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Objective

To safeguard assets and ensure that policies and procedures are being followed.
To provide management and all employees guidelines of good business practices and controls to assist them in fulfilling their fiduciary duty to the organization.  The periodic self-audit is a tool to help management and/or employees fulfill this fiduciary duty.

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 NSU’s authorization and signing policies, procedures, guidelines, and/or practices used by Center/department staff are in writing and available for use.

Ensure that staff is familiar with written procedures and that procedures are being followed.

Delegation of Authority

Approved signers are designated per various NSU governing documents.  Examples are the Finance/Budget department’s “NSU’s Authorized Signatures – Fiscal Year 20xx”, and “Office of Human Resource’s – Authorized Signature Form”.

In the physical absence of an approved signer for NSU documents (approval or authorization), ideally the document should be approved by the next higher level of management within the Center/department.

If needed, the signer can be someone in a lateral management position, if they are (1) an authorized signer for that type of document and dollar amount, (2) familiar with the transaction, and (3) can provide proper review and approval.

In those cases where it is appropriate to delegate authority to a lower level, the delegation of authority must be documented in writing.

· The delegation may be either for a specific time period (date-to-date), or ongoing such as “in the absence of NAME OF AUTHORIZED SIGNER, NAME OF DESIGNEE is delegated the authority to sign the following types of documents LIST DOCUMENTS”.  This delegation of authority must be approved by management above the original authorized signer (in other words, delegation of authority cannot be given without the approval of management above the person wishing to delegate such authority).  (Example:  The Deans originally gives the Director authority to sign Check Requests up to $5,000.  The delegation of authority memo allowing the Manager to sign in the Director’s absence must be approved by the Dean in writing.)

NOTE:  Just as the original authorized signature forms can specify levels of signing authority; such as “Mary Smith, Director, can sign Check Requests to $5,000; delegation of authority memos can also specify dollar limits.  (Example:  The Deans originally gives the Director authority to sign Check Requests up to $5,000.  The delegation of authority memo allowing the Manager to sign in the Director’s absence, could be limited to $1,000, and the delegation of authority must be approved by the Dean in writing.)

Signing “FOR”

The proper method to sign “FOR” another individual is to:

· Sign your own name; then,

· Print “FOR”; and,

· Print the name of the other individual.

There are no instances when it is appropriate or acceptable that someone should write the signature of another employee on a document.  NOTE: Writing the name of someone else in cursive handwriting has the potential to be deemed “forgery”.

For someone to sign “FOR” another, also see the above procedure on Delegation of Authority, ensuring the person signing has the properly delegated authority to approving/authorizing.

Signature Stamps

A signature stamp should not be used to approve documents, especially for dollar expenditures.  The signature stamp has the potential to be used to perpetrate fraudulent documents for payment, and obscure the audit trail of approvals.

· In the rare instance when a signature stamp is appropriate, it must be highly controlled to prevent unauthorized use (such as a “signature plate” used for automatic check signing being maintained in a safe when not in use).  These uses must be approved in writing by NSU’s University Controller.  The written request must acknowledge that the requestor takes responsibility for control and safekeeping of the signature stamp, and acknowledges the requestor’s sole responsibility for any misuse of a stamp that bears their name.

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.

Some departments may allow corrections via a method that does not include use of an NSU Form, such as an e-mail from an authorized signer that contains the correct information.  The above requirements may not apply to these methods of correction (i.e.: e-mail), since management’s written signature is not part of the alternate method of authorizing corrections.

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 the document after management approval.  Therefore, the use of white-out is not acceptable under any circumstance.

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.

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.

Questions or Comments

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