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	YES
	NO
	N/A
	COMMENTS

	BACKGROUND

	1. Has the department been subject to other audits/reviews (federal, state, university, system, CPA, etc.) within the past 3 years?  Please provide any audit reports that are available for these.
	
	
	
	

	2. Do you ensure that all of your employees complete their required University trainings?
	
	
	
	

	3. Do you ensure the employee evaluations are conducted according to University policies?


	
	
	
	

	4. Are you, or any of your employees employed somewhere other than the University? 
	
	
	
	

	SEGREGATION OF DUTIES

	 Materials and Other Expenditures

	5. Are you aware of and do you follow University procedures when making all purchases? (Different types of purchases DPR, SPO, ProCard)       

Please describe your ordering procedures for purchases with and without purchase orders (ProCard and Central Store) 
	
	
	
	

	6. Are receiving reports or other documents signed after the receipt of goods?  

Do you verify the goods received equal what was purchased?


	
	
	
	

	7. Does the department have any procurement cards?  

If so, who has authorization to use the card(s)?   

What are the limits? Who collects the receipts?
	
	
	
	

	8. Do any vendors have your Procurement or Travel cards on file in their system?
If yes, please list the vendors

	
	
	
	

	Travel and Entertainment Expenditures
	
	
	
	

	9. Are you aware of and do you follow all University policies when conducting travel?

 Please describe your department’s travel                  approval process
	.
	
	
	

	Cash Receipts (skip section if dept does not handle cash)
	
	
	
	

	10. Does your department collect any cash/checks? (This includes accidentally delivery of cash or checks to your department that are on a regular basis)
If yes, please give your procedures
	
	
	
	

	SAFEGUARDING OF ASSETS
	
	
	
	

	Asset Management
	
	
	
	

	11. Does your Department perform their mandatory annual inventory?


	
	
	
	

	12. Does all University property, that is required to be labeled or marked, have a UTPB property tag?

Please give a list of any items that should  tagged and are not
	
	
	
	

	13. Does your department keep track of all University property that is taken off-campus?
Please describe your department’s tracking process
	
	
	
	

	14. Has there been any theft of property during the past three years? 
 If yes, please describe what was taken and     who was notified
	
	
	
	

	Computer Security
	
	
	
	

	15. Are surge protectors used to safeguard the department’s components against damage from electrical power surges?
	
	
	
	

	16. Do you safeguard computer equipment? Please explain your department’s procedures
	
	
	
	

	17. Have all employees signed user agreements with Information Resources?
	
	
	
	

	18. Do you restrict computer access?
Please explain how
	
	
	
	

	19. Do you ensure that terminated employees no longer have access to your computer systems?
	
	
	
	

	Other
	
	
	
	

	20. Do you restrict access to personnel and student records?

Please explain
	
	
	
	

	21. Do you have a retention policy for personnel and student paper files?

What is your policy
	
	
	
	

	22. Do you have a disposal procedure for personnel and student paper files?

Please explain
	
	
	
	

	23. Have all Social Security numbers been purged from the paper student files?  What are your procedures?
	
	
	
	

	MONITORING
	
	
	
	

	Accounting and Financial Reporting
	
	
	
	

	24. Does your department follow University procedures for account reconciliations?
Please describe your department’s procedures


	
	
	
	

	Time Reporting
	
	
	
	

	25. Has your department experienced any overtime payments in the last three years?

If yes, is overtime paid with compensatory time or through payroll?
	
	
	
	

	26. Does your department follow University procedures for terminating employees?

Please describe your department’s procedures
	
	
	
	

	27. Does your department have procedures for the request, 1approval and tracking of vacation and sick leave?

Please describe
	
	
	
	

	Personal Use of University Property
	
	
	
	

	28. Are monthly long distance phone bills monitored for personal use?
Please describe your department’s procedures
	
	
	
	

	29. Does the department own or lease vehicles?  If so, does the department maintain a log of usage for each vehicle?
	
	
	
	

	30. Do employees reimburse UT System for personal usage of University property (i.e. phone, fax, photocopier, postage, etc.)?
Explain your procedures for reimbursements?
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