Internal Accounting Controls Checklist

The following questions reflect common internal accounting controls related to paying bills. You may wish to use this list to review your own internal accounting controls and determine which areas require further action.

· Are all disbursements, except those from petty cash, made by pre-numbered checks? 

· Are voided checks preserved and filed after appropriate mutilation?

· Is there a written prohibition against drawing checks payable to Cash ?

· Is there a written prohibition against signing checks in advance?

· Is a cash disbursement voucher prepared for each invoice or request for reimbursement that details the date of check, check number, payee, amount of check, description of expense account (and restricted fund) to be charged, authorization signature, and accompanying receipts?

· Are all expenditures approved in advance by authorized persons?

· Are signed checks mailed promptly?

· Does the check signer review the cash disbursement voucher for the proper approved authorization and supporting documentation of expenses?

· Are invoices marked Paid with the date and amount of the check?

· Are requests for reimbursement and other invoices checked for mathematical accuracy and reasonableness before approval?

· Is a cash disbursement journal prepared monthly that details the date of check, check number, payee, amount of check, and columnar description of expense account (and restricted fund) to be charged?

· Is check-signing authority vested in persons at appropriately high levels in the organization?

· Are the number of authorized signatures limited to the minimum practical number?

· Do larger checks require two signatures?

· Are bank statements and canceled checks received and reconciled by a person independent of the authorization and check signing function?

· Are unpaid invoices maintained in an unpaid invoice file?

· Is a list of unpaid invoices regularly prepared and periodically reviewed?

· Are invoices from unfamiliar or unusual vendors reviewed and approved for payment by authorized personnel who are independent of the invoice processing function?

· If the organization keeps an accounts payable register, are payments promptly recorded in the register to avoid double payment?

· If purchase orders are used, are all purchase transactions used with pre-numbered purchase orders?

· Are advance payments to vendors and/or employees recorded as receivables and controlled in a manner which assures that they will be offset against invoices or expense vouchers?

· Are employees required to submit expense reports for all travel related expenses on a timely basis?

