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I. Narrative Description
The general ledger (GL) chart of accounts has been designed with a structure that supports internal reporting requirements and The Electric Program of the USDA’s Rural Utilities Service (RUS) requirements. Under the authority of the Rural Electrification Act of 1936, RUS makes direct loans and loan guarantees to electric utilities to serve customers in rural areas. The implementation of RUS requirements into Company Name’s chart of accounts serves to satisfy the compliance requirements of RUS Bulletin # 1767B-1. The chart of account structure is included as an attachment in this section of the internal control procedures manual.
In order to add a new account number to Company Name’s general ledger, a member of the management of the accounting department must email all other members of the management of the accounting department a notification that a new account number is required. The Accountant I position is responsible for reviewing the request to ensure that it complies with the predefined chart of account structure and that it will be included on the financial statements. Once this determination is made, the email with the account information is printed off, Accountant I authorizes and forwards the email to the originator who adds the account to the GL. Monthly the Accountant I will print a crystal report that lists all the GL account numbers, the balance of each account and the accounting manager responsible for that account number. The report is sent to the appropriate accounting manager for review and approval. Once approved by signature, the reports are filed for future reference. 

Only accounting managers have access to the GL account number master file. Only accounting managers have access to the GL posting windows.
Prior to financial statements being finalized and distributed, the assistant controller and accountant/process analyst reviews the financial statements, tying out equity to the income statement and ensuring the balance sheet is in balance. This serves as a check to ensure all accounts are included on the financial statements. When the financial statements are printed, an exception report is generated that lists any missing or duplicated accounts. 

II. Flow Chart

Process Flow & Controls Map
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III. Control Matrix

	Sub-Process
	Control Objectives
	Description and Frequency of  Control Activity
	Financial Statement Area
	Information Processing Objectives (C,A,V,R)
(1)
	Assertions (CO, EO, RO, VA, PD)
(2)
	P or D
(3)
	A or M
(4)

	GL COA Structure
	GL is in compliance with RUS guidelines
	GL has been designed to include an RUS segment. This was implemented in the original COA design. The system forces the use of the RUS segment.
	All
	A,V
	VA,PD
	P
	A

	GL master file access
	Only authorized users have access to add an account number to the GL
	The GL master file window is restricted through application security to ensure only authorized users can access the window.
	All
	R
	EO
	P
	A

	GL new account review
	The proposed account follows Company Name’s COA structure, RUS guidelines and will appear on the financial statements
	Accountant I reviews each account number prior to it being added to the COA. The review happens before each account number is added.
	All
	A,V
	EO,VA,PD
	P
	M

	GL COA review
	All existing accounts have been approved and have correct balances.
	A report is printed monthly that lists all accounts, by accounting manager with the appropriate balances for that period.
	All
	C, A,V
	CO,EO,VA
	D
	M

	GL Financial Statement review
	All existing accounts have been included on the financial statements
	The financial statements are reviewed monthly to tie the B/S equity and retained earnings to the I/S and ensure the B/S is in balance
	All
	C,A
	CO,EO
	D
	M

	GL Posting
	Transactions are posted in the proper period and transactions are valid
	Only accounting managers have access to the GL posting windows. All GL batches are reviewed and posted by an accounting manager. No real-time posting is allowed, system restricted.
	All
	C,A,V,R
	CO,EO,VA
	P
	M


1. Completeness (C), accuracy (A), validity (V), and restricted access (R).

2. Completeness (CO), existence or occurrence (EO), rights and obligations (RO), valuation or allocation (VA) and presentation and disclosure (PD).

3. Preventative (P) or detective (D) control.

4. Automated (A) or manual (M) control.
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1.1 Email sent to accounting managers to notify new 
Account is needed. The email has the new account 
Number and description.

1.2 The accountant I position determines if the new
Account number conforms with the GL structure and 
RUS guidelines. The account number is also compared
to the financial statement setup to determine if it will fit 
Into the financial statements as designed or if the 
financial statements will need to be modified.

1.3.1 If the new account number does not comply, an
 email is sent back to the originator to be redesigned 
and the process starts over.

1.3.2 If the new account number does comply, it is 
noted by emailing the originator of its compliance.

1.4 Originator adds the new account into the GL 
account maintenance screen.



