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ACCOUNTS RECEIVABLE CONTROLS SELF ASSESSMENT

The duties of accounts receivable record keeping should be segregated from the custodial and authorization
functions. Further, adequate receivable sub-ledgers should be maintained and reconciled to applicable
general ledger accounts. Finally receivables should be aged and reviewed, whereby established procedures
should be followed for the collection of past due accounts and subsequent write-off of uncollectible
receivables.

Related Comptroller policies include CMP 102 04 and CMP 308 03.

The following list of questions is designed to help you assess the state of your departmental accounts
receivable 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 credit and collection and write off policies and procedures current and in writing?

2. Are these policies and procedures clearly stated and systematically communicated?

3. Aredisputed liabilities handled by person(s) other than those receiving payment and record
keeping functions?

4. Are returns, discounts and other credits approved by someone who does not handle cash or
accounts receivable before the credit is issued?

5. Are write-offs or other reductions of receivables, including non-cash credits, credit memos,
and allowances, formally approved by senior officials not involved in the collection and

recording function?

6. Isthere adequate control over the mailing of statements to prevent interception prior to
mailing?

7. ls access to the accounts receivable system limited to authorized personnel?

8. Are all valid receivables recorded in a timely manner?

9. Are credits supported by adequate documentation?

10. Are credits recorded in a timely manner?


http://www4.nau.edu/comptr/policies_procedures/com102-04.html
http://www4.nau.edu/comptr/policies_procedures/com308-03.html
http://www4.nau.edu/comptr/financialcontrols.html
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Response

11. Are statements of account balance mailed on a timely basis?

12. Are aggregate collections on accounts receivable reconciled against postings to individual
receivable accounts?

13. Is the total of departmental accounts receivable outstanding reconciled to Advantage
periodically?

14. Are aged accounts receivable balances periodically reviewed by supervisory personnel?
15. Do adequate procedures exist for follow-up and collection of delinquent accounts?

16. Are there controls in place to ensure that individuals with delinquent accounts are precluded
from receiving additional credit?

17. Are delinquent accounts reviewed and considered for charge-off on a timely basis?
18. Are charge offs supported by adequate documentation?

19. Are charge offs approved by appropriate personnel not involved in the collections and
recording functions?

20. Are credit balances periodically reviewed?



,‘ NORTHERN ARIZONA UNIVERSITY

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.

To reset the entire form, including comments, click here: | RESET FORM
Please submit only once — this process may take a moment.



https://www4.nau.edu/advantage3/jurisbudmngr.asp
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