them?  What procedures are utilized to control and reconcile the use of these credit cards?
	Review manual before visit. Interview fiscal staff.
Obtain list of cards, card holders, and credit limits.

	

	Is the CEO or Executive Director issued an agency credit card?  If so, how is the Board of Directors involved in reviewing and/or approving credit card expenditures incurred by the CEO/Executive Director?
	Review manual before visit. Interview fiscal staff.
	

	Do the records contained in the General Ledger and accounts payable tie back to the CSBG invoices submitted to OVCS?
	Review invoice as submitted and backup documents including GL report and invoices/journal entries for sample month.
	

	Under what circumstances or thresholds does the Board of Directors approve specific disbursement transactions?
	Review manual before visit. Interview fiscal staff.
	

	
	
	


	Payroll

	Does the agency have a board approved salary/wage scale or range?  When was this salary/wage scale or range last reviewed and approved by the Board?
	Interview fiscal staff and management team.
Review copy of the document.
	

	When was a salary/wage comparability study last completed and reviewed by the board?
	Interview fiscal staff and management team, and board.
	

	Who authorizes staff wage or salary rates?


	Interview fiscal staff.  

Compare a sample of wage/salary rates in the payroll system to salary authorization documentation in personnel files.
	

	Select a sample of payroll transactions and verify that each is supported by time/activity sheets.
	Compare a sample of payroll distributions from the payroll records to the time or activity sheets for the same period.
	

	How does the agency handle and control overtime wages?
	Interview fiscal staff and/or management team.
	


	Are pay advances permitted?  If so, under what circumstances and limitations are they permitted?  If permitted, how does the agency ensure pay advances are recovered?

	Review manual before visit. Interview fiscal staff.
	

	Are employees paid by check, direct deposit or both?  Are any employees paid in cash?
	Interview fiscal staff.
	

	Who signs payroll checks?


	Interview fiscal staff.
	

	How are payroll payments made by direct deposit reviewed and/or approved?


	Review manual before visit. Interview fiscal staff.
	

	Who posts payroll information to the general ledger?


	Review manual before visit. Interview fiscal staff.
	

	Is a separate bank account maintained for payroll?  If so, how and by whom is the payroll account reconciled to the general ledger?
	Review manual before visit. Interview fiscal staff.
	

	Who distributes payroll checks?
	Review manual before visit. Interview fiscal staff.
	

	How does the agency ensure that employee withheld taxes are remitted to the IRS and the Virginia Dept. of Taxation in a timely manner?
	Review sample of bank statements and compare payment dates to payroll dates. Interview fiscal staff.
	

	How does the agency ensure that retirement benefit payments are remitted to the appropriate trustee in a timely manner?


	Review manual before visit. Review sample of bank statements. Interview fiscal staff.
	


	Financial Reporting and Auditing

	How frequently are financial reports presented to the board and/or board committees?  What information is included in the board reports?  Who presents and answers questions pertaining to these financial reports?
	Interview fiscal staff.

Secure a sample copy of financial report(s) submitted to the Board.
	

	How does the board’s financial report enable the board to monitor expenditures and revenues outlined in the agency’s comprehensive or agency-wide budget?
	Interview fiscal staff.

Interview board treasurer (if possible).
	

	How does the agency select and secure an audit firm to conduct its annual audit?  Who is involved in this process?  How frequently does the agency put its audit services out for bid?
	Review manual before visit. Interview fiscal staff.

Review auditing services contract.
	.

	For how many years has the agency’s current audit firm been performing its annual audit?
	Interview fiscal staff.

Review audit tracking file.
	

	Have the agency’s audit reports for the last three years been submitted to OVCS in a timely manner (within 9 months of the close of the agency’s fiscal year)?
	Review audit tracking file.
	

	How is the board and/or board committees involved in reviewing the audit report and resolving any reportable conditions or instances of noncompliance?
	Interview fiscal staff.

Interview board treasurer (if possible).
	

	Did the agency’s last audit report (including any management letter) contain any reportable conditions, instances of noncompliance, question costs, or recommendations for improving the agency’s internal controls or financial management system?  If so, were those conditions and/or recommendations implemented?
	Interview fiscal staff.

Review most recent audit report and documentation of corrective actions.
	

	Does the latest audit show a ratio of current assets to current liabilities of less than “1”?
	Review most recent audit report.
	

	Does the latest audit report show sufficient cash to cover three months of salary/fringe benefit costs?


	Review most recent audit report.
	

	Does the agency utilize any lines of credit?  If so, for what purpose(s)?  How much interest did the agency pay on its lines of credit during the last fiscal year?  What source(s) of funds were used to pay these interest charges?


	Interview fiscal staff.

Review documentation supporting source of funds that paid interest charges.
	

	
	
	

	Travel

	Does the agency’s written financial policies and procedures manual include a policy related to travel expenses and reimbursements?
	Review written financial policies and procedures.
	

	How is staff travel, particularly out-of-town or overnight travel, authorized, reviewed and approved?  Does a board member routinely review travel expenses incurred by the CEO?
	Interview fiscal staff.


	

	On what basis are travel, lodging, meals, and incidental expenses reimbursed?
	Interview fiscal staff.


	

	How many vehicles does the agency own or lease?  For what purpose(s) are they used?  
	Interview fiscal staff.
Obtain a vehicle list.

	

	How does the agency ensure the vehicle(s) are used only for official agency business?  How does the agency ensure the vehicle(s) are maintained?
	Interview fiscal staff.


	

	Is staff allowed to drive agency-owned or leased vehicles home?  If so, is that vehicle use treated as a fringe benefit and reported as such to the IRS?  If not, why?
	Interview fiscal staff.


	

	How often are staff members who use agency vehicles or who transport clients required to provide a DMV report to the agency?  How are DMV reporting requirements tracked?
	Interview fiscal staff.
Review a sample of DMV reports.

	

	How does the agency ensure that staff members who transport clients are not under the influence of alcohol or drugs (prescription and illegal)?

	Interview fiscal staff.


	

	
	
	


	Procurement

	How does the agency ensure that all equipment, supplies, and services are procured in an open, free, and competitive manner?
	Review manual before visit. Interview fiscal staff.


	

	Have any sole source purchases occurred in the last year?  If so, review documentation supporting the reasons.
	Interview fiscal staff.

If applicable, review sole source documentation.
	

	How does the agency ensure its purchases are allowable and reasonable?
	Interview fiscal staff.


	

	How does the agency promote the involvement of minority- and women-owned businesses in its procurement processes?
	Interview fiscal staff.


	

	How does the agency allocate procurement costs for equipment purchased by multiple grants or used by multiple programs?
	Review manual before visit. Interview fiscal staff.


	

	Is the agency currently purchasing any professional services?

	Interview fiscal staff.

Review service contracts.
	

	How does the agency maintain its inventory records?  How frequently and through what procedures are the agency inventory records compared to an actual physical inventory?
	Review manual before visit. Interview fiscal staff.


	

	
	
	


	Other Financial Management Issues

	Does the agency carry general liability, bonding or theft liability, vehicular liability coverage, and officers and directors liability insurance coverage?
	Review manual before visit. Interview fiscal staff.

Review or request insurance certificates for adequate and current coverage.
	

	What education and/or experience qualify the agency’s chief financial officer to perform his/her duties?
	Interview fiscal staff.


	

	What classes, workshops, or training has the chief financial officer completed in the last 3 years?
	Interview fiscal staff.


	

	How does the agency allocate its administrative and/or common costs to the various grants and funding sources it receives?  
	Interview fiscal staff.


	

	If the agency charges indirect costs, are these costs supported by a current negotiated indirect cost rate?

	Interview fiscal staff.

If yes, review relevant correspondence from cognizant federal agency.
	

	If the agency does not have an approved indirect cost rate what sort of allocation plan does the agency use? How was the plan developed?
	Review manual before visit. Interview fiscal staff. Review plan.
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