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Department Name:

Contact is the departmental
fiscal ?dmlnlﬁtrﬂtﬂr or senior These sections will be completed by
Contact Phone #: financial officer Central Units

Contact Name:

FPROCESS CONTROL ACTIVITY ASSESSMENT
7 Task Title ™

Risk Event
Potential Risk |Potential Problem o i Control Control Test
Event or Misstatement LI;EISI;]:::E& Control Activities Objectives Test of Control Results

Begin task with the position title of the person performing the task.
Ex.: The fiscal technician enters the journal voucher information in Banner.

For the Control Activity, what position performs the control activity?

Ex.: The fiscal technician senior reviews and approves the journal voucher in
Banner.

Employee(s) performing the task:

Employee's supervisor(s):













Department Name:
Contact Name:

Contact Phone #:

PROCESS CONTROL ACTIVITY ASSESSMENT
Procurement > 5,000

Date:

These sections will be completed by
Central Units

Risk Event

Task Potential Risk | Potential Problem |y ihood8 | Control Activities Control Test of Control | Control Test
Event or Misstatement Objectives Results
Response
Requisitioner receives Select incorrect  |Receive a charge  |Medium Separate approver State Reporting
email or other paperwork  |EVA PO category  |from EWVA, required at the
requesting procurement.  |code department level.
Log into EVA to create Reviewed by
requisition. Procurement &
Payment.
Select wrong Inaccurate Medium Verified by department |Reliability of
Yendor or wrong  (accounting records. approver and financial records
vendor address Invoice sent directly Procurement &
to Accounts Payment.
Payable will not
match
Detail PO lines naot |[Inaccurate MWedium Receiver will see that Compliance;
entered accounting records; lines on PO do not reliability of

late vendor payment

match packing slip:
Banner system will not
Process IMvoice

financial records










Risk Map - An Example

High Probabihty

Medimm Probability

Low Probabihty

For each event, determine the impact of that event
occmrring and the probability that it will occur.

Probability = lagh nisk - mitigate or reduce the risk.

Impact = The severity of the consequences of a negative event.

- Red Zone - high nisk - mitigate or reduce the risks

Yellow Zone - medin 115k - manage the nisks

- Green Zone - low 115k - accept the nsks







Department Name:
Contact Name:

Contact Phone #:

PROCESS CONTROL ACTIVITY ASSESSMEN

Cash Receipts

Date:

Thes
Ce

ections will be completed by
| Units

Task

Potential Risk
Event

Potential Problem
or Misstatement

L

Risk Event
ikelihood &
Response

Control Activities

Control
Ohbjectives

Control Test

Test of Control Results

Mail clerk opens mail,
starmps check restricted for
deposit into %CLU account

Checks not
starmped

Check lost or stolen

Lo

Department policy is
stressed when training
employees; cash
receipts clerk and
supervisar verify that all
checks have been
stamped when
preparing/reviewing
deposit

Safeguarding
assets

Mail clerk completes
check log, including check
number, date, amaount and
wendorfagency

Checks not logged

Check misplaced or
risappropriated

Medium

Lost/misappropriated
check iz discovered by
review of outstanding
invoices or revenue that
is not recorded. Fiscal
administrator reviews
SAS status reports for
accuracy.

Safeguarding
assets

Incorrect check
amount is recorded

Inaccurate
accounting records

tediurm

Cash receipts clerk
verifies check amounts
to log and brings
discrepancies to
superisor's attention.
Fiscal administrator
reviewrs SAS status
reports for accuracy.

Reliability of
financial records

Cash receipts clerk
completes deposit slip,
files a copy; notes deposit
nurmber beside each check
on the log; places deposit

slip and checks in logged
bank bag and notes bag
nurnber on check log

vCu

Cash receipts clerk
fails to include all
checks in the
deposit

Check is misplaced

Superisor reviews
deposit, verifies to
check log and =signs
deposit slip; checks
have been restrictively
endorsed.

Safequarding
assets
















Travel Process

1 Traveler completes travel authorization, signs and submits to Anatormy business office
Z2IFiscal Asst reviews authonzation and fonwards to administrator for signature
S1Administrator reviews org and approves or returns if more information is needed
4100t of country authorizations are approved by administrator and chair
3)
6)
7)

TA is returned to fiscal asst
Fiscal asst prepays registration fees if requested on TA
TA 15 filed until reimbursement request is received from traveler

Furchasing;
1. Get arder request form fram reguestor with Fl signature on the page and form complately filled out.

2. Review order request form for accuracy and make sure evenything is filled out and prices are clearly stated on form alang with shipping costs.
4. Werfy Index and Account number,

4 Weriby if itis a EVAvendor or nat.

b Type up arder as an reguest form.

b. The department Approver will then get a e-mall from EVA saying there iz a purchase order that needs to be approved.

/. The deparment Approver goes into EYA and makes sure evendhing 15 correctly imputed in.

8. Department Approver then approves purchase order then prints it off

4. The purchase order is then filed in the appropriate index.




Travel Reimbursements

TR must be completed within 30 days of travel.
Paperwork to be included in travel packet

1. Hotel receipt with zero balance

2. Boarding pass

3. Adrport parking receipts

4. Cabreceipts, etc.

5. Conf. agenda
s  Travel Reimbursement voucher must be completed with traveler name,
home address, banner id, travelsr's signature, supervisor's signature,
complete with correct amounts from receipts for reimbursing, print my
name for certifying that all computations are correct along with my phone
numkber, give index code and give explanations if requesting exceptions
fexamples: usinginternet service to get office emails, and hotel overage
because conference hold at hotel and it reduced the cost of travel).
et WP signature if over the % rate (my case is Cindy or Alan).
MWlade copies for my record and send originals to account payable.
Check bannerin a few days for payment.
Keep paper work on file.

Travel Reimbursement

1. Upan returning fram trip the traweler comes to the Accounting Office to get appropriate papenwork to fill out

2. Trawel reimbursement paperwark is then returned ta the Accounting Office alang with receipts for Travel Coordinatar to prepare reimbursement

1. The Travel Coordinatar then prepares the travel reimbursement farm following state quidelines and verifying that proper documentation is atached.
4. The Travel Coordinator then contacts the trawveler to go over travel reimbursement form then sign.

5. Trawvel Reimbursement farm goes outfor appropriate signatures. (i.e. Department, Dean and arVF)

b. Once evendhing is signed copies are made of the trawvel packet and originals get sent ta Accounts Payable. The copy gets filed with the appropriate index.

Trawel:
1. Faculty/staff camplete a trawel authorization farm at least 14 days before planned travel, signing and dating.

2. Deparment travel coordinator reviews the trawel authorization for accuracy,

3. Travel authorization is then forwarded to the appropriate designee's for signatures. (i.e. Depanment, Dean and or YF)
4. Then filed awsay until travel is taken.



















