ARMICS Stage 2 - Process or Transaction-Level Control Assessment

Process Control Assessment Step 4
Exhibit 49:  CAPP 20330 - Cash Disbursements - Petty Cash

	

	This Control Implemented and Operating Effectively
	Agree/Disagree
	Comments

	1. There are at least two people (a cashier and an authorizing official) handling petty cash.
	    FORMDROPDOWN 

	      

	2. The bank statement is delivered unopened, directly to the person performing the reconciliation.
	    FORMDROPDOWN 

	     

	3. Someone other than the cashier or authorizing official reconciles the monthly petty cash bank statement.
	    FORMDROPDOWN 

	     

	4. The agency has a petty cash checking account where funds exceed $200.
	    FORMDROPDOWN 

	     

	5. Interest earned on the petty cash checking account is deposited at least quarterly with the Treasurer of Virginia.
	    FORMDROPDOWN 

	     

	6. The petty cash account is in the name of the agency.
	    FORMDROPDOWN 

	     

	7. All checks are serially prenumbered and imprinted with “Petty Cash Fund” and the name of the agency.
	    FORMDROPDOWN 

	     

	8. Checks are only signed upon presentation of satisfactory documentary evidence that the disbursement is proper.
	    FORMDROPDOWN 

	     

	9. The check register lists every check issued and provides date issued, check number, name of payee, amount disbursed, and the account to be charged.
	    FORMDROPDOWN 

	     

	10. When the monthly bank statement is received, the register is updated to reflect the checks that have been paid by the bank.
	    FORMDROPDOWN 

	     

	11. Cancelled checks or carbon copies of the checks and bank statements are maintained for audit by internal auditors and APA.
	    FORMDROPDOWN 

	     

	12. Spoiled checks are marked “VOID” and the signature line obliterated or mutilated.
	    FORMDROPDOWN 

	     

	13. Voided checks are filed in numerical sequence with cancelled checks.
	    FORMDROPDOWN 

	     

	14. The check register shows every bad check and provides the check date, name of maker, amount, and status of collection.
	    FORMDROPDOWN 

	     

	15. A record is made of every advance payment in a listing or the check register and the record provides the type of advance, the date issued, name of payee, amount disbursed, and date advance was repaid.
	    FORMDROPDOWN 

	     

	16. The different types of advances (temporary travel, permanent travel, salary, etc.) are recorded on separate pages of the register.
	    FORMDROPDOWN 

	     

	17. Receipts for all disbursements accompany the request for reimbursement.
	    FORMDROPDOWN 

	     

	Conclusions Reached and Actions Needed:
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