State University of New York
Internal Control Program

Examples of Internal Control Testing

Cash


Yes
No

A. General

1. Does the campus have an organization chart which demonstrates
 FORMCHECKBOX 
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where the authority and responsibilities for the cashiering and 
student accounting functions rest?

Test:
Review a copy of the organization chart.

2. Have written policies and procedures been developed and
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promulgated governing cash receipts and cash disbursements?

Test:
Review a copy of the written policies and procedures.

3. Is there segregation of the duties of handling cash from the duties of
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maintaining cash control records (cash receipts records, student
accounting records, financial stationary, etc.)?

Test:
Review job functions as per the organization chart 
and/or written policies and procedures.

4. Is there segregation of the custody of financial stationary 
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(blank checks, pre-numbered receipts, etc.) and the control of

inventory records to employee(s) who are independent of the 
cashiering function?

Test:
Review the custodial controls in place over financial
stationary.

5. Are data input controls and data security restrictions adequate
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over cash receipts, cash disbursements and student accounting
functions?

Test:
Obtain access listing for the above functions from the
security administrator and test check user controls.

B. Mail Remittances

1. Is there appropriate segregation of duties for mail remittances to
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ensure that the person who opens the mail does not have access
to accounting records?

2. Does the mail opener give the mail remittances to a cashier who
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does not have access to accounting records to prepare the deposit?

Test:
Identify who opens the mail. Obtain a copy of a mail 
remittance deposit report and ascertain who prepared
the deposit and who posted to students' accounts.

C. Cash Receipts

1. Are sequentially, press-numbered or computer generated receipt 
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forms used to establish accountability for each cash collection 
transaction regardless of its source?

Test:
Examine in conjunction with step A.3 above.

2. Are all checks received restrictively endorsed (e.g., "for deposit
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only") as soon as practical after receipt?

Test:
Examine checks in cashier's possession for 
endorsement.

3. Is a daily reconciliation performed of cash receipts to bank deposits
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and accounting records?

Test:
Obtain and review a copy of a daily cash reconciliation.
4. Are cash receipts deposited intact? (Is it prohibited for checks to
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be "cashed" out of receipts?)
Test:
Select one day for detailed testing. From the cash

receipts journal identify total amount of cash collected 

by form (i.e., cash, checks, credit card, etc.). Trace 
daily receipts to cash reports and duplicate deposit ticket.

5. Are signs used advising payors to request a receipt?
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Test:
Observe signs in Bursar's Office.

6. Are monies received at peripheral collection locations along with 
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receipt forms and other supporting documentation transmitted 
to a designated cashier (ideally once a day) at least once a 
week for infrequent collections?

Test:
In conjunction with step B.4 above, identify daily 
deposits that include collections from peripheral 
collection locations. Identify the frequency of 
transmittals and whether they are accompanied by
the duplicate copies of press-numbered receipts issued.

D. Cash Disbursements

1. Is the individual responsible for signing the checks independent of 
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the function of preparing the checks?

Test:
Identify who signs the checks and review that
individual's other responsibilities. If a check 
signature plate is used, identify the custodian 
of the plate and the safeguards in place to ensure
that only authorized personnel have access.

2. Are checks distributed or mailed by an employee other than 
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the individual who prepared the checks?

Test:
Identify who distributes or mails checks and review that
individual's other responsibilities.

3. Are the supply of unused checks and the check signature plates
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adequately safeguarded?

Test:
Identify where the supply of unused checks is kept and

review for adequate safeguards.

E. Bank Reconciliations

1. Does someone who is not responsible for the receipt or deposit
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of cash, or the maintenance of accounting records, perform the

bank reconciliations promptly each month?

Test:
Identify who performs the bank reconciliations and
review that individual's other responsibilities.

2. Are outstanding reconciling items properly identified and the 
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appropriate adjustment(s) made in a timely manner?

3. Does a responsible official review the completed bank
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reconciliations?

Test:
Review a copy of a recently completed bank
reconciliation.

Note:
For all tests performed, document the results of your test

work by memorandum or other supporting documentation.
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