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The scope of this Financial Controls Self-Assessment questionnaire is the activities that are completed within the units on campus. It does not include the activities undertaken by others such as the university-wide service units. However, this does include a review of the output from the university-wide service units.
These questions relate to the “as is” control environment.  
The accountable position is defined as being the role that oversees the task (e.g. signs off on completion), understanding that in some instances the position may not actually perform the task. In other words, we are not asking the FGM/CoS to actually do all this work, but rather to confirm on behalf of the faculty that it is being done. The expectation is that the FGM/CoS would discuss these statements with all appropriate individuals (including the Finance Partner team) to get sufficient comfort that they can provide the attestation. Financial Reporting will also provide the checklist in a Word format to facilitate this information gathering process.
Answers of “no” identify for the FGM/CoS that the faculty has a gap in its controls, which must be addressed in a timely manner. This will not be identified as a deficiency to the external auditors. In fact, none of the responses to this questionnaire will be shared with the external auditors unless they specifically request to see them, which they have historically not done.
	
	Task being performed?
	If you answered No, please provide an explanation

	
	Yes
	N/A
	No
	

	1 Control Environment, General

	1.1 Employees with financial responsibility are made aware of UAPPOL, Guide to Financial Management and any faculty/college internal procedures. They receive regular updates and reminders through emails, staff meetings or other communication methods.
	
	
	
	

	1.2 Employees with financial responsibilities are aware of their obligations to report fraud and financial irregularity, if observed. (UAPPOL Human Resources - Fraud and Irregularity Policy)
	
	
	
	

	1.3 Employees with financial responsibilities have the knowledge, skills and training necessary to perform their jobs. Hiring managers need to ensure that individuals meet the educational requirements as per HRHSE’s procedures.
	
	
	
	

	1.4 Employees with financial responsibilities have up-to-date position descriptions with clearly defined responsibilities, ensuring that there is adequate segregation of duties for key financial processes.
	
	
	
	

	1.4.1	Where staffing levels are inadequate to maintain appropriate segregation of duties over any of the unit’s key financial processes, additional management review is undertaken as a compensating control.
	
	
	
	

	1.5 Conflicts of interest of a financial nature are appropriately managed. (UAPPOL Human Resources - Conflict Policy--Conflict of Interest and Commitment and Institutional Conflict)
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	1.6 Employees are aware of the university’s standards for ethical conduct. (UAPPOL Human Resources – Ethical Conduct and Safe Disclosure)
	
	
	
	

	1.7 Employees’ access to financial systems is updated promptly upon employee departures, department transfers or position duty changes per the HRHSE checklist CCID Off-Boarding Required Administration (COBRA).
	
	
	
	

	1.8 All budget owners have been approved, and the list is monitored on at least an annual basis to ensure the roles remain appropriate. (For example, confirm that all budget owners continue to be university employees.)
	
	
	
	

	1.9 Confirm on at least an annual basis that no budget owners have one-over-one approval authority over an individual to whom they report.
	
	
	
	

	1.10 Internal processes and controls (unit or faculty internal procedures), where required, additional to those communicated through UAPPOL and the Guide, are documented and used consistently throughout the unit or faculty, and are reviewed on a regular basis to ensure they remain effective/relevant.
	
	
	
	

	1.11 Faculty General Manager/Chief of Staff signs off on creation of all new databases. All spreadsheets and databases created in the unit are saved on a network drive so they are accessible and subject to standard university back up processes. These are also reviewed regularly to ensure accuracy and continued usefulness. 
	
	
	
	

	1.12 Records are filed centrally at the unit or faculty (where the faculty has decided on centralized filing) by fiscal year, and kept in an orderly and secure manner for six years plus the current year.
	
	
	
	

	1.13 Transactions recorded in the financial system, including all accruals, are reviewed for accuracy, completeness and compliance each month by the Finance Partner or Senior Finance Partner, including the correct ChartField string and GST code, where applicable. The aggregate result of all transactions should be assessed using the unit’s V12 and other reports. If errors or omissions are identified, the Senior Finance Partner or Finance Partner will notify the Budget Owner and Faculty General Manager to ensure they are corrected in a timely manner.
	
	
	
	

	1.14 Financial month-end and year-end schedules are followed to ensure that financial information is complete, accurate and up to date.
	
	
	
	

	1.15 All accrual entries are approved by the Budget Owner and recorded in accordance with published time lines and procedures.
	
	
	
	

	1.16 Actual results (all revenue and expenditures) are compared to budget, and any difference is investigated and validated.
	
	
	
	

	1.17 The Budget Owner has access to all relevant financial operating reports.
	
	
	
	

	1.18 On an annual basis, the faculty’s chart of accounts structure (e.g. deptID, program, class, etc.) is reviewed by the Finance Partner and approved by the Faculty General Manager/Chief of Staff to ensure: 
a) it is effective; 
b) it meets the faculty’s reporting requirements;  and
c) ChartField attributes (e.g. name) are up-to-date.
	
	
	
	

	1.19 On an annual basis, the faculty’s nVision reports are reviewed to ensure that all are used on a regular basis, and that those reports not being used are deleted.
	
	
	
	

	1.20 All funding sources (e.g. endowment spending, spendable donations) are considered when the faculty’s annual budget is prepared.
	
	
	
	

	1.21 [bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Faculty General Manager/Chief of Staff is accountable for ensuring that the Dean signs off on the annual endowment compliance assessment. The annual assessment includes: 
· ensuring the non-financial obligations are met per the endowment purpose, and
· where non-compliance has been identified, a plan is in place to ensure compliance is restored within the year
	
	
	
	

	2	Cash Sales & Handling

	2.1 Only funds to which the UofA is legally entitled are accepted and deposited in accordance with the UAPPOL procedure.
	
	
	
	

	2.2 Employees understand the difference between grants, donations and cash sales (external sales, non-credit tuition fees) and only process cash sales and currency donations (actual cash, not cheques).
	
	
	
	

	2.3 All non-currency donations are forwarded to the Office of Advancement, along with the Cheque Deposit Information Form.
	
	
	
	

	2.4 Prices are reviewed regularly to ensure they reflect the full cost of services and/or products provided (including direct and indirect costs where appropriate), and the correct GST assessment.
	
	
	
	

	2.5 The responsibility for receiving cash is segregated from the responsibility for depositing cash.
	
	
	
	

	2.6 Cheques, currency and other forms of cash are kept secure within the unit and are accessible only by authorized employees. Cheques are restrictively endorsed upon receipt.
	
	
	
	

	2.7 UofA pre-numbered manual receipts or receipts generated by an approved cash register are issued for all external cash sales. (Note: Numerical order of manual receipts must be maintained.)
	
	
	
	

	2.8 Supervisory approval is obtained for all voids, cancellations, or other alterations to cash register tapes.
	
	
	
	

	2.9 Cash floats are accounted for on a daily basis.
	
	
	
	

	2.10 Refund transactions are processed in the manner in which the original transaction was paid.
	
	
	
	

	2.11 Units with credit card merchant accounts (IVR, POS, or eSelect) ensure all staff have received training and full credit card numbers are not recorded or stored.
	
	
	
	

	2.12 Units with credit card merchant accounts (IVR, POS, or eSelect) regularly inspect hardware to ensure no skimming devices have been attached.
	
	
	
	

	2.13 Units with credit card merchant accounts (IVR, POS, or eSelect) complete the yearly questionnaire / attestation of knowledge.
	
	
	
	

	2.14 Deposits are reviewed for correctness, including ChartField string and GST coding, and are deposited within specified timelines.
	
	
	
	

	3	External Billing

	3.1 Employees with financial responsibilities understand the difference between grants, donations and external sales, and only process external sales in accordance with the UAPPOL procedure.
	
	
	
	

	3.2 A documented agreement is in place (e.g. purchase order, contract, work order) between the unit and the customer. 
	
	
	
	

	3.3 Prices are reviewed regularly with the Finance Partners to ensure they reflect the full cost of services and/or products provided (including direct and indirect costs where appropriate), and the correct GST assessment.
	
	
	
	

	3.4 Invoices are approved prior to processing, to ensure that the details of the invoice match the documented agreement, and for the correct ChartField string and GST coding.
	
	
	
	

	3.5 Billings must be processed and invoices issued as the services and/or products are provided.
	
	
	
	

	3.6 All credit invoices or adjustments to the original invoice are approved to ensure that they are legitimate, that an adjustment to revenue is warranted, and that the reason is recorded.
	
	
	
	

	4	Internal Purchases / Sales, GLJE Request

	4.1 Internal purchases / sales transactions are processed by units via the GLJE Request Google Forms submission process using the correct mask.  
In some very limited cases, and only for specific types of transactions, Financial Procurement and Planning - Financial Reporting has approved specific units to process transactions other than internal sales.
	
	
	
	

	4.2 All debit transactions are fully supported and approved by the Budget Owner (delegate, where permitted).
	
	
	
	

	5	Procurement and Supplier Payments

	5.1 Employees with financial responsibility are made aware of the relevant UAPPOL, Guide to Financial Management, Procurement and Contract Management website and, if applicable, unit or faculty internal procedures.  They receive regular updates and reminders through emails, staff meetings or other communication methods.
	
	
	
	

	5.2 Auto-approval authority on requisitions up to $500 in SupplyNet is granted through Self Approval Authorization (operating) and Research Authorization for Automated Approval roles (i.e. authorization to a research team member on a project specific basis). Where these roles are granted:
· evidence of Budget Owner approvals is maintained and updated as required, and
· activity is monitored as appropriate
	
	
	
	

	5.3 The list of P-Card holders is reviewed on at least an annual basis to ensure no changes are required.
	
	
	
	

	5.4 All purchase requests, change approval requests and supplier invoices are approved by the Budget Owner (delegate or proxy, where permitted), and are properly coded. 
	
	
	
	

	5.5 All procurement transactions related to endowments align with the endowment’s purpose, and are coded to the endowment fund and deptID that was specified on the Request New Endowment form (only available on External Relations’ Knowledge Net (KNET), through secure access).
	
	
	
	

	5.6 All Accounts Payable Journal Vouchers (APJV) are fully supported and the debit side is approved by the Budget Owner (delegate, where permitted).
	
	
	
	

	5.7 Petty cash funds are secured, access is limited and an unannounced count is conducted periodically.
	
	
	
	

	5.8 Petty cash kept in the unit is dispensed only upon submission of original vendor receipts, which are then filed with related petty cash expenditure supporting documentation.
	
	
	
	

	6	Payroll

	6.1 Salaries are only paid to individuals who are legally authorized to work in Canada and have a valid social insurance number, and at the agreed upon rate of pay/salary defined in their contract or collective agreement.
	
	
	
	

	6.2 All eForms and paper hiring forms are approved by the Budget Owner.
	
	
	
	

	6.3 All Pay Action Forms and Time & Labour approvals are submitted in accordance with the posted payroll schedules.
	
	
	
	

	6.4 Shared Services – HRS is notified of all resignations and terminations in a timely manner.
	
	
	
	

	6.5 Salary and Benefit Adjustments (SBA) are fully supported and approved by the Budget Owner.
	
	
	
	

	6.6 Accurate information is provided to Shared Services – Human Resource Services so staff can be up appropriately in PeopleSoft (regular ongoing salary benefit adjustment (SBA) is not required).
	
	
	
	

	6.7 Monthly Salary & Benefit Expenditure Reports (SER) are run to verify/confirm:
a) that individuals hired are assigned to their department and are paid as per the rate in their contract or at the right rate of pay, 
b) that employee earnings are coded to the correct ChartField string including fund (e.g. endowment), and
c) the number of employees paid in the department and its endowments matches the number of employees included in the HR operational report.
	
	
	
	

	6.8 Year-end severance accrual, if any, is prepared in accordance with the procedure.
	
	
	
	

	7	Equipment Assets

	7.1 Equipment Services (Procurement) is informed of equipment asset disposals by forwarding them the original applicable asset disposal form (copy to the Finance Partner), regardless of the asset’s value. This includes assets which have been:
· sold externally,
· transferred to another institution,
· transferred internally to another university unit,
· given to an employee,
· donated to a registered charity,
· identified as damaged, destroyed or dismantled, or
· identified as lost or stolen
	
	
	
	

	7.2 Equipment Services (Procurement) is informed of assets that have been transferred to the UofA by forwarding a copy of the Acceptance of Equipment Transferred to the University form to Equipment Services.
	
	
	
	

	7.3 All UofA property on loan to an employee (e.g., keys, computers, cameras, cell phones, professional expense reimbursement items, etc.) is returned to the unit prior to the employee’s termination date or before transferring to another unit.
	
	
	
	

	8	Endowment Management

	8.1 New endowments are established in accordance with the requirements of the Managing Endowments policy and procedure.
	
	
	
	

	8.2 The unit has information on all its endowments’ purposes readily available. The unit has access to the Electronic Document and Records Management System (EDRMS/Alfresco) to access the unit’s endowment governing documents.
	
	
	
	

	8.3 The unit utilizes the endowment spending allocation as the first source of funding to accomplish those purposes. It does not use operating funds to meet the purpose of an endowment.
	
	
	
	

	8.4 Monthly review of the faculty’s endowments using the V16 report, and endowments held by Student Financial Support on behalf of the faculty using the V80B report is completed. The primary focus of this review is to ensure that the endowments’ spending balances are not allowed to grow.
	
	
	
	

	8.5 Quarterly review of the V16 and V80B endowment reports is completed by the unit’s Budget Owner.
	
	
	
	

	8.6 A specific remedial plan is in place to address spending for endowments with a spending balance in excess of 1 year of the annual spending allocation per the V16 or V80B report. (Note: a decision to “start spending” is not considered a specific plan)
	
	
	
	

	8.7 The unit complies with any non-financial terms of the endowment (these are terms that are outside the use of the endowment spending allocation; for example, a stipulation to provide donor acknowledgement in a newsletter).
	
	
	
	

	8.8 The unit ensures that other revenue is not recorded to the endowment spending account except under circumstances as permitted by the Endowment Management UAPPOL procedure.
	
	
	
	

	8.9 Spending occurs in alignment with the spending plan each year.
	
	
	
	

	8.10 Where spending is transferred (e.g. for an internal research grant), the Budget Owner is provided with assurance that the transferred amount is spent, and that the spending complies with the endowment’s purpose.
	
	
	
	

	8.11 An Endowment Compliance Report is provided to the Dean for approval each year, in accordance with the Endowment Management UAPPOL procedure.
	
	
	
	



