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Objectives
To safeguard NSU financial resources, by ensuring that all expenditures are effectively and efficiently administered and recorded.

To ensure that all expenditures for goods and services accounted for under Check Requests, Purchase Orders, and/or Contracts are properly administered.
Note:  These self-audit guidelines may not be inclusive of all risks.  Sound management judgment should be used to determine which additional controls should be incorporated within the self-audit.

Procedures

NOTE: The Accounts Payable – Policies and Procedures for Check Request, Travel Expenses, and Mileage Claims, were revised effective August 2009.   
Ensure that management and staff are aware of the most recent “Procedures for Accounts Payable”.  
http://www.nova.edu/cwis/fop/accntpay/procedures.html
NOTE:  As of 2/28/2007, new policies and procedures are currently available in the Finance Operations website listed below; 

· NSU Financial Operations Policies and Procedures Manual – Expenditures and Disbursements – Section 105 – Accounts Payable Management.

http://www.nova.edu/cwis/fop/forms/policies.doc
Ensure that NSU’s expenditure/revenue procedures used by the Center/staff are in writing and available for use.  

Ensure that staff is familiar with and following written policies and procedures that address both the NSU Ariba System and Accounts Payable Forms.
Ensure that the purchase of services and assets comply with written procedures and proper accounting rules.

· Indicate the appropriate account allocation (Fund/Function/Code/Amount);

Pricing and Agreement Formation

These self-audit guidelines are based, in part, on Business Services/Purchasing’s “Purchasing Policies and Procedures”, (http://www.nova.edu/cwis/bsv/purchasing).  The Self-Audit Guidelines are in no event designed to supersede, change, and/or replace the “Purchasing Policies and Procedures”.

In summary, all expenditures should be reviewed for compliance with the following NSU policy:

NSU’s President “Contract Policy” (dated November 5, 2004)

It states that all leases, contracts, and agreements for facilities, goods or services that either:

· (i) have a monetary obligation in excess of $15,000;

· (ii) are for a term of more than one year; or,

· (iii) contain provisions relating to liability, default, indemnification or insurance; must be approved by the President or the Executive Vice President for Administration. 
. 

Insurance requirements will be handled by the Risk Management Office.  

http://www.nova.edu/cwis/fop/risk/contracts.html
Evidence of Insurance Required by External Entities

For those relationships that require external entities to maintain insurance or bonding coverage; track and obtain evidence of insurance renewal, prior to expiration.  This process must be coordinated with the Risk Management Office.  This office is also responsible for monitoring insurance for external entities, on a global basis for NSU. (http://www.nova.edu/cwis/fop/risk/contracts.html)

Bids and Competitive Pricing

Purchases of Goods and Services:

· Orders with aggregate value of $5,000 or less; departments are required to consult the Purchasing department website to determine if a particular service or commodity program is already in place.  Examples are office supplies, copy paper, laser toners, etc.  The purchasing website also includes the names of preferred vendors for other product and service groups (computer equipment, promotional materials, etc.)  For all purchases, good business judgment should be used.

· Also refer to section “Fixed Assets” below for procedures when purchasing fixed assets (furniture, computer equipment) over $1,000 that are to be capitalized.

· Orders between $5,000 and $25,000; a minimum of two written competitive quotes are necessary or a valid sole source form must be completed.  University Purchasing is responsible for administering this process in collaboration with the end-user department.  

· Orders from $25,000 to $250,000; if deemed necessary, University Purchasing will prepare a Request for Proposal (RFP) with the assistance of the requesting department.

· Orders in excess of $250,000; same procedures as above, and in addition, the Finance Committee shall grant approval.

For purchases with special requirements such as IT related items (computers, software, etc.), grants, and vehicles, please refer to Purchasing Policies and Procedures.

Several other commodities and professional services may require the review and approval from specific University departments other than or in addition to University Purchasing.  These include: Architectural and Engineering Services, Construction Contracts, Insurance, Printed Materials, and Travel Services.  Please refer to Purchasing Policies and Procedures (http://www.nova.edu/cwis/bsv/purchasing).

Invoices or purchases should not be “split” to circumvent the above control limits.

Purchase Orders

When requesting a Purchase Order, ensure that the original Purchase Order is adequately authorized.  

Changes to Purchase Orders, Contracts, or Agreements

Ensure that all amendments to Purchase Orders, contracts, and/or agreements are:

· Reviewed, if applicable, by In-House Legal Counsel and/or Risk Management, for changes to Terms and Conditions. 

· Authorized by the proper level of management, including the requirements of the Purchasing Policies and Procedures;

· Within approved budget limits, and have proper management approval for budget impacts; and,

Capitalized Assets (“Fixed Assets”)

Fixed Assets are items with a per/unit value of $1,000 or more, and must be “capitalized”.  Typical items over $1,000 include furniture, equipment, computers, etc.  To ensure proper tracking of assets from inception of purchase through retirement, a Purchase Order must be issued.  This allows NSU’s accounting records to capture the original cost of each asset, and track the depreciation for these long-lived assets until each asset is retired.

Refer to Financial Operations, Fixed Assets Web Site (http://www.nova.edu/cwis/fop/fixedassets)

Check Request Expenditures, Purchase Order Expenditures, and/or Contract Expenditures

NSU Ariba System

NSU has implemented the use of the Ariba eProcurement system for expenditures; including:

· Purchase Requisitions

· Travel Authorizations

· Employee Expense Reimbursements

· Check Requests

NOTE:  Management should ensure that staff is knowledgeable regarding processes and requirements for Ariba.  Procedures, updates, and training schedules for the Ariba System are available in NSU’s SharkLink (Employee Tab – right side of the screen). 

Ensure procedures are followed when making payment through Check Requests, Purchase Orders, or any other means.  Refer to policies and procedures from:

· Accounts Payable (http:/www.nova.edu/cwis/fop/accntpay); and,

· University Purchasing (http://www.nova.edu/cwis/bsv/purchasing).

Invoices

Ensure that all invoices are valid, accurate, and agree to contract terms and conditions, by performing the following: 

· The name of the supplier is in compliance with the contract;

· The goods and services received/charged are appropriate given the terms of the contract;

· The prices invoiced are accurate, and in agreement with contract Terms and Conditions;

· If required, changes that impact the budget, and/or are changes to Terms and Conditions, are authorized within management’s limits;

· “Pass Through” charges are valid, properly supported (examples: third-party invoices, timesheets, etc.), accurately calculated, agree with contractual provisions, and occurred in the proper time period in relation to the contract period.

· Invoices have been properly approved by management:
· Ideally, to allow proper segregation of duties, the preparer of a document and approver should be two separate individuals.  In this way two individuals are aware of the transaction(s), and therefore, inappropriate transaction(s) cannot be perpetrated by one individual who is the only one that would know of the transaction existence;

· If a Check Request is used to reimburse an employee, typically, the highest level employee benefiting from the expenditure should pay and submit for reimbursement (i.e.: typically, a subordinate should not pay for a meal or event that their supervisor attends, and then have that supervisor approve the expenditure that includes the supervisor);

· Trade discounts have been taken were applicable, if applicable;

· Any escalation/increases in prices to contract term and conditions, and have been approved by management, and budgeted for; and,

· NSU’s tax-exempt status has been taken advantage of when possible. 

As required, volume rebates or incentives are to be passed to NSU, not to a specific NSU employee.

Timing of Payments 

When processing payments: 

· Payments are timely made, according to dates provided in the contract, but not before the due dates as to cost NSU for the time value of money.

 “Grants and Contracts”
The purpose for the Grants and Contract Policy and Procedure Manual is to provide information, policies, and procedures that will assist administrators, faculty, and staff in each phase of obtaining and managing external awards.

The requirements are outlined in The Office of Grants and Contracts, “Grant and Contract Policy and Procedures Manual”, (http://www.nova.edu/cwis/ogc/secure/ogcmanual), and are not addressed as part of these self-audit guidelines.

Revenue Administration

Similar type controls, documentations, and management reviews, as outlined above, should be in place for revenue streams, apart from those revenues covered under “Grants and Contracts”.

Record and Documentation Storage and Retention

Records and reports should be properly secured and stored given the confidential nature of some information, and therefore made inaccessible to unauthorized staff.

Data Access

Data access, including the Banner system, should be appropriate for the users’ level of need to access data.

Corrections to Written Entries on NSU Forms

Corrections to written entries on NSU Forms are to be done by:

(1) Placing a single line through the incorrect information;

(2) Placing the correct information on the Form; and,

(3) The correction initialed, at a minimum by the highest level of management signing the Form.

(NOTE: "White-out" is not to be used to make corrections.  If “white-out” was to be used, it is not possible to determine if the “white-out” was used before or after approval.  Even if the “white-out” area is initialed by management, the potential exists that “white-out” could be used again to change a document after management approval.  Therefore, the use of white-out is not acceptable under any circumstance.)

NOTE:  Some departments may allow corrections via a method that does not include use of an NSU Form.  The above requirements may not apply to these other methods, if management’s written signature is not part of the alternate method of authorizing corrections.

Inappropriate Transactions

Departmental management is responsible for contacting Internal Auditing if inappropriate transactions are suspected within their department.
Business Process Improvements (BPI)

Consider creating a user group, steering group or other type of management group that meets regularly to discuss and identify problems, consider process improvements, and verify compliance with NSU requirements. (http://www.nova.edu/cwis/audit/)

Questions or Comments

Questions or comments on these self-audit guidelines can be addressed to audit@nova.edu.
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