
CAFETERIA


INTERNAL CONTROL QUESTIONNAIRE

A.
INVENTORY


1.
Are responsibilities for quantities of various classes



of inventory definitely fixed by assigning custody of



certain classes to certain storekeepers?


2.
Are goods adequately safeguarded against loss by theft



by being kept in locked buildings, rooms, or cages, ac-



cess to which is granted only to authorized personnel?


3.
Are goods adequately protected against physical deter-



ioration?


4.
Do storekeepers compare quantities received against



receiving reports?


5.
Is material released from storerooms only on the basis



of approved and pre-numbered requisitions?


6.
Are stores personnel required to report on obsolete,



unusable, slow-moving, or overstocked items?


7.
Is disposal of obsolete, unusable, or deteriorated



stock approved by a responsible official?


8.
Is a perpetual inventory system (including quantities



and value) in use as to all major classes of inventory?


9.
Are detailed stores records kept by persons other than



custodians of the actual goods?


10.
Is a cost system maintained which is controlled by the 




financial accounting system?


11.
Are all inventory classes on hand physically counted 



on a periodic basis?


12.
Do the procedures for physical counts provide for:



a.
Adequately written instructions?



b.
Adequate supervision?



c.
Clearly marking such items as damaged and obsolete




inventory, scrap, etc.?



d.
The use of prenumbered tags which are accounted for?



e.
The counting of the items and access to the tags 




only by employees who are not responsible for cus-




tody of the particular items?



f.
The rechecking of counts and descriptions (dual




counts) where perpetual records are not maintained




and where variations from the perpetual records are




significant?



g.
Giving proper recognition to cut-offs of production,




shipments, receipts, in transit items between storage




areas etc.?



h.
Careful investigation of significant overages and




shortages?



i.
Prompt adjustment of records for inventory discre-




pancies after approval by a responsible official




other than stores personnel?


13.
Are the following clerical operations of the physical 



inventory summarization checked:



a.
Summarization of quantities?



b.
Unit conversions?



c.
Prices used?



d.
Extensions?



e.
Additions?


14.
Do responsible employees review prices used in stating 



inventory on hand at the close of an accounting period?


15.
Is there an adequate method of determining cost for



establishing the pricing basis?


16.
Is all costing done or reviewed by the Accounting 



Department?


17.
Is a perpetual record kept of liquor inventories?


18.
Are liquor inventories adequately controlled?

B.
SALES


1.
Is there a monthly reconciliation of the total IDT's



charged the HSC with the HSC account receivable?



a.
Is the trial balance of open items checked in




detail? 



b.
Are the open items aged?



c.
Are old items adequately controlled and




followed up?


2.
How are cafeteria items priced?


3.
Are catering orders delivered only on the basis of



properly prepared documents?


4.
Are IDT's prenumbered and accounted for?


5.
Are IDT's and vendor invoices properly filed and



controlled?


6.
Are internal routines under adequate control so that no



one person has control over conflicting activities?

C.
PURCHASING


1.
Are purchase requisitions submitted only by the Food



Service Mgr. or his designated representative?


2.
Are purchase requisitions:



a.
Prenumbered and controlled?



b.
Required for all purchases?



c.
Prepared on the basis of production schedule?

D.
RECEIVING


1.
Are all incoming merchandise, materials, and supplies



required to pass through a central receiving point?


2.
Are receiving clerks independent of the purchasing



department and persons initiating purchases?


3.
Are written receiving reports prepared on all goods



received?


4.
If written receiving reports are prepared, are they:



a.
Signed?



b.
Dated?



c.
Prenumbered and controlled?


5.
Is a copy of the receiving report or other permanent



record of receipts kept in the receiving department?


6.
Are merchandise, materials, and supplies inspected for



condition and counted, weighed, or measured in the



receiving department?

E.
ACCOUNTS PAYABLE


1.
Are all invoices received directly from the mail opener



by the persons who process invoices for payment, and is



control over the invoices established immediately upon



receipt?


2.
Are duplicate copies of invoices clearly marked immedi-



ately upon receipt so as to prevent duplicate payment?


3.
Does the processing of items for payment include:



a.
Check of terms, prices, and quantities on invoices




against purchase orders?



b.
Check of items and quantities on invoices against




receiving reports obtained directly from the re-




ceiving department?



c.
Mathematical check of footings, extensions, and




discounts?



d.
Check of account distribution?



e.
A final approval for payment?


4.
Are all items for payment checked and approved by per-



sons independent of whomever requests the expenditure?


5.
Are returned purchases controlled in a manner which



ensures that the vendor will be charged therefor?


6.
Are unmatched purchase orders and receiving reports



and unmatched invoices periodically investigated?

F.
PAYROLL


1.
Are the persons who perform the following functions



independent of each other?



a.
Approve hours worked?



b.
Prepare the payrolls?



c.
Distribute the pay?



d.
Maintain custody of unclaimed wages?


2.
Are time clocks used as the basis for preparing



or checking wage payrolls?

G.
GENERAL ORGANIZATION


1.
Is there a current organization chart?  Does the



permanent file contain a copy?


2.
Are there current position guides which describe the



duties and responsibilities of each position?


3.
Does the department have policy and procedure manuals?


4.
Are there periodic employee performance reviews?

H.
ACCOUNTING


1.
Does the department have a standard cost system?


2.
Is gross profit known by sales classification?


3.
Does the department make periodic analyses regarding



inventory carrying costs?


4.
Are internal financial statements available promptly



after the close of an accounting period?


5.
Do these reports follow responsibility reporting



lines?


6.
Is there a formal record retention program?

I.
OPERATIONS


1.
Is there a sales plan or budget?


2.
Are there current bills of material?


3.
Are production schedules prepared according to:



a.
Anticipated sales?



b.
Inventory stock levels?


4.
Is production performance measured by:



a.
Work standards?



b.
Material usage?



c.
Idle time?



e.
Other?

