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SELF-ASSESSMENT GUIDE

BACKGROUND

This questionnaire presents an opportunity for you and your department to conduct a “self assessment” of your internal controls, financial reporting, and compliance activities.  The information you gather will enable you to identify possible weaknesses in internal controls, possible non-compliance with University policies and procedures, and opportunities for increased efficiency and effectiveness.

Internal controls are everyone’s responsibility.  Internal controls promote: 

· Safeguarding resources from waste or fraud;

· Assuring accuracy and reliability in financial and operating data; 

· Establishing compliance with policies and procedures; and,

· Efficient and effective operations.

In addition, to enhance Internal Auditing’s understanding of your Center/Department (Location), we are asking that you provide us with a copy of this completed Self-Assessment.  This information will assist us in gaining an understanding of your Location’s operations, areas of focus, issues, and concerns.    

INSTRUCTIONS FOR COMPLETION

Please review and respond to all questions. If additional space is required to accommodate this information, please provide an attachment that references the question number for identification purposes.

Upon completion, please sign and date the questionnaire in the space provided on the last page.  Your signature represents that to the best of your knowledge the answers you have provided are correct.  The completed questionnaire should also be reviewed and signed by the preparer’s supervisor (i.e., Manager, Director, Dean, or Vice President).

Retain a copy of the completed questionnaire for your records.

Submit the original completed questionnaire to the Internal Auditing Department, Ron Midei, Director of Internal Auditing. This annual assessment is due by July 31st of each year.
While the material in this Self-Assessment Guide should prove useful, it should not be deemed to be a complete audit of all procedures of the Location, or an official University statement as to the condition of the Location completing the questionnaire.

We welcome suggestions to include in future revisions of this Self-Assessment Guide and any comments you may have.  Please direct all inquiries and/or comments you may have regarding the guide or other matters to the Internal Auditing Department at (954) 262-5224.  We are happy to assist you.

ACKNOWLEDGEMENT

This Self-Assessment Guide is a presentation of internal control concepts and applications derived from publications of the internal auditing industry.  The internal control questionnaires are derived from several sources developed by and/or available to NSU’s Internal Auditing Department. 
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1.  GENERAL INFORMATION

	Date:
	

	
	

	School/Department/Program:
	

	
	

	Individual Supplying Information:
	

	
	

	Position/Title:
	

	
	


2.  MISSION AND GOALS

	A. Does your Center/Department have a written mission statement that defines its purpose?


	Yes

____
	No

____
	N/A

____

	B. Is the mission statement consistent with the overall NSU mission?
	Yes

____
	No

____
	N/A

____

	C. Has the mission statement been communicated to all location employees?


	Yes

____
	No

____
	N/A

____

	D. Have goals and initiatives that the department wishes to achieve been reduced to strategies or work plans that highlight actionable tasks? 


	Yes

____
	No

____
	N/A

____

	E. Have indicators (targets) been developed and communicated so employees know when they are successful or “on-target”?
	Yes

____
	No

____
	N/A

____


3.  PROCEDURES AND BACKGROUND INFORMATION

	A. Does your Center/Department perform any “self reviews” to determine if operating procedures are being followed in your Location?  If yes, please provide details:

    _____________________________________________________________
	Yes

____
	No

____
	N/A

____

	B.  If yes, is the self reviews documented in written form? 


	Yes

____
	No

____
	N/A

____

	C. Have written policies, procedures, or guidelines (Operating Manual) been established covering Location specific processes, and updated when needed?  If so, is a copy available?  

 
	Yes

____
	No

____
	N/A

____

	D. Are employees provided with training on the Location specific process/procedures?


	Yes

____
	No

____
	N/A

____

	E.  Please rate the frequency at which your Location interacts with the public (i.e., students, employees, vendors, others).
	High

____
	Med

____
	Low

____

	F. Do operations at your Location include monitoring responsibility (i.e., ensuring other Locations comply with internal/external policies and procedures, etc.)?

	Yes

____
	No

____
	N/A

____


4.  DELEGATION OF AUTHORITY, “SIGNING FOR”, AND CORRECTIONS

	A. Is staff/management knowledgeable of the Self-Audit Guidelines – Delegation of Authority, “Signing For”, and Corrections http://www.nova.edu/cwis/audit/

	Yes

____
	No

____
	N/A

____

	B. Does your Location maintain a list of persons authorized to sign:

· HR Personnel actions, etc?
· Payroll Timesheets and/or Leave Reports, etc?
· Finance/Budget documents, etc?

	Yes

____

____

____


	No

____

____

____


	N/A

____

____

____



	C. Is the list of authorized signers updated when changes occur in staff status and/or at least annually?


	Yes

____
	No

____
	N/A

____

	D. If delegation of authority is needed/required, is the delegation documented in writing?


	Yes

____
	No

____
	N/A

____

	E. If an employee signs “For” another, do they only “sign” their own name in cursive writing (i.e.: the other person’s name is printed, not signed in cursive writing)?

	Yes

____
	No

____
	N/A

____

	F. Do corrections have a “single line through”, with initials (i.e.: no “white-out”)?


	Yes

____
	No

____
	N/A

____

	G. Are signature stamps used at the Location? If so, explain how controlled?   ___________________________________________________
	Yes

____
	No

____
	N/A

____


5.  PETTY CASH AND CASH CONTROLS

	A.  Does your Location have a Petty Cash Fund? (This includes petty cash funds used to make change; i.e., “Change Funds”.)

	Yes

____
	No

____
	N/A

____

	If yes, list each fund, the amount of each fund, and the custodian?
#1.
	
	
	

	#2.
	
	
	

	#3.
	
	
	

	B.  Is the custodian(s) and their immediate supervisor knowledgeable of the Self-Audit Guidelines – Petty Cash and Cash Controls? http://www.nova.edu/cwis/audit/ 


	Yes

____
	No

____
	N/A

____

	C.  At least annually, does management determine if there is a continued need for the petty cash fund? 


	Yes

____
	No

____
	N/A

____

	D.  Is the custodian(s) knowledgeable of the NSU Financial Operations Policies and Procedures Manual - Accounts Payable Management – Expenditures and Disbursements – Section 108 - Petty Cash
http://www.nova.edu/cwis/fop/forms/policies.doc
http://www.nova.edu/cwis/fop/accntpay/

	Yes

____
	No

____
	N/A

____

	E. Is the petty cash fund kept in a secure location?


	Yes

____
	No

____
	N/A

____

	F.  Is access to and/or possession of the petty cash fund limited to one individual? A management employee may be a back-up; but 2 people ideally should be present if the primary Petty Cash holder’s funds are accessed.

	Yes

____
	No

____
	N/A

____

	G. The combination to the safe is controlled and only available to the one employee and its back-up.

	Yes

____
	No

____
	N/A

____

	· When closing the safe, is the combination tumbler turned several times after closing the safe door, and not left at the last combination number, to ensure that the safe is properly locked?  (Is successful locking tested by hand?)


	Yes

____
	No

____
	N/A

____

	· Are the keys to the lockbox kept in a secured, locked area, and only available to the one employee and its back-up?


	Yes

____
	No

____
	N/A

____

	H. Is the petty cash fund counted and/or replenished periodically?


	Yes

____
	No

____
	N/A

____

	I.  Is the petty cash counted by two individuals when verified or transferred?


	Yes

____
	No

____
	N/A

____

	J. Does management perform unannounced counts of the petty cash fund at intervals during the year (example: monthly), varying the days and dates?


	Yes

____
	No

____
	N/A

____

	K. After counts, are over/short amounts recorded to Banner Account 3790?
	Yes

____
	No

____
	N/A

____

	L. Are receipts obtained when reimbursing an individual for expenses? 


	Yes

____
	No

____
	N/A

____

	M. Are Petty Cash Receipt Forms used to record the outlay of petty cash?


	Yes

____
	No

____
	N/A

____

	N. Are Petty Cash Receipt Forms approved (signed and dated) by management prior to release of cash, and signed & dated by the individual receiving cash?


	Yes

____
	No

____
	N/A

____

	· Is management/Petty Cash Custodian prohibited from approving his/her own reimbursement through petty cash?


	Yes

____
	No

____
	N/A

____

	· Does the highest level employee submit the expense? (i.e.: Management does not approve an expenditure that a subordinate submits, if that approver/manager benefits from the expenditure.)


	Yes

____
	No

____
	N/A

____

	O. Are petty cash advances used? If so, does management approve (sign and date) prior to release of cash, and does the employee then “sign for” the cash?


	Yes

____
	No

____
	N/A

____

	P.  Is petty cash prohibited for personal services, meals, travel, employee loans, etc?
	Yes

____
	No

____
	N/A

____

	Q. Are any other items kept in the same petty cash safe/lockbox properly controlled? (Logs, Gift Certificates, Cash Cards, etc.)
	Yes

____
	No

____
	N/A

____


6.  TIMELY DEPOSIT OF CASH AND CHECKS

	A. Is the staff and their management knowledgeable of the Self-Audit Guidelines – Petty Cash and Cash Controls (http://www.nova.edu/cwis/audit/)

	Yes

____
	No

____
	N/A

____

	B. Does Location prohibit accepting/collecting cash/checks from students, organizations, events, sales, etc?

	Yes

____
	No

____
	N/A

____

	C. If not prohibited, is the process of accepting/collecting cash/checks documented in writing? 


	Yes

____
	No

____
	N/A

____

	D. Does the actual accepting/collecting of cash/checks adhere to written procedures?


	Yes

____
	No

____
	N/A

____

	E.  Are cash/checks to be deposited forwarded to the Bursar’s Office timely?  (Best practice is the same day or next business day.)


	Yes

____
	No

____
	N/A

____

	F.  Are checks restrictively endorsed as soon as practical after receipt?


	Yes

____
	No

____
	N/A

____

	G.  Is a properly prepared Transmittal Form used for all deposits forwarded to the Bursar’s Office?

	Yes

____
	No

____
	N/A

____

	H.  If cash/checks are received for which the appropriate “Payee Department” is not readily determinable, are they forwarded to Bursar for immediate processing (deposit), and subsequently, the rightful owner researched?


	Yes

____
	No

____
	N/A

____

	I.  Are deposits made by Location reconciled to University financial records?


	Yes

____
	No

____
	N/A

____

	J.  Is there adequate segregation of duties between the individuals responsible for receiving cash, processing the deposit, and reconciling the Location’s deposit records to University records and/or Bank Accounts?


	Yes

____
	No

____
	N/A

____

	K.  Does your Location receive a copy of monthly bank reconciliations or other financial information from Treasury/General Accounting identifying un-reconciled bank items? (Un-processed deposits, Returned Checks, Incoming Wire Transfers deposits, etc.)


	Yes

____
	No

____
	N/A

____

	L.  Are un-reconciled bank items (debits and credits) reviewed/researched on a timely basis (i.e., within 30 days), and cleared on a timely basis (i.e., within 90 days)?


	Yes

____
	No

____
	N/A

____

	M.  Are clearing accounts used as part of the bank reconciliation process?   


	Yes

____
	No

____
	N/A

____

	N. If a clearing account is used, are items within the clearing account reconciled/resolved in a timely manner?   


	Yes

____
	No

____
	N/A

____

	NOTE: For Fundraising Activities and /or Gift Donations Activities 

See Section 24.
	
	
	


7.  CREDIT CARD PROCESSING CONTROLS

	A. Is staff/management knowledgeable of the Self-Audit Guidelines – Credit Cards Processing Controls (http://www.nova.edu/cwis/audit/

	Yes

____
	No

____
	N/A

____

	· Prior to purchasing new hardware/software and/or prior to entering into any contract and/or service agreement related to credit card processing and/or TeleCheck services; does Center/Location management communicate with both NSU Finance/Treasury, and OIT departments, to ensure systems and processes are compatible with NSU software applications, and/or with outside third party processing requirements? 


	Yes

____
	No

____
	N/A

____

	B.  Does the Location have any credit card processing terminal(s) and/or does the Location accept credit card payments for:

· Events, Services, etc?
· Payments made over the Telephone (process customer’s credit card authorization forms?)

· Payments mailed into the Center (with attached authorization form)?
· If answered “Yes” to any of the above, continue to question “C”.  

· If answered “No” to all of the above, go to Section “8. Travel Expenditures.”


	Yes

____
____

____


	No

____
____

____


	N/A

____
____

____



	C.  Are there any written procedures for credit card processing:
· Specific for the Location?


	Yes

____
	No

____
	N/A

____

	· Developed by Treasury/General Accounting Department for NSU-wide Credit Card Processes?


	Yes

____
	No

____
	N/A

____

	· Do written procedures cover credit card refund/credit made by:

· Customer present?

· Phone? or

· Internet?
	Yes

____

____

____
	No

____

____

____
	N/A

____

____

____

	D. Does Treasury/General Accounting Department provide training to employees that process credit card transactions?


	Yes

____
	No

____
	N/A

____

	E. Are all credit card processing terminals properly inventoried; listing department and location, and provided to General Accounting?


	Yes

____
	No

____
	N/A

____

	F.  Are any changes in location of processing terminals communicated to Treasury/General Accounting Department?


	Yes

____
	No

____
	N/A

____

	G.  Is information of processing terminal location, name and phone of contact person, manager responsible for terminal, and other information documented for Treasury/General Accounting Department?
	Yes

____
	No

____
	N/A

____

	H.  Is Location limited to one processing terminal?

· If not, state the number of processing terminals at Location _________


	Yes

____
	No

____
	N/A

____

	I.  Is the processing terminal(s) secured during and after working hours?
	Yes

____
	No

____
	N/A

____

	J.  Are credit card transactions processed by authorized personnel only?
	Yes

____
	No

____
	N/A

____

	K. Is the processing terminal(s) assigned a password or user identification for each staff operating the terminal?


	Yes

____
	No

____
	N/A

____

	L. When obtaining customer information for credit card transactions, is dollar amount; account number; expiration date; signature, CVV/CVC numbers, and other information deemed necessary obtained?


	Yes

____
	No

____
	N/A

____

	M. When the credit card customer is present, is the transaction performed with the SWIPE process rather than manual processing? (FYI – A lower cost transaction.)

	Yes

____
	No

____
	N/A

____

	N. Are customers required to signed receipts when present for transaction?
	Yes

____
	No

____
	N/A

____

	O. Is customer credit card information secured and not accessible to unauthorized individuals?


	Yes

____
	No

____
	N/A

____

	P. Is credit card information (sales/refunds receipts) retained within the department?


	Yes

____
	No

____
	N/A

____

	· Or is credit card information forwarded to General Accounting?


	Yes

____
	No

____
	N/A

____

	Q. Does your Location receive/request periodic transactions reports to assist management in determining the manner in how credit card transactions are being processed? [Manual (higher costs) vs. SWIPE (lower costs)]


	Yes

____
	No

____
	N/A

____

	R. When processing refund/credit:


	
	
	

	· Is management approval required?
	Yes

____
	No

____
	N/A

____

	· Or does a second individual review and/or approve these transactions?
	Yes

____
	No

____
	N/A

____

	· Is the original receipt required for processing a refund/credit?
	Yes

____
	No

____
	N/A

____

	S. Are refunds/credits perform/given after six (6) months?
	Yes

____
	No

____
	N/A

____

	T. Are the following reports obtained and reviewed, and the review documented:


	
	
	

	· Daily summary reports that provide list of individual transactions that comprise the daily totals (Batch Reports)?


	Yes

____
	No

____
	N/A

____

	· The totals by day per card type summary (Batch Settlement)?
	Yes

____
	No

____
	N/A

____

	· Summary report (Batch Report – Batch Inquiry) that show totals for sales, refunds/credits, etc?
	Yes

____
	No

____
	N/A

____

	· Are all of the above sequentially numbered, to ensure none escape review?


	Yes

____
	No

____
	N/A

____

	U. Is the Credit Card Transaction Spreadsheet (Excel Spreadsheet) Monthly Report prepared and/or obtained?


	Yes

____
	No

____
	N/A

____

	V.  Is the Excel Spreadsheet prepared and sent to General Accounting?
	Yes

____
	No

____
	N/A

____

	W.  Does the Excel Spreadsheet record all daily/monthly transactions, including $0 days, weekends, and holidays?


	Yes

____
	No

____
	N/A

____

	X.  Does management review and approve the Excel Spreadsheet prior to being sent to General Accounting?


	Yes

____
	No

____
	N/A

____

	Y. Are credit card records and reports properly stored and inaccessible to unauthorized staff?


	Yes

____
	No

____
	N/A

____

	Z. Is access to credit card data, including the Banner System, limited to users based on level of need to access data?


	Yes

____
	No

____
	N/A

____

	AA. Does your Location receive a copy of the monthly bank reconciliations or other financial information from Treasury/General Accounting identifying un-reconciled credit card transactions? (i.e., Un-processed credit cards debits, credits, and/or charge-backs).


	Yes

____
	No

____
	N/A

____

	BB. Are un-reconciled credit card bank items (debits, credits and charge-backs) reviewed/researched on a timely basis? (i.e., cleared within 90 days.) NOTE:  Some credit card “charge-backs” have a resolution period of 120 days from date of transaction, or no payments will be received.


	Yes

____
	No

____
	N/A

____

	CC. Are clearing accounts used to transfer outstanding items and clear the bank account as part of the credit card reconciliation process?   


	Yes

____
	No

____
	N/A

____

	DD. If a clearing account is used, are items within the clearing account reconciled/resolved in a timely manner.   


	Yes

____
	No

____
	N/A

____

	NOTE:  The on-line “Market Place” process has recently been put in place to streamline the sales/registration process.  Procedures are forthcoming. 


	
	
	

	EE.  For Event registration, is the “Market Place” considered for providing on-line processing of registration for payments?


	Yes

____
	No

____
	N/A

____

	· If “Market Place” is used, is the number of registrants reconciled to payments?


	Yes

____
	No

____
	N/A

____

	· Are Fees understood and accurately deducted? (e.g., credit card, etc.)


	Yes

____
	No

____
	N/A

____

	· Does the “Net” deposit reconcile to the total revenues minus fees?


	Yes

____
	No

____
	N/A

____

	· Is the resulting registration list used to control/monitor the event’s attendees?
	Yes

____
	No

____
	N/A

____


8.  TRAVEL EXPENDITURES

	NOTE:  NSU has implemented the use of the Ariba eProcurement system for expenditures, including: 
· Purchase Requisitions
· Travel Authorizations

· Employee Expense Reimbursements

· Check Requests

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 screen.) 


	
	
	

	A.  Is staff/management knowledgeable of the Self-Audit Guidelines – Travel Reimbursement Reports (http://www.nova.edu/cwis/audit/)

NOTE: The Employees’ Travel Policy was revised effective August 2009.  


	Yes

____
	No

____
	N/A

____

	B. Are arrangements for air and ground transportation made through the University’s Travel Office?

	Yes

____
	No

____
	N/A

____

	· Is staff knowledgeable of Airfare requirements and restrictions on upgrades and companion travelers?


	Yes

____
	No

____
	N/A

____

	C.  Is staff knowledgeable about Ground Transportation requirements?
	Yes

____
	No

____
	N/A

____

	D.  Is staff knowledgeable of Lodging requirements? (Sales tax exemptions, etc.)
	Yes

____
	No

____
	N/A

____

	E.  Is staff knowledgeable of Meals requirements, including limits? (Descriptions required for business meals, prohibited items such as alcohol, required receipts for all meals, etc.) 


	Yes

____
	No

____
	N/A

____

	F.  Are employee travel advances allowed?
	Yes

____
	No

____
	N/A

____

	G. If yes, is timely repayment of travel advances followed-upon by management?


	Yes

____
	No

____
	N/A

____

	H. Are Travel Reimbursement Reports:


	
	
	

	· Signed and dated by traveler?


	Yes

____
	No

____
	N/A

____

	· Reviewed for accurate completion? (Account allocation, purpose, receipts, etc.)


	Yes

____
	No

____
	N/A

____

	· Approved and dated by traveler’s immediate or higher supervisor?
	Yes

____
	No

____
	N/A

____

	· Does the highest level employee submit the expense? (i.e.: Management does not approve an expenditure that a subordinate submits, if that approver/management benefits from the expenditure.)


	Yes

____
	No

____
	N/A

____

	· Approved and dated by Department Head, where applicable?


	Yes

____
	No

____
	N/A

____

	· Forwarded to Accounts Payable by management after approval? (Not handed back to employee, which could allow alteration of the Form.)


	Yes

____
	No

____
	N/A

____

	· Submitted within the time limits (i.e., 90 days from completion of trip)?
	Yes

____
	No

____
	N/A

____

	I.  Does Center/Location schedule trips for students?


	Yes

____
	No

____
	N/A

____

	J.  If yes above, is staff aware of paperwork, including insurance and releases required, for such scheduled students trips?
	Yes

____
	No

____
	N/A

____

	K. Are all releases obtained, reviewed, and approved prior to the scheduled student trip?
	Yes

____
	No

____
	N/A

____


9.  EXPENDITURE ADMINISTRATION

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

· Purchase Requisitions
· Travel Authorizations

· Employee Expense Reimbursements

· Check Requests

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 screen). 


	
	
	

	Have the following received and/or obtained training in the Ariba System?


	
	
	

	· Deans, Business Officers, etc.?
	Yes

____
	No

____
	N/A

____

	· Supervisors and others in the approval flow?


	Yes

____
	No

____
	N/A

____

	· Ariba Coordinators? 
	Yes

____
	No

____
	N/A

____

	· Employees?
	Yes

____
	No

____
	N/A

____

	Periodically, does Location management review the list of users from the department to identify any users that have either terminated and/or transferred, and remove those users from the approval flow?

 
	Yes

____

	No

____
	N/A

____

	A. Is staff/management knowledgeable of the Self-Audit Guidelines – Expenditure Administration http://www.nova.edu/cwis/audit/
NOTE:  The Human Resources and Accounts Payable – Policies and Procedures for Check Requests, Purchase Requisitions, and Employee Travel Authorizations and Reimbursements revised effective August 2009.

	Yes

____
	No

____
	N/A

____

	B. Has your Location issued/signed any service agreements/contracts with outside vendors?


	Yes

____
	No

____
	N/A

____

	C. Was the contract reviewed by NSU In-House Legal Counsel and Risk Management?
	Yes

____
	No

____
	N/A

____

	· Was a copy of the final signed contract given to the above department(s) if required?


	Yes

____
	No

____
	N/A

____

	· Does the contract comply with NSU’s President “Contracts Policy”, dated November 5, 2004?  (The policy states that all leases, contracts, and agreements for facilities, goods or services must be approved by NSU’s Counsel and signed by the President or the Executive Vice President for Administration if they 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.
	Yes

____
	No

____
	N/A

____

	· With respect to HPD, affiliation agreements for placement of its students must be approved by the Chancellor of HPD.  
	Yes

____
	No

____
	N/A

____

	· Insurance requirements are to be handled by the Risk Management Office.)


	Yes

____
	No

____
	N/A

____

	D.  When purchasing goods and services, are Purchasing department policies followed?


	Yes

____
	No

____
	N/A

____

	E.  If purchase is $5,000 or less, is Purchasing consulted?


	Yes

____
	No

____
	N/A

____

	F.  If purchase is $5,000 to $25,000, are competitive bids obtained?
	Yes

____
	No

____
	N/A

____

	G.  If purchase is $25,000 to $250,000 is a Request for Proposal (RFP) obtained? 
	Yes

____
	No

____
	N/A

____

	H.  If purchase is over $250,000 is approval from Finance Committee obtained?


	Yes

____
	No

____
	N/A

____

	I.  Are Purchase Orders adequately authorized (signed and dated), by Purchasing, Department authorized staff, Budget Office, etc., as required by the dollar limits specified in the NSU policy above?  

	Yes

____
	No

____
	N/A

____

	J. Are changes to Purchase Orders: 


	
	
	

	· Authorized (signed and dated) by the proper level of management?
	Yes

____
	No

____
	N/A

____

	· Within approved budget limits?
	Yes

____
	No

____
	N/A

____

	· Reviewed by In-House Legal Counsel and/or Risk Management, if applicable?


	Yes

____
	No

____
	N/A

____

	K. Are Purchase Orders and Check Requests used according to the Purchasing Policies (Materials and Services Procurement Matrix)?


	Yes

____
	No

____
	N/A

____

	L.  Are purchases of fixed assets with value of $1,000 and more capitalized?
	Yes

____
	No

____
	N/A

____

	M.  Are payments made in accordance with terms and condition of contracts?
	Yes

____
	No

____
	N/A

____

	N.  Are changes in contracts reviewed and approved by management?


	Yes

____
	No

____
	N/A

____

	O.  Are procedures followed when making payments through Check Requests, Purchase Orders, or other means?  (Some requirements are highlighted below.) 


	Yes

____
	No

____
	N/A

____

	· Are Check Requests prohibited to reimburse for employee’s meetings and/or business meals, etc?  (These should be submitted on an Expense Report.)

	Yes

____
	No

____
	N/A

____

	· Does the highest level employee submit the expense? (i.e.: Management does not approve an expenditure that a subordinate submits, if that approver/manager benefits from the expenditure.)


	Yes

____
	No

____
	N/A

____

	P.   Are all invoices reviewed for validity, accuracy, and agreement to contract terms and conditions?


	Yes

____
	No

____
	N/A

____

	Q.  Are all charges reviewed for validity, document support, and accuracy?
	Yes

____
	No

____
	N/A

____

	R.  Are payments made in accordance with terms and condition of contracts?
	Yes

____
	No

____
	N/A

____

	S.  Is splitting payments into lower dollar amounts to circumvent higher level management approval prohibited?

	Yes

____
	No

____
	N/A

____


10.  TUITION WAIVERS 

	NOTE:  Effective July 1, 2010, the Tuition Waiver Policy (OHR Policy #34) was updated with several changes.

A.  Is staff/management knowledgeable of the new Tuition Waiver, OHR Policy #34 
http://www.nova.edu/cwis/hrd/emphanbk/tuition.html

	Yes
____

Yes

____


	No
____

No

____
	N/A
____

N/A

____



	B.  Does the requestor’s manager approves and sends the form to OHR within the required timeframe?  (Note:  Handing the form back to the employee should not be done, as this could allow alteration after the approval.)


	Yes

____
	No

____
	N/A

____

	C.  Upon receipt of OHR’s approved Tuition Waiver form; does the manager inform the requestor of the status?  


	Yes

____
	No

____
	N/A

____

	D.  Does the manager ensure that additional classes, beyond what they approved, were not processed?  
	Yes

____
	No

____
	N/A

____


11.  PAYROLL PROCESSING CONTROLS

	NOTE:  “SharkTime”, the new electronic timekeeping system, may change some of the processes below.  Procedures, tutorials, and training schedules can be found at the following NSU website:
http://www.nova.edu/cwis/fop/payroll/nsuetime/
	
	
	

	A.  Is staff/management knowledgeable of the Self-Audit Guidelines – Payroll Processing Controls http://www.nova.edu/cwis/audit/

	Yes

____
	No

____
	N/A

____

	B.  Is time data captured and input in a timely manner? (Examples: Time Sheet, Leave & Absence Report, Termination Notices, etc.)


	Yes

____
	No

____
	N/A

____

	C.  When an employee terminates services with NSU, is the termination checklist promptly completed, and the information promptly reported to Human Resources Department?

https://www.nova.edu/webforms/hrd/termination_checklist.html

	Yes

____
	No

____
	N/A

____

	D.  Are hourly totals in time sheets recalculated for accuracy prior to approval by supervisors?


	Yes

____
	No

____
	N/A

____

	E.  Are payroll timesheets and/or Forms placed in the mail or entered directly into Banner after approval? (Not handed back to employee, which could allow alterations.)


	Yes

____
	No

____
	N/A

____

	F.  Are the following payroll reports reviewed regularly:


	
	
	

	· The Labor Distribution Report (review for “gross pay” accuracy)?
	Yes

____
	No

____
	N/A

____

	· The Leave Report (Bi-Weekly Vacation Availability/Usage Report)?
	Yes

____
	No

____
	N/A

____

	· Other Reports as applicable?


	Yes

____
	No

____
	N/A

____

	G. Are payroll reports reviewed for accuracy of balance of leave hours, Fund/Org/Account payroll charges, budget impact of payroll, etc?


	Yes

____
	No

____
	N/A

____

	H. Are payroll reports reconciled to actual list of employees to ensure accurate information?


	Yes

____
	No

____
	N/A

____

	I. Are payroll reports and payroll documents maintained in a secure location?


	Yes

____
	No

____
	N/A

____

	J. If the Location receives any hard copy payroll checks; are payroll checks obtained/distributed by someone other than those able to create/hire employees?


	Yes

____
	No

____
	N/A

____

	K.  If the Location receives any hard copy payroll checks; are unclaimed checks properly secured and returned to Payroll immediately?


	Yes

____
	No

____
	N/A

____

	L.  If your Location has grants/contracts, do all Principal Investigators (PIs) and assisting staff submit “time and effort reports” as required by Office of Grants and Contracts (OGC) policies and procedures, laws and regulations?
	Yes

____
	No

____
	N/A

____


12.  FINANCIAL AND BUDGETARY INFORMATION

	For details of NSU policies and procedures related to this area see the various NSU websites noted in the audit guidelines.
	
	
	

	A. Is staff/management knowledgeable of the Self-Audit Guidelines – Budget Review Process http://www.nova.edu/cwis/audit/index.html

	Yes

____
	No

____
	N/A

____

	B.  Are employees trained to ensure revenues and expenditures are charged to the proper Fund/Org/Account code?


	Yes

____
	No

____
	N/A

____

	C.  Does the Location have an approved annual budget?
	Yes

____
	No

____
	N/A

____

	D.  Is a system is place to provide appropriate management with explanations of significant variations between budgeted and actual financial status?
	Yes

____
	No

____
	N/A

____

	E.  Are anticipated fund deficits reported to the appropriate level of University management on a timely basis?


	Yes

____
	No

____
	N/A

____

	F.  Are budget transfers approved by appropriate level of management?


	Yes

____
	No

____
	N/A

____

	G. Are large expenditures for purchases, travel, etc., encumbered ahead of time to ensure budgeted funds are available?


	Yes

____
	No

____
	N/A

____

	H. Does the Center make accrual entries; or otherwise account or budget for future expenditures; that are known but the invoices have not yet been received/paid. (e.g., adjunct payments)?
	Yes

____
	No

____
	N/A

____


13.  COMPUTER RELATED CONTROLS

	A.  Is staff/management knowledgeable of the Self-Audit Guidelines – Computer Related Controls http://www.nova.edu/cwis/audit/

	Yes

____
	No

____
	N/A

____

	· NOTE:  For details of NSU policies and procedures related to this area see the NSU Websites noted in the above website. 

	
	
	

	B. Are new employees provided with documented training on computer security and related compliance issues?


	Yes

____
	No

____
	N/A

____

	C. Are employees required to review and understand policies concerning the acceptable use of computer resources?
	Yes

____
	No

____
	N/A

____

	D.  Is periodic training provided to employees on computer related issues?
	Yes

____
	No

____
	N/A

____

	E.  Are employees issued only one computer? (i.e.: not both a laptop and desktop; to save the cost of a second machine.)

	Yes

____
	No

____
	N/A

____

	F.  Are common area printers used to save capital budget, and electric cost? 
	Yes

____
	No

____
	N/A

____

	G.  Are laptop computers secured by cable locks?
	Yes

____
	No

____
	N/A

____

	H.  Are desktop computers and printers secured by standard locking cables? (If determined beneficial.)


	Yes

____
	No

____
	N/A

____

	I.  Are changes in the ownership, location, or disposition of computers properly and timely reported to the Fixed Assets Department?


	Yes

____
	No

____
	N/A

____

	J. Has/Does  the Location perform the following:  


	
	
	

	· Has the Location assigned a “Banner Account Coordinator” responsible for reviewing employee additions/deletions, and the employees’ appropriate level of access to Banner? 

	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator receive the monthly security reports from OIT which identifies the User IDs and the access permissions and/or security levels assigned to all department employees?


	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator review the security reports to determine that department employees have the proper authorized access for the department (security classes) and the appropriate security level (“Change/Modify” or “View Only") for the Banner modules/screens)? 


	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator have a process to report all of the changes (e.g., terminations, transfers, etc.) affecting department employees to the appropriate central administration (e.g., OIT, Human Resources, Payroll, etc.)?

	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator receive/review a system generated    e-mail anytime that there is a Human Resource Action that affects the level of Banner Access of a department employee (i.e., termination, transfer, etc.)?

 
	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator ensure that requested changes in Banner User’s level of access have actually been made and are reflected in the subsequent Banner Security Report?  (Note:  Ensures that terminated employees no longer have access to department’s Banner modules/screens; and that new/transferred employees are assigned proper access to department’s modules and deleted from access to previous department.)


	Yes

____
	No

____
	N/A

____

	· Does the Banner Account Coordinator sign-off acknowledging the review and approval of the monthly security report (OIT spreadsheet)?


	Yes

____
	No

____
	N/A

____

	K. Are Banner and Network password security requirements periodically reviewed with employees?


	Yes

____
	No

____
	N/A

____

	L.  Are passwords periodically changed?


	Yes

____
	No

____
	N/A

____

	M. Are passwords unique to each employee, not used by others, not disclosed to others, and not viewable by others (i.e.: not written in an unsecured place)?


	Yes

____
	No

____
	N/A

____

	N. Are workstations logged-off and/or secured when not in used?


	Yes

____
	No

____
	N/A

____

	O. Are employees prohibited from communicating via Wireless LAN’s to process and/or transmit Banner and/or other administrative systems?

	Yes

____
	No

____
	N/A

____

	P.  If the Location has in-house computer processors and network, is there a written emergency backup and recovery procedures that addresses restoration actions in case of system failures?


	Yes

____
	No

____
	N/A

____

	Q.  Are the Location’s computer servers, if applicable, secured and accessible to only approved individuals?


	Yes

____
	No

____
	N/A

____

	R.  Is critical information and software maintained by the Location in its servers periodically backed-up, and/or sent to offsite storage? (If deemed beneficial.)


	Yes

____
	No

____
	N/A

____

	S.  Is disposition of sensitive and/or confidential information properly controlled?
	Yes

____
	No

____
	N/A

____

	T.  Are all software programs utilized by the Location properly licensed to NSU?
	Yes

____
	No

____
	N/A

____

	U.  Does the Location have a system to verify that only licensed software is used?


	Yes

____
	No

____
	N/A

____

	V.  Does the Location utilize any computer applications developed in-house, within the Center?


	Yes

____
	No

____
	N/A

____

	W.  Does the Location utilize any computer applications that are the property of and/or maintained by an outside party? (e.g., County System, State System, etc.)


	Yes

____
	No

____
	N/A

____


14.  ON-LINE PHONE/E-MAIL DIRECTORY, UPDATE AND CONTROLS

	A.  Is staff/management knowledgeable of the Self-Audit Guidelines – On-Line Phone/E-Mail Directory, Update and Controls? (http://www.nova.edu/cwis/audit/)


	Yes

____
	No

____
	N/A

____

	B.  Is the accuracy of the Location’s On-line Phone/E-Mail Directory periodically reviewed?


	Yes

____
	No

____
	N/A

____

	C.  Are changes reported to Human Resources, TelCom department, and/or other Departments/Centers, where appropriate?
	Yes

____
	No

____
	N/A

____

	D. Does staff/management have a formal process that periodically (at least annually or when individuals are terminated) updates e-mail addresses on group distribution lists to ensure that the department does not send e-mails to individuals that are terminated and/or are no longer authorized to receive confidential university information.  

NOTE:   Terminated employees may still have a valid e-mail address if they were a prior student/alumni.

	
	
	

	E.  Is the monthly Telephone Charges report provided by the Telecommunication Department of Business Services reviewed for accuracy?


	Yes

____
	No

____
	N/A

____

	· Does management review charges for mobile devices (Cell Phones, PDAs, etc.) and evaluate whether the most appropriate and cost effective mobile device has been provided to its employees? 
	Yes

____
	No

____
	N/A

____

	· Does management monitor the continued need for those rare instances when multiple devices have been provided to one employee?


	Yes

____
	No

____
	N/A

____

	F.  Is the Department’s contact information correct/updated; and provided to the TelCom department? 

	Yes

____
	No

____
	N/A

____

	G. Are employees and adjuncts informed that the NSU.NOVA.EDU e-mail address should be the only one used for communicating NSU business?
	Yes

____
	No

____
	N/A

____


15.  FIXED ASSETS

	A. Is staff/management knowledgeable of the Financial Operations Policies and Procedures Manual – Property and Equipment - Fixed Assets 
http://www.nova.edu/cwis/fop/forms/policies.doc
http://www.nova.edu/cwis/fop/fixedassets/

	Yes

____
	No

____
	N/A

____

	B.  Does the Location receive a periodic listing of its fixed assets from Financial Operation’s Fixed Asset department?


	Yes

____
	No

____
	N/A

____

	C.  Does the Location review/maintain the above listing of all of its capitalized assets (i.e., computers, furniture, etc. over $1,000 in cost)?


	Yes

____
	No

____
	N/A

____

	D. Does the Location report to the Fixed Assets department any changes in location, ownership, or status of capitalized assets? (i.e., computers, furniture)


	Yes

____
	No

____
	N/A

____

	E.  Are surplus computers reported to OIT and Fixed Assets departments?


	Yes

____
	No

____
	N/A

____

	F.  Is a copy of the “Surplus Computer” and/or “Asset Disposal” Forms retained by the Location?


	Yes

____
	No

____
	N/A

____

	G.  Does your Center/Location maintain any Furniture/Equipment with an off-site storage vendor? 
· If yes, list the storage vendors used:  ________________________  
	Yes

____
	No

____
	N/A

____

	H. Does staff/management maintain an inventory list of Furniture/Equipment  stored offsite? 

	Yes

____
	No

____
	N/A

____

	I. Has staff/management evaluated the cost/benefit of retaining those items stored offsite?
	Yes

____
	No

____
	N/A

____


16.  BUSINESS PROCESS IMPROVEMENT (BPI)

	A.  Is staff/management knowledgeable of the Self-Audit Guidelines – Business Process Improvement (BPI) http://www.nova.edu/cwis/audit/
	Yes

____
	No

____
	N/A

____

	B.  Does the Location use any of the following tools of BPI:


	
	
	

	· Task Team to work on specific projects or problems?


	Yes

____
	No

____
	N/A

____

	· Cross-Functional Team made up of individuals from various Centers/Departments for a project?

	Yes

____
	No

____
	N/A

____

	· Brainstorming as a group to generate a large number of ideas to address?
	Yes

____
	No

____
	N/A

____

	· Review processes from end-to-end:

· identify gaps in timing; 
· errors for root cause and frequency; 
· best methods to assist upstream and downstream users; and,

· replicate best practices.

	Yes

____
	No

____
	N/A

____




17.  MARKETING

	A.  Does the Location have any merchandise for sale on premises or elsewhere?


	Yes

____
	No

____
	N/A

____

	B.  Does the Center/Location have a Marketing department?
	Yes

____


	No

____
	N/A

____

	C.  Are Marketing plans documented?


	Yes

____
	No

____
	N/A

____

	D. Has the responsibility for achieving objectives been assigned and documented?
	Yes

____
	No

____
	N/A

___

	E.  Are Location specific marketing plans communicated and coordinated with central administration’s University Relations department and/or Undergraduate Admissions Office?


	Yes

____
	No

____
	N/A

____

	F.  Has management developed a system of procedures for communicating expectations and for coordinating efforts between offices, programs, and staff members (e.g., staff or management meetings, newsletters, etc.)?
	Yes

____
	No

____
	N/A

____

	G.  Does the Location use the most current NSU logos?
	Yes

____
	No

____
	N/A

____


18.  ADMISSIONS

	UNDERGRADUATE ADMISSIONS

	
	
	

	The Undergraduate Admissions Office is the department in charge of undergraduate student admissions at NSU.  In 2009, the Undergraduate Admissions Office began using the Hobson Enrollment Management Technology System (Hobson) to process student admissions information.  
NOTE:  The “Hobson System”, may change some of the processes performed by Academic Centers related to undergraduate student admissions, communications, and registration.  Procedures, tutorials, and training schedules can be found at the following NSU websites:

http://www.nova.edu/admissions/index.html
http://www.nova.edu/izone/techtrain/adminsystems/index.html
Academic Centers may use the Hobson System to:

· Obtain information regarding students admitted to their programs.

· Begin the processes of advising and registering students.    


	Yes

____
	No

____
	N/A

____

	A. Are Center/Program undergraduate admission requirements published and accessible to all prospective students?


	Yes

____
	No

____
	N/A

____

	B. Is the undergraduate admission review process in writing?
	Yes

____
	No

____
	N/A

____


	GRADUATE ADMISSIONS

	
	
	

	A. Are Center/Program graduate admission requirements published and accessible to all prospective students?


	Yes

____
	No

____
	N/A

____

	B. Is the graduate admission review process in writing?


	Yes

____
	No

____
	N/A

____

	C. Is the Center/Program utilizing Web for Admissions for the submission of applications on-line?  If yes, is the following being performed:

	Yes

____
	No

____
	N/A

____

	· Is the Center/Program using the following NSU Website for the online application? http://www.nova.edu/cwis/admissions.html; 
or has the Center/Program website been configured to incorporate the Web for Admissions application for ready accessibility by prospective students? 
	Yes

____
	No

____
	N/A

____

	· Is Web for Admissions populating the student’s Banner record?


	Yes

____
	No

____
	N/A

____

	· Is Center/Program staff receiving the student application information via the:

· UniSearch Process Optimizer (UPO) workflow; and,


	Yes

____
	No

____
	N/A

____

	· Enrollment Processing Services (EPS) reports detailing the information entered by students?

	Yes

____
	No

____
	N/A

____

	· Is staff knowledgeable and trained on the processes required by the UPO and EPS NetSearch systems? 


	Yes

____
	No

____
	N/A

____

	· Does staff verify that the information populated into Banner and/or entered by EPS represents accurate student information?


	Yes

____
	No

____
	N/A

____

	D.  Does the Center/Program have a prospective students’ Communication Plan in writing? 

	Yes

____
	No

____
	N/A

____

	E.  Does the Communication Plan include: 

	
	
	

	· Using NSU’s Web for Prospect program to communicate with prospective students?

	Yes

____
	No

____
	N/A

____

	· Samples of documentation/letters used to communicate with prospective students?


	Yes

____
	No

____
	N/A

____

	· Populating the student’s Banner profiles with the dates of all the correspondence sent to and/or received from the prospective students? 
	Yes

____
	No

____
	N/A

____

	F.  Does the Center/Program receive hardcopy documentations from students such as admissions applications, and other student admissions documentation (i.e., transcripts, test scores, etc.)? 

	Yes

____
	No

____
	N/A

____

	· Has Center/Program centralized the receipt of the students’ hardcopy documentation (i.e., admissions applications, transcripts, test scores, etc.)?


	Yes

____
	No

____
	N/A

____

	· Are all hardcopy admissions applications and other hardcopy documentation received by Center/Department forwarded to EPS for processing and imaging?


	Yes

____
	No

____
	N/A

____

	G.  Does the Center/Program retain any of the hardcopy student admissions documentation on site? If so:


	Yes

____
	No

____
	N/A

____

	· Is the student’s admission review process documented in the student’s hardcopy file?


	Yes

____
	No

____
	N/A

____

	· Is the prospective student hardcopy information and reports maintained in a secured manner by Center/Program personnel?
	Yes

____
	No

____
	N/A

____

	INTERNATIONAL STUDENTS


	
	
	

	H.  Is Center/Program staff knowledgeable of the requirements for international students; including SEVIS requirements?


	Yes

____
	No

____
	N/A

____

	I..  Is Center/Program staff knowledgeable of the services provided by the Office of International Students?  http://www.nova.edu/internationalstudents/

	Yes

____
	No

____
	N/A

____

	J.  Is Center/Program staff knowledgeable that all International Students (both new and transfer students) are to be referred to the Office of International Students and Scholars (OISS)? 
	Yes

____
	No

____
	N/A

____

	K.  Is Center/Program staff knowledgeable that International Students are given “International Hold” status in the Banner System, and that these students must contact the OISS prior to beginning a program?


	Yes

____
	No

____
	N/A

____

	L. During the Admissions process, is a report available from OISS to the Center/Program that identifies which students qualify as International Students?  These students should be referred to the OISS.

	Yes

____
	No

____
	N/A

____

	M. Does the Center/Program staff complete the “Tuition and Cost of Living Estimate Worksheet” and forward it to the OISS? 
	Yes

____
	No

____
	N/A

____


19.  REGISTRATION

	A. Is Center/Program encouraging students to register using NSU’s Online WebSTAR system?

	Yes

____
	No

____
	N/A

____

	B.  If so, does Center/Program receive/review reports of student’s registration information?
· Has Center/Program developed reports that provide information on students that register but do not attend classes (Drop Delete), drop from classes early, etc., in order to review tuition charges that have the potential to be reversed?

	Yes

____
	No

____
	N/A

____

	C.  Is Center/Program reviewing/reconciling students’ charges for tuition and fees specific to the Center/Program to Banner postings, to ascertain charges are being posted to the correct Detail Codes?

	Yes

____
	No

____
	N/A

____

	D.  Is there any other method of registration being used by the Location?  If so, explain.


	Yes

____
	No

____
	N/A

____

	· Do Advisors register students through the Banner system? 


	Yes

____
	No

____
	N/A

____

	· If so, do Advisors provide students with all of the Term & Condition Disclosures, and obtain written agreement to the Conditions (i.e.: agreement to pay, etc.)?
	Yes

____
	No

____
	N/A

____


20.  ACCOUNTS RECEIVABLE AND/OR PRE-COLLECTION EFFORTS 

	A. Does your Center/Program receive periodic listings of past due student accounts receivables from central administration’s Collections Department?


	Yes

____
	No

____
	N/A

____

	B. Does your Center/Program perform any collection of student’s accounts receivables? (i.e., tuition, fees, etc.)


	Yes

____
	No

____
	N/A

____

	C.  If so, is a staff member assigned responsibility to review collection activities, past due trends, and student contact?


	Yes

____
	No

____
	N/A

____

	D. Does your Center/Program maintain a listing of accounts contacted in the process of collecting past due students’ accounts receivables?


	Yes

____
	No

____
	N/A

____

	E.  Are bad debt budgets and actual expenses analyzed at least annually?


	Yes

____
	No

____
	N/A

____

	· Does your Center/Program receive monthly reports from Collections Department detailing write-offs of accounts and other collection efforts?


	Yes

____
	No

____
	N/A

____

	F. Is a staff member assigned to be the contact person (liaison) with central administration’s Collections Department responsible for reviewing collection activities, past due trends, etc.?

	Yes

____
	No

____
	N/A

____


21.  RECORDS MANAGEMENT AND CONFIDENTIAL INFORMATION

	A.  Are confidential records, student records, and reports discarded in a secured manner by Center/Location personnel and/or outside bonded vendor?


	Yes

____
	No

____
	N/A

____

	B.  Are Center/Location’s records stored in a secure and protected premise?


	Yes

____
	No

____
	N/A

____

	C.  Does the Center/Location have a records retention policy in writing?


	Yes

____
	No

____
	N/A

____

	D.  Is staff/management knowledgeable of the requirements of HIPAA?
	Yes

____
	No

____
	N/A

____

	E. Is staff/management knowledgeable of the requirements of the Family Education Rights and Privacy Act (FERPA)?

	Yes

____
	No

____
	N/A

____

	F.  Does Center/Location comply with NSU’s written policy and procedures for: 

HIPAA  (Health Insurance Portability and Accountability Act)

FERPA  (Family Educational Rights and Privacy Act)


	Yes

____


	No

____


	N/A

____



	G.  If required, does Center/Location have documented employee training for:

HIPAA  (Health Insurance Portability and Accountability Act)

FERPA  (Family Educational Rights and Privacy Act)
	Yes

____


	No

____


	N/A

____



	
	
	
	


22.  ETHICS

	A. Is management and staff knowledgeable of the following NSU policies:

 
	
	
	

	· Conduct/Ethical Behavior Employees – OHR 7

http://www.nova.edu/cwis/hrd/emphanbk/conduct.html

	Yes

____
	No

____
	N/A

____

	· Conflict of Interest – OHR Policy 8 (Requires periodic signing)

http://www.nova.edu/cwis/hrd/emphanbk/conflict.html

	Yes

____
	No

____
	N/A

____

	· Copyright and Patent - OHR 9

http://www.nova.edu/cwis/hrd/emphanbk/copyright.html

	Yes

____
	No

____
	N/A

____

	· Financial Conflict of Interest with Respect to Sponsored Project – OHR 14

http://www.nova.edu/cwis/hrd/emphanbk/finan.html

	Yes

____
	No

____
	N/A

____

	· Outside Employment – OHR 25

http://www.nova.edu/cwis/hrd/emphanbk/outemploy.html

	Yes

____
	No

____
	N/A

____

	· Information Security Policy and Procedure Compilation 

http://www.nova.edu/common-lib/policies/forms/policy_compilation.pdf

	Yes

____
	No

____
	N/A

____

	· Policy on Acceptable Use of Computing Resources – OIT

http://www.nova.edu/common-lib/policies/index.html
	Yes

____
	No

____
	N/A

____

	· NSU Compliance Department Code of Conduct/Ethics

http://www.nova.edu/cwis/ccd/index.html

	Yes

____
	No

____
	N/A

____

	· Student Code of Conduct 

http://www.nova.edu/cwis/studentaffairs/forms/ustudenthandbook.pdf

	Yes

____
	No

____
	N/A

____

	B.  Are staff members provided ongoing training and/or communication on the above policies?


	Yes

____
	No

____
	N/A

____

	C.  If training is performed, is training documented?


	Yes

____
	No

____
	N/A

____

	D.  Is management/staff aware of their responsibility to contact Internal Auditing if inappropriate transactions are suspected within their department?  (Except for those issues that are to be reported to the Compliance Officer, or Human Resources.)  954-262-5224 or audit@nsu.nova.edu

	Yes

____
	No

____
	N/A

____


23.  GRANT AND CONTRACT ACTIVITY

	A.  Is staff/management knowledgeable of:

· The Office of Grants and Contracts’ (OGC) resources, policies and procedures, etc.?  (http://www.nova.edu/ogc/policies.html); and, 

· Financial Operations, Administration of Grant and Contracts       (http://www.nova.edu/cwis/fop/cagaccnt/index.html)

	Yes

____

Yes

____
	No

____

No

____
	N/A

____

N/A

____

	B.  Does your Location have any grant and/or contract awards?
	Yes

____
	No

____
	N/A

____

	C. Are the Center/Department’s site specific grant and contract procedures and processes documented in writing?


	Yes

____
	No

____
	N/A

____

	D.  Does your Location maintain a listing of all grants and contracts?


	Yes

____
	No

____
	N/A

____

	E.  Are all proposals for sponsored funding in excess of $5,000 from federal, state, and local government; and foundation and corporate sources reported to the Office of Grants and Contracts? 


	Yes

____
	No

____
	N/A

____

	F.  Does Center management review all contracts?


	Yes

____
	No

____
	N/A

____

	G.  Does management ascertain that all information needed/required by OGC is available and provided timely?


	Yes

____
	No

____
	N/A

____

	H.  Are grants/contracts reviewed for compliance with:


	
	
	

	· Proper authorized signatures?


	Yes

____
	No

____
	N/A

____

	· Proper cost management (payroll, benefits, etc.)?


	Yes

____
	No

____
	N/A

____

	· Cost reimbursements?


	Yes

____
	No

____
	N/A

____

	· Timely review and submission of invoices and payments?


	Yes

____
	No

____
	N/A

____

	· Timely review and submission of required technical, financial and other reports?


	Yes

____
	No

____
	N/A

____

	· No expenditures to grants, including payroll charges, after the end of the grant, unless an extension is granted by agency (“No Cost Extension”)?


	Yes

____
	No

____
	N/A

____

	· NSU policies that require Check Requests, Purchase Orders, and Travel Expense Reports to be submitted to OCG for approval?

	Yes

____
	No

____
	N/A

____

	I.    For Center Management that are responsible for the administration of Federal sponsored grants and contracts, are they familiar with NSU’s policies, procedures, and other administrative directives established to conform with governmental cost principles and administrative standards (example: U.S. OMB Circulars A-21, A-110, and A-133)?  

	Yes

____
	No

____
	N/A

____

	J.  Are requests for dollar changes, increased funding, and any re-budgeting properly communicated through the Office of Grants and Contract, and documented in writing?


	Yes

____
	No

____
	N/A

____

	K.  Are overhead costs, and marginal cost/benefits, analyzed by management?


	Yes

____
	No

____
	N/A

____

	L.  Does the Location receive and review a periodic listing of the Location’s grants and contracts reports that list:
	
	
	

	· All current grants and contracts?


	Yes

____
	No

____
	N/A

____

	· The facilities and administration (F&A) overhead costs to be billed?


	Yes

____
	No

____
	N/A

____

	· Reason for any waivers of costs; is the Waiver of F&A costs form signed at inceptions maintained by the Location in addition to OGC?


	Yes

____
	No

____
	N/A

____

	· NSU’s cost share (matching funds).  Would an F&A and cost share report be useful to the Location?


	Yes

____
	No

____
	N/A

____

	M. Do all Principal Investigators (PIs) receive training in the post-award management and maintenance of grants?


	Yes

____
	No

____
	N/A

____

	N. Do PIs and/or support staff have the financial information they need to validate and track grant costs (either a report, or Banner system access)?

 
	Yes

____
	No

____
	N/A

____

	O. Do PIs have Banner system access, and if so, are they provided adequate training?


	Yes

____
	No

____
	N/A

____

	P.  Do all PIs and assisting staff submit “time and effort reports” as required by NSU policies and procedures?
	Yes

____
	No

____
	N/A

____


24.  FUNDRAISING ACTIVITIES AND/OR DONATIONS RECEIVED

	A.  Are Location staff and their management knowledgeable of the following policies and procedures related to Gift Acceptance Policy Guidelines?

	
	
	

	· Office of Development – Office of Institutional Advancement - Policies and Guidelines.
http://www.nova.edu/advancement/index.html

	Yes

____
	No

____
	N/A

____

	· Finance Department – NSU Financial Operations Policies & Procedures Manual, Accounting Policies, Section 104, Contributions (Updated 2/28/2007)   
http://www.nova.edu/cwis/fop/forms/policies.doc

	Yes

____
	No

____
	N/A

____

	· University School – Advancement Office - Alumni & Development 

http://uschool.nova.edu/development/

	Yes

____
	No

____
	N/A

____

	B.   NSU’s “Gift Acceptance Policy Guidelines” were approved by the Board of Trustees in March 2009.   In part, these written guidelines govern the acceptance, account management, and other aspects of the process.  Is Location staff and their management knowledgeable of these guidelines? 


	Yes

____
	No

____
	N/A

____

	C. Are all fundraising/donation events coordinated through Institutional Advancement (IA) and properly approved?
	Yes

____
	No

____
	N/A

____

	D.  Are all fundraising/donation events scheduled with the appropriate NSU departments (i.e., Facilities Management, Public Safety, etc.)?


	Yes

____
	No

____
	N/A

____

	E.  Are all fundraising/donated funds that are received: 


	
	
	

	· Processed on a timely basis? (i.e., cash, checks, credit card transactions, and “gifts-in-kind” forwarded to Institutional Advancement (IA) for processing)


	Yes

____
	No

____
	N/A

____

	· Forwarded to Institutional Advancement (IA) with a properly completed current “Institutional Advancement Cash Receipts Transmittal Form” (Revised mid-2009), including: 


	Yes

____
	No

____
	N/A

____

	· Signatures and dates of individual preparing and approving/reviewing the form?

	Yes

____
	No

____
	N/A

____

	· Accurate Org/Fund/Account information?
	Yes

____
	No

____
	N/A

____

	· Accurate and complete donor information?
	Yes

____
	No

____
	N/A

____

	· When cash is received by the Location, do two individuals count and sign, verifying the cash count? 


	Yes

____
	No

____
	N/A

____

	· When cash is taken to Institutional Advancement, is the cash counted and verified by two individuals (Location staff and Institutional Advancement staff); and,
	Yes

____
	No

____
	N/A

____

	· Is the Transmittal Form signed by both individuals and “stamp dated received” to indicate verification of submission/receipt of the cash? 


	Yes

____
	No

____
	N/A

____

	· Entered timely into the Institutional Advancement (IA) Banner Module?
	Yes

____
	No

____
	N/A

____

	· Reconciled timely to the NSU Banner System (Finance and Institutional Advancement modules)?

 
	Yes

____
	No

____
	N/A

____

	· Is the donation documented, and the appropriate acknowledgment sent to each donor?  (i.e., receipts, tribute card, President’s letter, etc.)


	Yes

____
	No

____
	N/A

____

	F. Does the Center/Department receive the “Cashiering Report” from Institutional Advancement which shows all contributions/donations entered into Banner (Institutional Advancement module)?


	Yes

____
	No

____
	N/A

____

	G.  Does the Center/Department reconcile the contributions/donations received to the above “Cashiering Report”, and to the funds entered into the Banner System (Finance and IA modules)?


	Yes

____
	No

____
	N/A

____

	H. Are procedures in place to accept, manage, and allocate other types of contributions/donations such as assets (“gifts-in-kind), unconditional promises, services, etc? – per the “Gift Acceptance Policy Guidelines”

	Yes

____
	No

____
	N/A

____

	I.  Is Center/Department management provided with periodic comprehensive reports of contributions/donations received?
	Yes

____
	No

____
	N/A

____


25.  EMERGENCY PROCEDURES AND CAMPUS SAFETY
	 Is staff/management knowledgeable of the: 

	
	
	

	· Emergency Operations Procedures Manual for the University?

http://www.nova.edu/cwis/pubsafety/emergency.html

	Yes

____
	No

____
	N/A

____

	· Campus Safety and Traffic Handbook?

http://www.nova.edu/cwis/pubsafety/

	Yes

____
	No

____
	N/A

____

	Has staff/management reviewed the applicable sections of the manual and handbook cited above?  


	Yes

____
	No

____
	N/A

____

	Annually, does Center/Department management provide a copy of their emergency contact list to Public Safety?
NOTE:  Additional emergency procedures are available by visiting 
http://www.nova.edu/hurricane/.

	Yes

____
	No

____
	N/A

____


26.  MANAGEMENT REPORTING SYSTEM

	A. Does your Location have any Management Reporting Systems that you believe is a Best Practice?  If so, please provide list.  (Feel free to provide an example page.)
____________________________________________________________

_____________________________________________________________


	Yes

____
	No

____
	N/A

____


27.  ADDITIONAL AREAS OF CONCERN 

	A. Are there any other areas of concern not covered by the above questions? (Please provide details.)

_______________________________________________________________

_______________________________________________________________

_______________________________________________________________ 
	Yes

____
	No

____
	N/A

____


28.  REPRESENTATION STATEMENT

	By signing below, I am representing that to the best of my knowledge, the answers provided herein are correct.

Prepared by:_________________________________    Date:___________________________________
Signature                                                                
                    _________________________________     Title:___________________________________



Print Name
Reviewed by:_________________________________    Date:__________________________________

Signature                                                                 

                      _________________________________    Title:__________________________________



Print Name
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