
	
	Disbursements and Payroll Audit 
	W/P ref.
	Initials  & Date
	Issue

	1000
	PLANNING
	
	
	

	1101.
	Complete the Quality Checklist - Pre Project.
	
	
	

	1102.
	Review prior internal audit reports, follow-up and future audit considerations master file for issues to be included in the project.
	
	
	
	
	

	1300
	AUDIT COMPLETION AND REPORT
	
	
	

	1301.
	Complete applicable steps in the Project Checklist - Project Wrap. (includes all wrap-up)
	
	
	

	2000
	SYSTEMS DOCUMENTATION
	
	
	

	
	OBJECTIVE: To document the system of internal controls for purchasing and disbursements and payroll bonus plans.
	
	
	

	2100
	Ensure policies and procedures are updated and adequate.
	
	
	

	2200
	Document Key Controls.
	
	
	

	2300
	Conclude on the adequacy of the system of internal controls.
	
	
	

	3000
	FIELDWORK
	
	
	

	3100
	OBJECTIVE: Ensure invoices for payment represent goods and services received, and transactions are accurate as to terms, quantities, prices and extensions. 

. 
	
	
	

	3110
	Obtain Recap Disbursement Journals for the period under audit (January 2001 through October 2002). 
	.

	3120
	Select a judgmental sample of transactions representing large dollar amounts, expedited payments, and manual checks.
	

	3130
	Obtain the invoices corresponding to the transactions selected.
	

	3140
	Compare terms, quantities and prices to supporting purchase orders and receiving documents. Determine it was properly approved. Recalculate any extensions.
	

	3150
	Select a judgmental sample of transactions for the period under audit from the G/L Distribution detail reports for accounts 
	
	
	

	3151
	Review the business purpose of each expense for reasonableness
	
	
	

	3152
	Validate expenses with proper receipts (when applicable).
	
	
	

	3153
	Recalculate the total reimbursable amount to test accuracy.
	
	
	

	3154
	Review each report for proper approval. Note: approvals should be given by someone independent of the expense
	
	
	


	3200
	OBJECTIVE: Ensure checks are prepared on the basis of adequate and approved documentation, compared with supporting data and properly signed and mailed. 
	
	
	

	3210
	Select a judgmental sample of transactions for the period under audit of the G/L Distribution detail reports for accounts [715, 761, 790, 791, 810, 820, 825, 830, and 835.]
	
	
	

	3220
	Verify checks are reviewed and approved by someone independent from the payables clerk.
	
	
	

	3230
	Agree amount paid, payee and address to invoice. 
	
	
	

	3300
	OBJECTIVE: Ensure entries to accounts are properly accumulated, classified and summarized in the accounts.
	
	
	

	3300
	Obtain the check register for a month for the period under audit.
	
	
	

	3310
	Select a sequence of checks and ensure all were properly controlled
	
	
	

	3320
	Ensure blank checks (manual and paper stock) are properly safeguarded.
	
	
	

	3330
	Ensure ruined checks are properly destroyed and recorded in the accounting system.
	
	
	

	3340
	Obtain the vouchers for a sample of those selected.
	
	
	

	3350
	Trace account distribution to the chart of accounts verifying proper classification
	
	
	

	3400
	OBJECTIVE: Ensure invoices and disbursements are recorded timely and accurately
	
	
	

	3410
	Select a judgmental sample of transactions for the period under audit of the G/L Distribution detail reports for accounts
	
	
	

	3420
	Determine that payment discount was taken if offered. 
	
	
	

	3430
	Ensure payment was made in a timely manner
	
	
	

	3440
	Determine that voucher package is cancelled to prevent duplicate payment.
	
	
	

	3450
	Scan the account for significant debit balances.
	
	
	

	3460
	Obtain an aging of accounts payable Select a judgmental sample of transactions for the period under audit and verify there are no unlocated differences and no unpaid invoices greater than three months.
	
	
	

	3500
	OBJECTIVE: Ensure vendor files contain sufficient supporting documentation for control and approval of purchases
	
	
	

	3510
	Determine if any of the transactions tested previously represented a sole source purchase. Ensure that it was properly documented and explained.
	
	
	



