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Objectives
To safeguard NSU assets and ensure that policies and procedures are being followed. 

To ensure that the system of controls over each Center/department budgeting processes are adequate and operating effectively.

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

Ensure that management and staff are trained in and knowledgeable of the responsibilities and requirements established by the written budgeting policies and procedures.

Ensure that NSU’s Budget policies and procedures currently used by management and staff are being followed. 

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

· Section 122 – Budgeting 

These self-audit guidelines are based, in part, on:

· Financial Operations – Budget Administration 
· http://www.nova.edu/cwis/fop/budget/
· Financial Operations – Form – Banner Journal Entry Form
· http://www.nova.edu/cwis/fop/budget/forms/Banner_Journal_Entry_Form.xls
· Financial Operations – Form – Banner Budget Transfer Form
· http://www.nova.edu/cwis/fop/budget/forms/budget_transfer.xls
· Financial Operations – Income and Expense Code Directory 
· http://www.nova.edu/cwis/fop/budget/codes.html
· Financial Operations – Budget Frequently Asked Questions
· http://www.nova.edu/cwis/fop/budget/faq.html
· Financial Operations – NSU Financial Policies and Procedures Manual (2/28/2007) – Financial Management - Section 122 Budgeting
· http://www.nova.edu/cwis/fop/forms/policies.doc
The Self-Audit Guidelines are in no event designed to supersede, change, and/or replace the Policy and Procedures found in the above websites or any other written material from University Centers and/or Programs.

Budget Process

Daily/Weekly/Bi-Weekly/Monthly Processes and Reports

Each Center/departments’ revenues and expenditures should be captured and input in a timely manner.  This includes timely preparation of forms and timely submission for data entry and/or timely input of information into the Banner Finance System.  (Refer to Income and Expense Code Directory website noted above for proper listing.)  It is understood that in many cases, a downstream department is actually responsible for entering the data in the Banner System (example: Accounts Payable enters expenditures for Check Requests and Travel Expense Reports).

· IMPORTANT:  Ensure revenues and expenditures are charged to the proper “Fund/Org/Account” code.

Review the appropriate budget reports for accuracy (“Budget Status – Current Period”, “Operating Ledger by Account Organization”, and “Organization Summary for Month-End”). Variances between actual expenses and projected expenses should be researched and resolved.

Review budget reports for “Fund/Org/Account” charged, for accuracy of charge location.

Review budget reports for accuracy of dollars that impact the budget.  This review should also be use as an analytical tool, to ensure dollars spent and projected will be within budget constraints.

Consider accrual entries if required to recognize expense liabilities owed, but not yet billed/paid.  Accrual entries will be reflected within the financial statements.  (Additionally, funds can be Encumbered/ Committed so that the funds can be designated as such and reflected within the budget.)

Other reviews may need to be performed, such as when Contracts or Grants are involved.

NOTE:  Options on how the above reviews are performed exist.  Management judgment should be used to ensure that errors would be identified in the ordinary course of business.

· 100% Review:  100% review and 100% reconciliation includes review of each line item and each document with a reconciliation of each (examples: Check Requests, Expense Reports, Payroll Reports, other).  This can offer the highest level of detective control.  The use of Banner may be required to identify each individual line item for this review.

· Sample Review:  On a sample basis (statistical or non-statistical) chose some items for reconciliation (examples: Check Requests, Expense Reports, Payroll Reports, other).  This offers less assurance than a 100% review, but may be more cost-effective if a large population exists.

· Reasonableness:  This review is performed for obvious errors.  This is best suited for amounts that typically remain the same (such as gross pay dollars for a standard bi-weekly period, monthly fixed telephone charges, etc.).  This review offers the least amount of assurance, but can be sufficient for some management reviews.

Administrative Process

Authorized signatures at Center/department:

· Are expenditures approved by appropriate authorized individuals?
· 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, and therefore, inappropriate transactions cannot be perpetrated by one individual who is the only one that would know of the transaction’s existence; and,

· When persons on the Authorized Signature list are no longer in the position are the proper departments (i.e., Budget, Accounts Payable, OHR, etc.) promptly notified.

Center/department should establish guidelines for the following budget processes:

· Training of staff in the Banner Finance system;

· Establishing authorized access to Banner Finance system based on needed level of access to Banner Forms (examples: FGIBDSS or FGIBDST);

· Establishing responsibilities for preparation and approval of:

· Encumbrances;

· Banner Journal Entry Form;

· Banner Budget Transfer Form; and,

· Purchase Orders, Check Requests, etc.

Consider Performance Measures and Benchmarking comparisons with other Universities, Centers, Programs, and/or Departments.

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@nsu.nova.edu
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