Internal Control Assessment Agency: Mississippi Valley State University
Section 7: Cash Disbursements Bus Area: Business and Finance/Purchasing

Fiscal Year 2023-2024

Question Yes No NA Comments

Cash Disbursements - Procurement Cards

1 |Has the agency identified and approved the number of cardholders

and personnel to be assigned procurement cards? O Yes, MVSU Procurement Manual and

OPTFM Manual.

2 [Has the agency developed and documented internal controls for the
Procurement Card activities that comply with the Office of Purchasing O
and Travel Procurement Manual?

Procurement Manual Online-
www.mvsu.edu/purchasing.

3 |Has the agency developed and documented internal control
Internal control procedures can be

procedures that are in compliance with Procurement Card contract O ; .
s reviewed and retrieved from the
provisions?
4 |Are all payments to the Procurement Card Vendor made by the
corresponding due date? 0 Yes, usually before the 20th of the
month.
5 |Are purchase logs and cardholder statements obtained and reconciled
to the corresponding Procurement Card vendor statement inatimely | 0O Yes, statements are downloaded by
manner? the Purchasing Department, and the
6 |Are reconciled statements reviewed, approved, and signed off on by _ _
the cardholder's supervisor? 0 Reconciled statements are reviewed by

the P-Card Administrator and Staff

7 |Are unacceptable materials and incomplete services documented and
appropriate corrective action taken? 0 Yes app_roprlate aCt!OnS_are tal_(en-
Depending on the violation, points are

8 |Are original payment processing documents maintained by the

agency for auditing purposes? 0O This information is stored by the

Accounts Payable Department for audit

Cash Disbursements - Expenditures

9 |Are the responsibilities of initiating a purchase separate from

approving payments? 0 The purchasing process begins in

various departments and is submitted




Mississippi Valley State University

Internal Control Assessment Agency:
Section 7: Cash Disbursements Bus Area: Business and Finance/Purchasing
Fiscal Year 2023-2024
Question Yes No NA Comments
10 |Are invoice processing and accounts payable functions adequately The receptionist for the Office of
segregated from the general ledger functions? O Business & Finance is responsible for
voananninalfamsiavdina irviniane ta tha
11 |Does the agency have documented policies that ensure compliance The Accounts Payable Unit recognizes
with the State's prompt payment law? 0 the state's best practices policy by
AancLivina navimannt i vandavad awnthin AT
12 |Are payment processing documents retained on file at the agency for Payment vouchers are maintained for 3
the required retention period? O years in a centralized location as listed
in tha Adminictrativin Daliniae Aand
13 |Does the agency have policies and procedures in place to ensure that The agency has established the
disbursements are only for authorized purposes? 0 necessary procedures to ensure that
Adichiivearmannte ava vicad Aanh far
14 |Does the agency follow the laws, rules, and regulations that govern ) o
the disbursements? = See Fiscal Policies and Procedures
Manual and Administrative Policies and
15 |Are the responsibilities for disbursement procedures clearly The responsibility for disbursement
documented and assigned to specific personnel? 0 procedures are clearly documented
Aand accinnad ta crnanifin naveannal in
16 |Are controls established to assure that all payments are made on a Controls are established to assure that
timely basis and in accordance with all PO's and contracts? 0 all payments are made appropriately
Aand in A tirvmalvs rvmannar ac lictad in tha
17 |Are proper invoice numbers reported on the payment document to Invoice numbers are reported on each
ensure that duplicate payments are not made? 0 AP voucher and balance sheets to
anciiva that Avinlinata navimannte Aava
18 |Are vendor invoices received in a central location? The receptionist in the Office of
0 Business & Finance is responsible for
voananinalfansiavdinos invinianc ta tha
19 |Are responsibilities for receiving goods and services adequately The responsibilities for the receipt of
segregated from approving payments? O

goods and services are verified by
| Y "




Internal Control Assessment Agency: Mississippi Valley State University
Section 7: Cash Disbursements Bus Area: Business and Finance/Purchasing
Fiscal Year 2023-2024
Question Yes No NA Comments
20 |Are MAGIC security profiles established for the cash disbursement
function in agreement with adequate segregation of duties? O Not applicable. The Banner system is us
21 |Has the agency established procedures for adequate pre-audit of
agency expenditures for compliance with all state and federal O Internal audits are conducted periodically
regulations?
22 |Are procedures in place to assure that adequate, sufficient
documentation is collected as support for each payment? O Before a payment is processed the appr
23 |Are procedures in place to ensure proper account code fields are used
to clearly distinguish program expenditures? 0 The proper procedures are in place to er
24 |Are procedures in place requiring an additional approval for any
disbursements exceeding a set threshold? | Disbursements exceeding a set threshol
25 |Are procedures in place requiring management to periodically
examine expenditure reports to monitor agency purchases and to O Internal audits are conducted periodically
identify unusual or questionable activity?
26 |Are controls in place to ensure sufficient cash or federal grant
receivables (if applicable) is available prior to the agency approval of U The appointed budget officer for grant re
payment documents?
27 |Are procedures in place to ensure that expenditures are recorded in
the appropriate fiscal/budget/federal accounting period and are 0 The proper procedures are in place to er.
eligible costs for that period?
28 |Are procedures in place to ensure that payment of prior year claims
are in accordance with Miss Code Ann. 27.104.25 (1972)? U

MVSU has established the proper proce

Cash Disbursements - Receiving Reports




Internal Control Assessment
Section 7: Cash Disbursements

Agency: Mississippi Valley State University
Bus Area: Business and Finance/Purchasing
Fiscal Year 2023-2024

Question

Yes No NA Comments

29

Does the agency verify the goods receipt against the purchase order
prior to approval for payment?

All goods and services received by
MVSU are verified with Central

DananmnalAanniinte Daviahla anainat

30

Are procedures in place for prompt filing of claims for goods damaged
in shipment?

MVSU is currently following the same
guidelines as the US Postal Services

wihan vanarvtina Aamaanne in chinmmant




Internal Control Assessment Agency: Mississippi Valley State University
Section 7: Cash Disbursements Bus Area: Business and Finance

Fiscal Year 2023_2024

Question Yes No NA Comments
Cash Disbursements - Petty Cash
31 |lIs the petty cash account assigned to only one person? _ )
0 Each petty cash fund is assigned to an
authorized custodian. B-3
32 |Does someone other than the cashier (or authorizing official) _ _
reconcile the monthly petty cash bank statement? 0 An appointed accountant reconciles
and audits the daily cashier reports;
33 [Is the petty cash account in the agencies name? ) S
0 Petty cash is granted under individual
names.
34 |Are all checks sequentially pre-numbered and imprinted with "Petty i
Cash Fund"? 0 There is not a separate bank account
for petty cash. However, the operating
35 |Are the pre-numbered checks imprinted with the agency name? The pre-numbered checks for the
0 operatlng account is imprinted with the
36 |Are checks signed after reviewing supporting documentation? ) o
0 Checks are signed after reviewing the
supporting documentation, along with
37 |Does the check register list every check issued, date of issuance, _ _
check number, name of payee, the amount disbursed and the O A detailed report is generated from the
account to be charged? Banner System, to show who received
38 |Are the monthly bank statements reconciled to the check register? An automatic process is ran in Banner
O to remove checks from the outstandlng
39 |Are cancelled checks or copies of checks if not returned by the bank )
and bank statements maintained for audit? 0 Currer_]tly’ images of Cancelec_i checks
or copies of checks, are received by




Mississippi Valley State University

Internal Control Assessment Agency:
Section 7: Cash Disbursements Bus Area: Business and Finance
Fiscal Year 2023-2024
Question Yes No NA Comments
40 |Are spoiled checks marked "VOID" and the signature line obliterated Checks that are not picked up, or
or mutilated? O returned due to incorrect mailing
41 |Are voided checks filed in numerical sequence with cancelled checks? ) ) )
0O Voided checks are kept in a file
separate from canceled checks.
42 |Does receipts for all disbursements accompany the request for Refer to Section B-3 Administrative
reimbursement? O Policies and Procedures Manual.
43 |Does the agency conduct surprise reconciliations of cash box, if Surprise audits are conducted
applicable? D throughout the year by an appointed
. e e [
44 |Are petty cash blank checks secured and locked with access limited to All checks belonging to the University
the responsible employee or supervisor? 0 are safeguarded and locked in the
. g bl R
45 |Are procedures in place to ensure that petty cash funds are not used Random audits are conducted
O

for cashing checks or otherwise advancing funds to any officer or
employee? (Miss. Code Ann. 7-7-59)

throughout the year by an appomted

vAanvAan~An tativin DaAafav ta CAantinn
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