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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 travel and business related expenses 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 travel policies and procedures.

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

· Office of Human Resources Policy – Travel:
· (http://www.nova.edu/cwis/hrd/emphanbk/travel.html)

NOTE: The Employees’ Travel Policy was revised effective August 2009.  
· Office of Business Services - NSU Travel Office 

· http://www.nova.edu/cwis/bsv/travel/index.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

· http://www.nova.edu/cwis/fop/index.html
· Financial Operations – Accounts Payable 
· http://www.nova.edu/cwis/fop/accntpay/functions.html
NOTE: The Accounts Payable – Policies and Procedures were revised August 2009  
· Financial Operations – Accounts Payable – People Payments and Travel Expenditures and Guidelines. These policies are found in the following website:
· http://www.nova.edu/cwis/fop/accntpay/peoplepay.html
· Risk Management – Policies and Procedures
·  http://www.nova.edu/cwis/fop/risk/policies.html
Accounts Payable Forms can be found at http://www.nova.edu/cwis/fop/accntpay/forms.html
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.

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). 

Travel and Business Related Expenses

NSU’s Travel policy is intended to reimburse employees for those ordinary and necessary expenses incurred while traveling on official University business.  At the same time, the University expects the employee to travel in the most economical manner possible and maintain expenditures reasonable by using sound business judgment.

The Travel policy requires that arrangements for air and all ground transportations be made through the University’s Travel Office and subject to various requirements and procedures as outlined in the Travel policy.  Exceptions must be approved in advance.  
Expense reimbursement forms must be submitted within established time limits.  For more information see: http://www.nova.edu/cwis/hrd/emphanbk/travel.html
Domestic and Foreign Travel

See Travel Policy for definitions of Domestic and Foreign Travel.

Travelers must comply with the requirements of the written policies and procedures for each of the following areas:

Risk Management

According to policy, to ensure that all required paperwork is completed, the Risk Management Office needs to be notified when a department schedules a trip:
· Releases should be sent to the Risk Management Office for review with Counsel.
· With respect to any student field trip involving an overnight stay (in or outside the United States) or student participation in special activities, other than the normal day-to-day activities, a release needs to be signed by the student, or parent if the student is a minor. 
· The Center/Program/Department is to retain the signed release for the appropriate period of time after the event.

· When a program arranges for/or is involved in a trip to a foreign country, the Center or School must submit the following information to the Risk Management Office: 

· Name of Country 

· Number of employees traveling 

· Number of students traveling 

· Reason for trip 

· Length of stay 

· Who will be making travel arrangements 

· For information see http://www.nova.edu/cwis/fop/risk/travel.html
Air Travel

· Travel must be by the most direct or economical route; 

· Reservations should be made at least 21 days in advance;

· Airfare upgrades must be approved by higher level management;

· All expenses for foreign travel must be submitted in U.S. dollars;

· NSU provides accidental death coverage.  Any other purchase by traveler is not reimbursable; 

· Only payment of single travel cost of employee is covered.  Portion of personal or spouse/dependent travel will be paid by employee;

· Travel by non-University personnel (such as contractors and consultants) must comply with these policies and procedures; and,

· Travel under grants and contracts will be reimbursed in accordance with these policies and procedures, unless otherwise specified within the award.

Ground Transportation

· Employees using private vehicles for local travel between campuses must complete a Travel Reimbursement Form, approved by the appropriate Center Director or Department Head, and submitted monthly;

· Compact cars should be rented under most circumstances, unless otherwise needed.

· Employees will not be reimbursed for “personal injure” or “collision damage” insurance.  In addition, the University does not assume liability for damage to personal automobiles used on University business and does not assume liability for deductibles or any other uninsured loss to the vehicle; and,

· Use of taxi is authorized only when more economical services are not available.  Receipts are required.
The Risk Management Office is responsible for checking the driving record of all drivers of University owned, leased, or borrowed vehicles.  For additional information see:

http://www.nova.edu/cwis/fop/risk/automobile.html
Lodging

· All opportunities to obtain sales tax exemptions will be utilized.  As part of this, all Centers should work with Accounts Payable to have hotels direct bill NSU, to facilitate obtaining the sales tax exemption.
Meals

· Employees will be reimbursed for meal expenses up to the rate specified in NSU policy;

· All meal expenses require itemized receipts.  

· Business meal expenses should not exceed the maximum allowance.  Only those conducted with guests or donors (not employees) during which focused business discussions take place, normally away from the general vicinity of employment or with out of town guests or donors, will be reimbursed.  Explanations on Travel Reimbursement Reports must show names of individuals attending and business reason for expense (an IRS requirements); 

· Typically, the highest level employee attending a meal should pay for a meal and submit it for reimbursement (i.e.: typically, a subordinate should not pay for a meal that their supervisor attends, and then have that supervisor approve the meal expense that includes the supervisor); and,
· Refer to Travel policies for listing of reimbursable and non-reimbursable expenses.  Only allowable items will be reimbursed (example: alcoholic beverages will not be reimbursed).
Travel Advances

· Travel Advance is limited to $500 and must be returned within 30 days of the travel.

Travel Reimbursement Reports

All Travel Reimbursement Reports must:

· Be signed and dated by Traveler and have appropriate management approval;

· Be approved and dated by the Traveler’s immediate supervisor, not a lateral or subordinate employee;

· 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;

· After management approval, reports should be placed directly in the mail, or forwarded to Accounts Payable, not handed back to the employee.  This helps prevent changes after approval.  (A preventative control.);

· Have all required information reported;

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

· Be submitted within the time limits required by policy; and,

· Have original receipts included, where required, that document all items required by policy.

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 and the documentation image system (NetSearch), 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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