	OTHER - SELF-ASSESSMENT QUESTIONNAIRE

	
	
	
	

	 Agency Name:
	
	Date Performed:
	

	 Performed by:
	
	 Reviewed by:
	



This Self-Assessment Questionnaire (SAQ) is a tool to be used by an agency to:

· Develop fiscal and administrative controls.
· Evaluate the adequacy of existing procedures, both as written and actually performed.

· Ensure that written procedures and actual practices are the same.
Each agency should review its procedures annually to ensure compliance with the minimal internal control standards as set forth in this SAQ.  By completing the SAQ, an agency can identify potential internal weaknesses. 
The SAQ is designed so that a “No” response indicates an area of concern, which may require corrective action in written procedures and/or actual practices, such as:
a. Developing new or revised procedures to correct the deficiency found; or
b. Implementing a compensating control.
The “Cross-reference” column on the SAQ is to be used to identify the section, page, and paragraph where the answer to each applicable SAQ question can be located in the agency’s written procedures. 
Each year’s SAQ should be reviewed and approved by management and the original maintained in the agency’s files for audit purposes.  
This document is also to be used to help complete the agency’s Biennial Report on Internal Controls, which is due by July 1 of each even-numbered year.  
Thank you for your cooperation.
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	Petty Cash
	
	
	
	

	1. 
	Is the petty cash fund approved by BOE or statutory authority? 
	
	
	
	

	2. 
	Is the purpose of the petty cash fund documented in writing?
	
	
	
	

	3. 
	Do written procedures describe all processes for use and administration of the petty cash fund?
	
	
	
	

	4. 
	Are disbursements from petty cash supported by original receipts? 
	
	
	
	

	5. 
	Does a person independent of custody reconcile the petty cash fund monthly? 
	
	
	
	

	6. 
	Are the petty cash procedures adequately documented and representative of actual processes?
	
	
	
	

	
	Outside Bank/Trust Accounts
	
	
	
	

	7. 
	Has the outside bank or trust account been approved by the Board of Finance or authorized by statute? 
	
	
	
	

	8. 
	Do the written procedures describe any outside bank or trust accounts administered by the agency?
	
	
	
	

	9. 
	Has the name of the account and financial institution been submitted to the State Treasurer’s office? 
	
	
	
	

	10. 
	Do all transactions comply with intended use of the bank/trust account? 
	
	
	
	

	11. 
	Are account decreases supported by original receipts or signed withdrawal requests? 
	
	
	
	

	12. 
	Does a person independent of the depositing and check writing functions reconcile the account records and bank statement monthly? 
	
	
	
	

	13. 
	Is the reconciliation of the account forwarded to the State Controller’s office monthly and at the end of each fiscal year? 
	
	
	
	

	14. 
	Are the outside bank/trust account procedures adequately documented and representative of actual processes?
	
	
	
	

	
	Other
	
	
	
	

	15. 
	Do the written procedures describe any other significant fiscal processes unique to your agency?
	
	
	
	

	16. 
	Are adequate controls in place for these fiscal processes, including segregation of duties and safeguarding of assets? 

Note: If your agency has limited staff, describe compensating controls that are in place to safeguard assets.
	
	
	
	

	17. 
	Are procedures adequately documented and representative of actual processes?
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