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NCX-8a: Cash

	Organization:  MACROBUTTON PPC_GetClientName [Client Name] 
	Statement of Financial Position Date:  MACROBUTTON PPC_GetBalanceSheetDate [Engagement Date] 


	Instructions: See separate instructions at  MACROBUTTON PPC_LinkManager NCX-8 .


	
	
	Yes
	No
	N/A
	Comments

	1.  Does the governing board annually authorize all bank accounts and check signers? (List the accounts and the authorized signees below.)
	
	
	
	
	

	 MACROBUTTON NoMacro [     ]  
	
	
	
	
	

	2.  Is the bank immediately notified of all changes of authorized check signers?
	
	
	
	
	

	3.  Are employees handling cash bonded?
	
	
	
	
	

	4.  Are adjustments of cash accounts approved by the appropriate person?
	
	
	
	
	

	Cash Receipts
	
	
	
	
	

	5.  Is access to computerized cash receipts records limited to those with a logical need for such access?
	
	
	
	
	

	6.  Is incoming mail opened and are receipts listed in duplicate by two or more persons having no access to cash receipts or accounts receivable records?
	
	
	
	
	

	7.  Is the listing of mail receipts subsequently compared to cash receipts records and validated copies of deposit slips by an employee having no access to cash?
	
	
	
	
	

	8.  Are checks restrictively endorsed “for deposit only” by the individual who opens the mail?
	
	
	
	
	

	9.  Are prenumbered cash receipts prepared and contributions, gifts, or other remittance data and other support attached?
	
	
	
	
	

	10.  Are cash receipts entered in books of original entry by persons independent of the mail opening and receipt listing function?
	
	
	
	
	

	11.  Are numerical sequences of direct contact solicitation containers, remittance envelopes, etc., accounted for?
	
	
	
	
	

	a. Are direct contact solicitation collection documentation totals compared to bank deposits and posting to cash receipts journals?
	
	
	
	
	

	12.  Are receipts (checks and currency) deposited intact on a daily basis?
	
	
	
	
	

	13.  Do adequate physical controls exist over cash receipts from time of mail opening until time of bank deposit?
	
	
	
	
	

	14.  Direct mail campaigns—
	
	
	
	
	

	a. Are two employees responsible for controlling incoming mail and preparing a listing of amounts received?
	
	
	
	
	

	b. Is the record of amounts received totaled and initialed by both employees?
	
	
	
	
	

	c. Is this listing compared to the bank deposits by someone who does not have access to the donations?
	
	
	
	
	

	d. Does the organization use the lockbox services of a bank?
	
	
	
	
	

	15.  For cash collections by direct contact solicitations, is there a solicitation plan that includes:
	
	
	
	
	

	a. An organized group of area captains, division and neighborhood campaigners, and door-to-door solicitors?
	
	
	
	
	

	b. A schedule of areas and dates of solicitation?
	
	
	
	
	

	c. Comparison of solicitors’ reports to street maps, neighborhood directories, etc.?
	
	
	
	
	

	d. Accreditation of collectors (identification)?
	
	
	
	
	

	e. Issuance of prenumbered receipts for contributions and a double count of currency collections?
	
	
	
	
	

	f. Provision for remitting cash collections to clerks collecting currency, with currency collections compared against prenumbered receipts?
	
	
	
	
	

	g. Solicitor’s reports that are summarized, totaled, and compared to bank deposits?
	
	
	
	
	

	16.  For cash collected at special events:
	
	
	
	
	

	a. Do individuals handling collections account for all tickets?
	
	
	
	
	

	b. Are cash receipts reconciled to tickets sold?
	
	
	
	
	

	c. Are unsold tickets accounted for?
	
	
	
	
	

	17.  For cash collections by canisters:
	
	
	
	
	

	a. Is there a schedule of canister locations and a collection schedule for those receipts to be regularly transmitted to the clerks in charge of depositing currency?
	
	
	
	
	

	b. Are prenumbered receipts issued for canister collections?
	
	
	
	
	

	c. Are the contents of the canister counted in the presence of two persons?
	
	
	
	
	

	18.  Are clerks who collect currency closely supervised and fund-raising employees separate from accounting functions?
	
	
	
	
	

	19.  Are post-dated checks, disputed items, unidentified receipts, NSF checks, checks charged back by banks, and similar items received and investigated by persons independent of preparation of deposits and posting of accounts receivable detail?
	
	
	
	
	

	20.  Is the general cashier function segregated from the general ledger and subsidiary ledger functions?
	
	
	
	
	

	21.  When required by funding sources, are restricted funds deposited to separate bank accounts? List such accounts:
	
	
	
	
	

	22.  Are receipts of currency controlled by cash register or other independent means that are unavailable to the accounting function?
	
	
	
	
	

	23.  Are currency receipts properly reconciled to the totals of cash registers, prenumbered receipts, or other devices?
	
	
	
	
	

	24.  Is the cashing of checks out of currency receipts prohibited?
	
	
	
	
	

	Cash Disbursements
	
	
	
	
	

	25.  Are employees with cash disbursements duties required to take vacations and are other employees required to perform those functions when an employee is absent?
	
	
	
	
	

	26.  Is access to computerized cash disbursements records limited to those with a logical need for such access?
	
	
	
	
	

	27.  Are all disbursements (including payroll), except petty cash disbursements, made by check?
	
	
	
	
	

	28.  If not, are there adequate controls for non-check disbursements such as debit memos and wire transfers (for example, passwords for individuals authorized to make transfers, bank callback verifications for telephone transfers exceeding a predetermined dollar amount, etc.)?
	
	
	
	
	

	29.  Check stocks—
	
	
	
	
	

	a. Are checks prenumbered and used in sequence?
	
	
	
	
	

	b. Are controls over blank check stock adequate?
	
	
	
	
	

	c. Is there a specified custodian for blank check stocks?
	
	
	
	
	

	30.  Check preparation—
	
	
	
	
	

	a. Are checks prepared by specified employees who are independent of voucher/invoice approval?
	
	
	
	
	

	b. Prior to checks being prepared are the following compared:
	
	
	
	
	

	i. Purchase order?
	
	
	
	
	

	ii. Receiving report?
	
	
	
	
	

	iii. Vendor invoice?
	
	
	
	
	

	c. Are checks prepared from an original vendor invoice only and not from a vendor statement?
	
	
	
	
	

	d. Is there a clearly defined approval process?
	
	
	
	
	

	e. Are checks recorded in the disbursements journal as prepared?
	
	
	
	
	

	f. Are all check numbers accounted for?
	
	
	
	
	

	g. Are voided/spoiled checks properly mutilated (signature portion removed) and retained?
	
	
	
	
	

	h. Are checks made payable to specified payees and never to cash or bearer?
	
	
	
	
	

	i. Is a check protector used?
	
	
	
	
	

	j. Does all supporting documentation accompany checks presented for signature?
	
	
	
	
	

	k. Are all supporting documents properly canceled at time of signature to prevent duplicate payment?
	
	
	
	
	

	l. Do only persons authorized to prepare checks have access to blank checks?
	
	
	
	
	

	31.  Check signing—
	
	
	
	
	

	a. Are check signers authorized by the governing board?
	
	
	
	
	

	b. Are checks required to be countersigned?
	
	
	
	
	

	c. Have dollar limits been established for one-signature checks?
	
	
	
	
	

	d. Are authorized check signers independent of:
	
	
	
	
	

	i. Voucher preparation and approval for payment?
	
	
	
	
	

	ii. Check preparation, cash receiving, and petty cash?
	
	
	
	
	

	iii. Purchasing and receiving?
	
	
	
	
	

	iv. Timekeeping for payroll checks?
	
	
	
	
	

	v. Control of mechanical check signers and signature plates?
	
	
	
	
	

	e. Are disbursements that require special approval of funding sources or the governing board properly documented?
	
	
	
	
	

	f. Is signing blank checks prohibited?
	
	
	
	
	

	g. Is custody of checks after signature and before mailing handled by an employee independent of all payable, disbursing, cash, receiving, and general ledger functions?
	
	
	
	
	

	h. If check signing machines are used, are facsimile signature plates adequately safeguarded, used in the presence of the custodian, and controlled by using numbering devices?
	
	
	
	
	

	Reconciliation
	
	
	
	
	

	32.  Are employees with bank reconciliation duties required to take vacations and are other employees required to perform those functions when an employee is absent?
	
	
	
	
	

	33.  Are bank accounts reconciled within a timely specified period after the end of each month?
	
	
	
	
	

	34.  Are reconciliations made by someone who is independent of the cash receipts and disbursements functions?
	
	
	
	
	

	35.  Does a responsible individual (such as the executive director) receive the bank statements (with canceled checks, debit and credit advices, etc.) unopened from the banks?
	
	
	
	
	

	36.  Do the reconciliation procedures for all bank accounts include the following with respect to deposits:
	
	
	
	
	

	a. Comparison of dates and amounts of daily deposits as shown on the bank statements with the cash receipts journal?
	
	
	
	
	

	b. Investigation of bank transfers to determine that both sides of the transactions have been properly recorded on the books?
	
	
	
	
	

	c. Investigation of items rejected by the bank; for example, are deposits or collection items subsequently charged back by the bank because of insufficient funds, etc., investigated by a person independent of those responsible for receipt or recording of cash?
	
	
	
	
	

	37.  Do the reconciliation procedures for all bank accounts include the following with respect to disbursements:
	
	
	
	
	

	a. Comparison of canceled checks with the disbursement journal as to number, date, payee, and amount?
	
	
	
	
	

	b. Account for the sequence of check numbers?
	
	
	
	
	

	c. Examination of canceled checks for authorized signatures?
	
	
	
	
	

	d. Examination of canceled checks for irregular endorsements?
	
	
	
	
	

	e. Examination of canceled checks for alterations?
	
	
	
	
	

	f. Review of voided checks?
	
	
	
	
	

	38.  Are completed bank reconciliations reviewed by a responsible official?
	
	
	
	
	

	a. Is the review documented by initialing and dating the reconciliation?
	
	
	
	
	

	39.  Are checks outstanding for over 90 days periodically investigated?
	
	
	
	
	

	a. Is payment stopped and an entry made restoring such items to cash?
	
	
	
	
	

	40.  Is a positive pay or reverse positive pay process used?
	
	
	
	
	


Completed or updated by: (Refer to  MACROBUTTON PPC_LinkManager NCX-8  for instructions on updating this form.)
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