INTERNAL AUDIT WORK PROGRAM

CAFETERIA

Background and Purpose:

The objectives of our work relating to the operation of the cafeteria are to (1) determine whether adequate control is exercised over cash receipts and collections; (2) determine that cafeteria charges and fees are adequate to cover costs incurred.  The scope of our work will include a review of internal accounting and administrative controls surrounding cash receipts, billings for catered services and monitoring of potential excess cash funds.  In addition, an analysis will be performed to determine if current cafeteria charges are adequate to cover costs incurred in operating the cafeteria.

Audit Procedures:

1.
Prepare (or update) a detailed procedural memoranda surrounding


cafeteria operations in the areas of cash receipts and billings


for catered services.  Specifically identify those internal 


accounting and administrative controls upon which the management


can rely to produce reliable financial information and those areas


in which improvements could be made.  The following questions are


designed to provide guidance in the evaluation and documentation 


of controls.


Cash Receipts:

A.
Are cash remittances controlled and processed by persons independent of billing, accounts receivable and general accounting?

B.
Do those controlling remittances have effective custody of incoming remittances from the time they are received until they are deposited in the bank?

C.
Do those controlling remittances make a record of checks if the


checks are forwarded to the accounts receivable department for


posting and do they ascertain that all such checks are promptly


returned for deposit?

D.
Is a restrictive endorsement placed on incoming checks as soon 


as received?

E.
Are incoming checks and currency deposited promptly?

F.
Do those controlling remittances forward cash receipt totals


direct to general accounting?

G.
If payments are made in person by customers, are cash register 

tapes, counter sales slips, collector's receipt or other similar data prepared and checked by an employee independent of the


person who received the cash?

H.
If collections are made at branch locations or other locations,

are deposits required to be made in an account subject to withdrawal by the head office only?

I.
Does someone compare date of deposit with daily sales or receipt 


reports to determine whether timely deposit of cash received


has occurred?

J.
Are receipts from catered sales surrounded by substantially the


same safeguards as receipts from charge sales by being recorded

in a receivable account from a source independent of the collection function?

K.
Are duplicate deposit slips receipted by the bank and maintained


on file?

L.
Are amounts deposited reconciled with cash receipt records at


time of deposit or shortly thereafter?

M.
Are charged-back deposit items returned to someone not involved


in cash receipts or disbursements?

Billings for Catered Services:

A.
Are cafeteria billing functions segregated from credit, collec-


ting and recording?

B.
Are copies of sales invoices, and control totals, forwarded directly to the accounts receivable department by the billing area?

C.
Are sales invoices summarized and totals thereof furnished to


general accounting independently of the accounts receivable


department and those processing cash receipts?

D.
Are all cafeteria sales invoices accounted for numerically or


otherwise independently of billing or accounts receivable?

E.
Are cafeteria invoices correlated (cross-referenced, etc.) with


time reports to ascertain that all catered services have been


billed?

F.
Are invoices checked for accuracy of number of meals, prices,


special charges and extensions prior to mailing?

G.
Are deviations from routine or contracted prices approved in


writing by a responsible official?

Credits:

A.
Are all credit memoranda approved independently of the cafeteria,


collecting and recording?

B.
Are copies of credit memoranda, and control totals, forwarded 


direct to the accounts receivable department by the billing


department?

C.
Are credit memoranda summarized and totals thereof furnished


to general accounting independently of accounts receivable and


those with access to cash receipts?

D.
Are credit items cleared through the cafeteria and the credit


memoranda supported by appropriate documentation?

E.
Is accounting control established over returned items?

F.
Are all credit memoranda accounted for numerically or otherwise independently of billing or accounts receivable?

G.
Does the credit department, or someone who does not have 


access to cash receipts, approve cash discounts taken by


customers not entitled to them?

H.
Are credit memoranda for price adjustments and other considerations appropriately supported in the credit files?

I.
Are write-offs of bad debts reviewed and approved by an authorized official who does not have access to cash receipts?

J.
Are records maintained and collection efforts continued for


receivables written off?

2.
Review the adequacy of current cafeteria charges to determine


that charges are adequate to cover actual costs incurred.  Such


work should consist of the following:

A.
Review recent reports prepared by the Cafeteria (i.e. summaries of cash receipts and disbursements) and ensure that all


applicable direct costs are included therein.  Appropriate


direct costs should include the following:


1.
Food and beverage costs;


2.
Payroll and employee benefit costs;


3.
Supplies costs;


4.
Depreciation costs; and


5.
Repair costs.

B.
Identify all significant accrual type items not appropriately


reflected on the cafeteria reports (i.e., accounts receivable,


accounts payable, inventories, etc.) and list for discussion


with management.

C.
Convert the above noted cafeteria prepared reports from a direct cost methodology to a full absorption cost methodology by


reasonably allocating significant overhead type items thereto.

4.
Conclude as to the adequacy of internal accounting and administrative controls surrounding cash receipts, collections and billings for catered services and conclude as to the adequacy

of current cafeteria charges to cover costs incurred by in operating the cafeteria.

