UNIVERSITY OF CALIFORNIA, BERKELEY

AUDIT AND ADVISORY SERVICES DEPARTMENT

Internal Control Questionnaire

Department:       
Completed by (name, title):       
E-mail Address:       
Completion date:       
I. General Information
A. What are the sources of funds in the department (for example, state funds, federal contracts and grants, etc.)?       
B. What is the approximate amount of annual spending in the department?       
II. Payroll and Human Resources Roles and Functions
A. Who fills the following roles (note--backup roles are asked about separately), or performs the indicated functions, with regard to Payroll and Human Resources?  [Note:  for these and later questions about individuals, please provide both the person’s name and, if not provided in a previous response, their working title.]

1. HRMS
a) Off-line Approval       
b) HRMS Administer Workforce       
c) Transaction Notification Recipient       
d) HRMS “Activity” Report Recipient       
e) Backup Preparer – Administer Workforce       
f) Backup Transaction Notification Recipient       
2. OPTRS (positive time reporting transactions -- on-line prelist/roster, late, additional, reduction, retroactive and onetime actions)
a) Off-line Approval (of time sheets, for example)       
b) PPS Preparer (pre-list/roster, late pay, additional pay)       
c) PAN Recipient (late pay, additional pay - No PAN for others)       
d) Report Recipient (PPP5302)       
e) Report Recipient (BIS or BAIRS)       
f) Backup Preparer       
g) Backup PAN Recipient       
3. OPTRS Payroll Expense Transfers (UPAY)
a) Off-line Approval       
b) Preparer       
c) PAN Recipient       
d) Report Recipient (PPS or BAIRS/BIS)       
e) Backup Preparer       
f) Backup PAN Recipient       
4. Check Distribution
a) Distributor       
5. Reconciliation Activities
a) Reconciling HRMS entries to approval documents       
b) Reconciling HRMS entries to general ledger (Exception Pay)       
c) Verifying time sheets against OPTRS entries       
d) Reconciling OPTRS entries to ledger       
e) Reviewing check distribution logs       
6. Other Payroll/HR
a) Offline approval of overtime (both pay and compensatory time)       
b) Maintenance of employee vacation and sick leave records       
B. Has the department had any career recruitments during the last twelve months?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 

C. Have departmental personnel participated in any leave-sharing programs?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
       
III. Equipment Inventory
A. Who certifies the BET920 equipment listing that is returned to Equipment Management?       
B. Does the department use equipment modification forms?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If so, who approves these?       
C. Who maintains equipment records on a day-to-day basis?       
D. Who approves equipment purchases?       
E. Who performs the physical inventory of equipment?       
IV. Non-Payroll Expenditures
A. Who fills the following roles (note--backup roles are asked about separately), or performs the indicated functions, with regard to non-payroll expenditures?

1. Berkeley Financial System
a) BFS-APPO Preparer       
b) BFS-APPO Reviewer       
c) BFS-APPO Approver       
d) Reconciling non-payroll transactions as listed in BAIRS reports       
e) Reviewing budgeted vs. actual expenditures on a department-wide basis       
f) Financial journal preparer       
g) Financial journal reviewer       
h) Budget journal preparer       
i) Budget journal after-the-fact reviewer       
j) Signature approver of BFS Miscellaneous Purchase Orders       
k) Signature approver of BFS Entertainment Purchase Orders       
l) Backup roles (please specify)       
2. Travel Reimbursement System
a) Preparer       
b) Reviewer       
c) Backup roles (please specify)       
d) Signature-approver of travel vouchers and travel advance forms       
3. Entertainment Reimbursement System
a) Preparer       
b) Reviewer       
c) Backup roles (please specify)       
d) Does the department use the BFS online receiving function?  Yes FORMCHECKBOX 
 No FORMCHECKBOX 

e) What is the approximate amount of annual entertainment expenses?       
f) Who reviews the department telephone charges for personal use?       
4. Procurement Cards
a) Does the department use procurement cards?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If yes:

(1) Who has the cards, and what are the card expenditure limits?       
(2) Who approves the email reports of procurement card expenditures?       
(3) Who certifies that procurement card-purchased items are received?       
(4) Who is responsible for maintaining a current calmail e-mail list, for procurement card communications, that includes the department’s cardholders and reconcilers?       
V. Federal Contracts and Grants and Other Research Issues
A. Does the department have any federal contracts and grants?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If yes, who administers the contracts and grants?       
B. Does any departmental research involve human or animal subjects?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
      N/A FORMCHECKBOX 
.       
VI. Miscellaneous Cash Handling
A. Does the department have a cash fund (petty cash and/or change fund)?  Yes FORMCHECKBOX 
 No FORMCHECKBOX 
.  If yes, what is (are) the amount(s) of the fund(s), and who has custody of the fund(s)?       
B. Does the department collect any currency and checks for any reasons (for example, book sales, personal use reimbursements, etc.)?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If yes, please describe briefly.       
VII. Sales and Cashiering
A. Does the department have any activities which involve sales and/or cashiering?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If yes, please describe briefly.       
VIII. Recharge Activity
A. Does the department perform services for other departments on a recharge basis?  Yes FORMCHECKBOX 
      No FORMCHECKBOX 
.  If yes, please describe briefly.       
IX. INFORMATION REQUEST

A. If available, please attach a current organization chart to this questionnaire.  Also, please indicate the periods during the fiscal year which are the best and worst for this audit to be conducted. (We will try our best to accommodate your best and worst times.  However, this is not always possible.)

1. BEST TIME:       
2. WORST TIME:       
1

