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Index  MACROBUTTON NoMacro [WPRef] 
NCX-8f: Expenses for Program and Supporting 
Services and Accounts Payable

	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

	Purchasing
	
	
	
	
	

	1.  Does an accounting manual detail:
	
	
	
	
	

	a. Account coding of expenditures in compliance with funding and organization accounting requirements (program and other functional bases)?
	
	
	
	
	

	b. Review of account coding prior to recording?
	
	
	
	
	

	c. Instructions for the allocation of costs applicable to various programs and other functions and costs applicable to a particular grant, cost-matching, or cost-reimbursement agreement?
	
	
	
	
	

	2.  Are purchases made in accordance with established requirements of the governing board and of funding sources, if applicable; e.g., competitive bidding requirements of government grantors?
	
	
	
	
	

	3.  Are prenumbered purchase orders used for all purchases (for purchases over $ MACROBUTTON NoMacro [     ]  )?
	
	
	
	
	

	4.  Is the purchasing function performed by, and are purchase orders prepared by, personnel independent of:
	
	
	
	
	

	a. Receiving and shipping functions?
	
	
	
	
	

	b. Payables and disbursing functions?
	
	
	
	
	

	c. Governing board members?
	
	
	
	
	

	5.  Is there a current and adequate manual of purchasing procedures? Does it define:
	
	
	
	
	

	a. Primary methods used for purchasing contracts, blanket purchase orders, etc.?
	
	
	
	
	

	b. Procedures to be followed for emergencies (requirements waived, etc.)?
	
	
	
	
	

	c. The restrictions on purchases of goods or services from governing board members, employees, or other suppliers that would create a conflict of interest?
	
	
	
	
	

	6.  Are copies of purchase orders distributed to:
	
	
	
	
	

	a. Vendor?
	
	
	
	
	

	b. The acquiring department?
	
	
	
	
	

	c. Accounting?
	
	
	
	
	

	d. Receiving?
	
	
	
	
	

	e. Others? (List.)
 MACROBUTTON NoMacro [     ]  
	
	
	
	
	

	7.  Are purchase orders:
	
	
	
	
	

	a. Prenumbered and used in sequence?
	
	
	
	
	

	b. Initiated on the basis of purchase requisitions approved by a responsible employee?
	
	
	
	
	

	c. Limited to purchases less than $ MACROBUTTON NoMacro [     ]   on their face without prior approval of the chief executive officer or the governing board?
	
	
	
	
	

	8.  Do purchase orders require independent approval that the expenditure is within budget or funding source restrictions?
	
	
	
	
	

	9.  Is the numerical sequence of purchase orders checked and appropriate action taken on those open beyond the usual processing time by an employee independent of initiation of the purchasing and receiving function?
	
	
	
	
	

	10.  Is there a proper cutoff of purchases at month end?
	
	
	
	
	

	Receiving
	
	
	
	
	

	11.  Does the receiving department receive copies of purchase orders, and is it notified to accept deliveries?
	
	
	
	
	

	12.  Are prenumbered receiving reports prepared on all items received?
	
	
	
	
	

	13.  Are materials and supplies inspected for condition and counted when received?
	
	
	
	
	

	14.  Does the receiving department report shortages, rejections, etc., to:
	
	
	
	
	

	a. Purchasing?
	
	
	
	
	

	b. Accounting?
	
	
	
	
	

	15.  Does the receiving department keep a permanent, chronological record of receipts?
	
	
	
	
	

	16.  Are copies of receiving reports sent to:
	
	
	
	
	

	a. Purchasing?
	
	
	
	
	

	b. Accounting?
	
	
	
	
	

	c. Perpetual inventory recordkeepers?
	
	
	
	
	

	Accounts Payable
	
	
	
	
	

	17.  Are all copies of vendors’ invoices routed directly to accounting from the mail room?
	
	
	
	
	

	18.  Are duplicate invoices destroyed or stamped to indicate that they are duplicates?
	
	
	
	
	

	19.  Are original vendors’ invoices:
	
	
	
	
	

	a. Vouchered and listed/recorded in a voucher/purchases register immediately on receipt?
	
	
	
	
	

	b. Maintained in the accounting department and only copies distributed when required?
	
	
	
	
	

	20.  Are vouchers prenumbered and numerical sequence periodically checked by an employee independent of voucher preparation?
	
	
	
	
	

	21.  In processing the invoice and related payable:
	
	
	
	
	

	a. Is all data on the invoice checked to approved copies of the purchase order and receiving report?
	
	
	
	
	

	b. Are all extensions, footings, discounts, and freight terms checked for accuracy as required by established policy?
	
	
	
	
	

	c. Is the performance of 21.a. and 21.b. clearly indicated on the face of the invoice?
	
	
	
	
	

	d. Does a responsible employee review and approve the invoice account distribution and approve for payment?
	
	
	
	
	

	e. Are invoices properly marked to prevent reuse?
	
	
	
	
	

	f. Are liabilities recorded for goods or services received but not yet invoiced?
	
	
	
	
	

	22.  Are vendors’ month-end statements:
	
	
	
	
	

	a. Reconciled periodically by an employee independent of voucher preparation to recorded liabilities based on invoices accrued?
	
	
	
	
	

	b. Marked “statement” to prevent payment?
	
	
	
	
	

	c. Reviewed for noncurrent invoice dates?
	
	
	
	
	

	23.  Are debit memos for returned goods, shortages, etc.:
	
	
	
	
	

	a. Issued only on receipt of proper authorization?
	
	
	
	
	

	b. Controlled numerically?
	
	
	
	
	

	24.  Are vendor debit balances periodically reviewed and collected?
	
	
	
	
	

	25.  Are personnel in the payables function independent of purchasing, receiving, disbursing, inventory, and general ledger functions?
	
	
	
	
	

	26.  Are the billing practices of vendors reviewed for compliance with purchase orders?
	
	
	
	
	

	27.  Are accounts payable subsidiary ledger balances reconciled monthly with:
	
	
	
	
	

	a. Monthly vendor statements?
	
	
	
	
	

	b. The general ledger control account?
	
	
	
	
	

	28.  Are employees with purchasing and accounts payable responsibilities required to take vacations and are other employees required to perform those functions when an employee is absent?
	
	
	
	
	

	29.  Is access to computerized vendor and accounts payable records limited to those with a logical need for such access?
	
	
	
	
	


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