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UCSD DEPARTMENT KEY CONTROLS    DOCUMENTATION 
All Control Activities – Sorted by Frequency



	Accounting Period:
	Department/Division:

	
	


Department Key Controls must be documented in such a fashion to demonstrate the review and follow-up activities were performed. Certain Financial Link tools can assist in these reviews and have been noted where appropriate. Business Officers and Department Heads must certify that each of the following key control functions are properly performed on a timely basis. 
Monthly Control Activities

1. Fiscal Operations Review

Actual revenues and expenses are monitored to ensure the accuracy and reliability of budget and financial information. Differences to accounting information are investigated and resolved in a timely manner
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review 

	Perform Any One of the Below

	
	Financial Link Summary Reports – Account Code Summary 
	Monthly review of summary revenue, budget, and expenditure account activity performed and discussed with Department Head.   

	
	Financial Link Summary Reports – Expanded Budget Summary
	Monthly review of summary revenue, budget, and expenditure account activity performed and discussed with Department Head.   

	
	MyFunds Reports
	Monthly review of summary revenue, budget, and expenditure account activity performed and discussed with Department Head.   

	
	Non-Financial Link Process
	Documentation that summary revenue, budget, and expenditures is performed and reviewed with Department head.   

	
	Other Department/Financial Link Reports
	Monthly review of Department Reporting System generated reports whose data are extracted using Financial Link Queries performed and discussed with Department Head.   


2. Ledger Transaction Verification 
Transaction validation is performed with department follow-up on unusual items including verifying amounts to supporting documentation, resolving exceptions and ensuring that corrective actions are taken in a timely manner.

Performed by/date: _____________________________
  Officer Certified/date: _______________________ 
 
Comments: 












	Evidence of Review 

	Perform Any One of the Below

	
	Financial Link Tools - Ledger Reviewer and ENPET
	All sampled items are reviewed monthly and problem codes recorded and corrected on a monthly basis. Follow-up activities performed timely.

	
	Non-Financial Link Process
	Documentation that monthly revenue, budget, and expenditure transactions were reviewed and verified.  Correcting entries processed in a timely fashion.


3.
Overdraft Funds Review

Overdraft conditions (expenses greater than authorized budget) are monitored and documented. Corrective actions are taken to prevent or resolve overdraft conditions. Follow-up actions are performed and recorded. 
   
No Overdrafts this period
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	Perform Any One of the Below

	
	Financial Link Tools – Overdraft Report
	Monitors monthly deficit fund/ activity balances and makes sure resolution is achieved as anticipated. Uses and verifies the Notes and Code blocks to identify actions taken to resolve the overdraft balances.  

	
	Financial Link Summary Reports – Expanded Budget Summary Reports
	Monthly review of Fund Summary reports conducted to determine corrective actions to be taken as well as monitoring approved plans to address deficit situations.

	
	Non-Financial Link Process
	Monthly review of funds in overdraft status, documenting action plans to resolve deficits.  Performs and records follow-up activities to make sure that plans are on track.


4.
Payroll Expense Verification 

Detailed payroll expenses are reviewed each month by departments for general propriety and to validate the accuracy of the charges.   Departments review the accuracy of accounting data, employee names, pay rates, and/or for possible other key entry errors. 
Performed by/date: _____________________________
  Officer Certified/date: _______________________  
Comments: 













	Evidence of Review

	Perform Any One of the Below

	
	Financial Link Payroll Report – Distribution of Payroll Expenses
	Monthly review of the Financial Link Distribution of Payroll Expense (D.O.P.E.) Report performed. 

	
	Financial Link Tools – Ledger Reviewer 
	Monthly review and verification of account 60 Faculty Salaries,  61 Staff Salaries, 62 General Assistance, and 66 benefits budget and expenditure transactions. Audit of reviewed and certified costs noted as OK on problem code drop-down menu.  

	
	Non-Financial Link Process
	Monthly review of the Distribution of Payroll Expense (D.O.P.E.) Report performed. Certification of review annoted on report and maintained.

	
	Post Authorization Notification System (PAN)
	Review of all PAN notifications to assure that salary, fte, benefit designation, comments and accounting entries into the campus payroll system are authorized, accurate and complete.    Please remember to also review sub 2 appointments and overtime worked by sub 1 employees as these charges are not reflected in the PAN’s.


5.
Reconciliation of Permanent Staffing List
Permanently budgeted faculty and staff reports are reviewed each month by departments, with out of balance amounts reconciled and employee accounting information reviewed for accuracy.  Departments assure that all changes to the reports are correct and that allocations are processed in a timely manner.
No permanently staffed employees

Performed by/date: _____________________________
  Officer Certified/date: _______________________  
Comments: 













	Evidence of Review

	
	 Permanent Staffing Budget
	Monthly review and reconciliation of all permanent staffing lists to assure that permanently staffed employees are reflected accurately on the staffing lists, that permanent transactions are processed correctly and timely and that funding issues are addressed appropriately.


6.
Credit Card Activity (Not Express Card)
Transaction validation is performed with department follow-up on unusual items including verifying amounts to supporting documentation, resolving exceptions and ensuring that corrective actions are taken in a timely manner.


No credit card activity 
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	Perform All of the Below

	
	Credit Card Payment Processing
	Continual monitoring of Cash Clearing Accounts performed:
· Monthly review and reconciliation of department credit card clearing accounts and depository clearing accounts to ledger accounting entries.

· Monthly follow-up of variance to resolution. Process correcting entries within 30 days of occurrence as prescribed in policy (BUS-49).




7.
Physical Inventory
The property locator report is reviewed and new equipment is located and tagged with a UCID inventory number. Certification of this process is then forwarded to Equipment Management (GA).  


No physical inventory to locate and verify this period

 Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	
	New Property Location verification
	Monthly review of property locator report indicating that all newly purchased equipment have been accounted for and properly tagged with a UCID inventory number. Certification of the location and identification of equipment forwarded to Equipment Management. 


8. Individual Security Access
Department Heads and Business Officers must assure that the appropriate personnel have been assigned the proper systems access and that University resources and information is properly protected.
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	Perform All of the Below

	
	Security Controls
	Review user approval hierarchies and access to core data. Verify that:

· Individuals have the appropriate access to perform their job functions
·  A proper segregation of duties is maintained, and 
· Individual security access is maintained and modified as changes occur.  

	
	DSA review


	Monthly reports that show separated employees and unused account access are reviewed, with corrective action taken to remove unauthorized users from systems.


Quarterly Control Activities

1.
Effort Reporting
Personnel Activity Reports (PARS) are certified by a responsible departmental official with first hand knowledge of the work performed.   

   No effort reporting activity 
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	Perform Any One of the Below

	
	 UC Effort Reports
	Researchers meet effort reporting requirements using one of two tools:

Personnel Activity Reports (PARs): Effort reports are produced two ledger periods following the end of each reporting quarter and are sent to departmental timekeepers.  Effort designations and costs are reviewed for accuracy and then certified with an ink signature per UC policy.  Campus departments serve as the office of record for PAR effort reports.  A copy is sent to OPAFS for tracking and audit.

Electronic Certification of Effort and Reporting Tool (ECERT): Effort reports are produced two ledger periods following the end of each reporting quarter.  Effort designations and costs are reviewed for accuracy and then certified with an electronic signature per UC policy.  The ECERT system serves as the office of record for ECERT effort reports.

	
	Non-ECERT Methods
	If at any time actual effort deviates significantly (>+/-5%) from expected effort, a transfer of the related expenses will be processed.  Payroll Expense Transfers (PETs) are reviewed to assure that transfers have been authorized, are appropriate, accurate and correct.

Departments using Labor Clearing Accounts certify effort after the fact on a bi-weekly or monthly basis via the PI and employee signatures on the employee timesheet. 



2.
Balance Sheet Certifications
Reconciliation of the GL Detail Transactions report (e.g. cash deposits, p-card, payroll liability accounts, etc.) for general propriety, reasonableness and accuracy is completed in a timely manner.
No balance sheet accounts
Performed by/date: _____________________________
  Officer Certified/date: _______________________  
Comments: 













	Evidence of Review

	
	General Ledger Review and Reconciliation
	Quarterly reconciliation of department general ledger accounts and signed documentation routed to General Accounting. 


3.
Credit Card Activity (Not Express Card)
Transaction validation is performed with department follow-up on unusual items including verifying amounts to supporting documentation, resolving exceptions and ensuring that corrective actions are taken in a timely manner.


No credit card activity 
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	
	Credit Card Payment Processing
	Reconciliation of department general ledger accounts and signed documentation routed to General Accounting.


4.   Petty Cash/Change Funds
Verification of cash balances is performed in the presence of the petty cash/change funds custodian and 
documented.  The results of the cash count are reported to the General Accounting Office (Mail code 0953).

No petty cash fund                    No change funds
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	
	Verification of Petty Cash/Change Funds
	An unannounced cash count and verification of change and petty cash funds is performed by someone other than the fund custodian. 



Annual Control Activities

1.
Physical Inventory
A physical inventory of sampled equipment is conducted by the department to assure that the equipment has been located and is in usable condition. After the inventory is performed, documentation is prepared and routed to Equipment Management.  


No physical inventory to locate and verify this period

 Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	
	Inventory Report
	Annual inventory report verified and adjustments noted. All usable equipment accounted for. Signed report routed to Equipment Management by prescribed deadline.


2.
Petty Cash and Change Funds
The custodian of Petty Cash or Change Funds certifies and confirms custodianship of University’s funds on an annual basis.  Funds are validated and counted.

No petty cash or change funds 
Performed by/date: _____________________________
  Officer Certified/date: _______________________   
Comments: 













	Evidence of Review

	
	Petty Cash/Change Funds Custodial Certification
	· Certification Report is signed by the custodian and department supervisor and submitted to General Accounting as prescribed by University policy (PPM-300-10, PPM300-11, and BUS-49).
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