H NORTHERN ARIZONA UNIVERSITY

JOURNAL ENTRY AND TRANSFERS CONTROLS SELF ASSESSMENT

Journal entries and transfers provide for recording certain internal cash and non-cash transactions that are
not initiated by typical cash receipt or cash disbursement source documents. As with other transactions,
internal control must provide reasonable assurance that transactions are properly authorized, accurately
classified, and recorded on a timely basis and at correct amounts.

The following list of questions is designed to help you assess the state of your departmental journal entry and
transfers procedures and practices. These guidelines will align your business with best practices.
Additionally, these are the types of practices that an auditor would look for when reviewing your operation.
The optimal answer to each of the questions below is “Yes”.

If you find any “no” responses, now is the time to make a few changes. It may be easier than you think! If
you need help working through process improvements and thinking through alternatives, please feel free to
contact the Financial Controls office.

Response

1. Are policies and procedures relevant to the journal entry/transfer cycle current in writing and
available to employees who participate in this business process?

2. Are the preparation and approval functions for journal entries and transfers segregated
among employees?

3. Do all journal entries and transfers include adequate identification of the accounts to which
they are to be recorded?

4. Are journal entries and transfers reviewed, approved, and supported by adequate
descriptions and documentation?

5. Isthe intent to transfer funds or expenses, as well as copies of the appropriate supporting
documentation, shared with the “receiving” department before the transfer is made?

6. Are journal entries and transfers made in a timely manner relative to the period in which the
transaction occurred?

7. Are all journal entries and transfers reviewed and approved by designated individuals at
appropriate levels in the department?


http://www4.nau.edu/comptr/financialcontrols.html
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Please enter any comments in the box below. Please be sure to reference the question number.

Questionnaire Completed By :

First Name: Last Name: EmplID:
Department: Date Completed:
Please enter 3 letter code from this list. Please use format mm/dd/yy

By submitting this form, | am attesting that all information

given is correct and whole to the extent of my knowledge.
Please submit only once — this process may take a moment.

RESET FORM

To reset the entire form, including comments, click here:
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