INTERNAL CONTROL QUESTIONNAIRE: ICQ

BRANCH- South

Subject: General Questions

	Person completing ICQ   :
	

	                                 Date  :
	

	OBJECTIVES:

The auditor will use the ICQ answers to assist in determining and accomplishing the following objectives:

· Budget system effectively controls expenditure and accurately records income;

· Security system effectively safeguard the Company’s assets;

· Files are being properly and effectively maintained with records of management policies and procedures;

· Branch cash policies and procedures have been followed and internal controls over cash/cheque receipts and payments are adequate;

· Branch operations are achieving results that are consistent with established goals and objectives;

· Staff are adequately trained and sufficiently tooled to perform their duties efficiently and effectively;

· Financial data submitted to the Head Office is accurate;

· Company/Branch missions/goals are achieved.




	ICQ QUESTIONS
	YES
	NO
	N/A
	                        COMMENTS

	Policy and Procedures
	
	
	
	

	1. How do you ensure that staff is aware of 

    and is in compliance with the most 

    recent policy updates with regard to

i. Company policies;

ii. Insurance policies;

iii. Statutory policies;

iv. Accounting policies.
	
	
	
	

	2. Are accounting procedures provided by 

    the Head Office with regard to the 

    financial functions of the branch?
	
	
	
	

	3. If so summarize the procedures 

    provided by the Accountant
	
	
	
	

	4. If procedures are not provided, what 

    controls exist to ensure that the 

    information received by the Head office 

    is suitable for incorporation into the 

    Office Books?
	
	
	
	


	Personnel Resources

	1. Do you have cross training programs 

    that ensure qualified back-up personnel 

    to meet peak work-loads or temporary 

    replacements when staff is on leave?


	
	
	
	

	2. Have employees who perform financial 

    functions received adequate training?
	
	
	
	

	ICQ QUESTIONS
	YES
	NO
	N/A
	                        COMMENTS

	3. If yes, what training have they had in 

    the last three years?
	
	
	
	

	Goals and Objectives

	1.Do you have goals and objectives for the 

   branch  apart from the Company’s

   mission statement? If yes, what are they?

2.What processes do you have for    

   achieving the goals and objectives of the 

   Company/Branch?

3.What reports do you use to demonstrate 

   the current status of goals and 

  objectives, actual completion vs target 

  dates?


	
	
	
	

	Signature Authorization

	1. Are your departmental signature 

    authorization records up-to-date with 

    respect to

       i. authorization of vouchers;

      ii. authorization of insurance 

          documents e.g. certificate, debit 

          notes;
	
	
	
	

	2. Who is/are the person(s) responsible for 

    authorizing insurance and accounting 

    documents?
	
	
	
	

	3. Has the Branch head re-delegated 

   approval authority? If yes, to whom?


	
	
	
	

	Safe-Guarding of Assets

	1.What does the branch do to ensure the 

   security of the department ;

  (with regard to personnel, equipment, 

   computer software, records and facility 

   access?)
	
	
	
	

	2. Describe the departmental procedures 

    for controlling

a. keys;

b. receipt books;

c. cash/cheques received by the branch;

d. stock;

e. petty cash.
	
	
	
	

	3. Has the branch experienced any 

    mysterious disappearances of assets, 

    theft or employee dishonesty for the last 

    three years?
	
	
	
	

	ICQ QUESTIONS
	YES
	NO
	N/A
	                        COMMENTS

	Environmental Health and Safety(EHS)

	1. What procedures are in place to ensure 

     that all personnel who work within 

     the department have proper safety 

     training e.g. operating fire 

     extinguishers?
	
	
	
	

	2. Does the branch conduct fire drills?
	
	
	
	

	3. If yes, how often do they occur?
	
	
	
	

	Fixed Assets

	1. Is a record of the assets maintained at the branch?

2. Who is responsible for maintaining these records?

3. Is the monitoring of assets ins and outs performed? If yes by whom?

4. What records are maintained for assets leaving the branch?


	
	
	
	

	Correspondence to Head Office

	1. What documents are submitted to the   

     Head Office?


	
	
	
	

	2. Who is responsible for submitting 

    documents to the Head Office?
	
	
	
	

	3. Are transmittal forms prepared?
	
	
	
	

	4. If yes, who reviews, approves and signs 

    -off the forms
	
	
	
	

	5. Does the branch receive confirmation 

    from the Head Office that documents 

    submitted were in fact received?
	
	
	
	

	Renewals

	1. Does the branch have a procedure

    manual for the administration of 

    the renewal of business?


	
	
	
	

	2. Are reports prepared on business 

    not renewed and reasons provided 

    for business lost?
	
	
	
	

	3. Who reviews the comments?
	
	
	
	

	4. How often are visits to clients done?


	
	
	
	

	ICQ QUESTIONS
	YES
	NO
	N/A
	                        COMMENTS

	Renewals cont’d

5. Are summary of discussions 

    prepared?

6. If yes, who reviews these reports?
	
	
	
	

	Prospects

	1. Are reviews done on clients’ files for    

    possible business opportunities?
	
	
	
	

	Budgets 

	1. Does the branch have procedures for 

    preparing brokerage budgets?


	
	
	
	

	2. Who is involved in the preparation of 

     the budgets? 

3. Are budgets signed-off by the   

    Manager?
	
	
	
	

	4. How frequently are budgetary  

    positions reviewed?


	
	
	
	

	5. Do procedures exist for comparing 

    actual and budgeted figures and the 

    variances identified?
	
	
	
	

	6. Are reasons provided for any 

    variances in budgets? Who reviews 

    these variances?
	
	
	
	

	7. What actions are taken in respect of the 

    variances observed? 


	
	
	
	

	Credit Policy

	1. Are clients given credit?
	
	
	
	

	2. Does the branch have a copy of the 

    Company’s credit policy? If yes, has 

    it been made available to staff 

    members
	
	
	
	

	Insurance Rates

	1. Are there fixed percentages of 

    brokerages payable by the insurers 

    per class of business?
	
	
	
	

	2. If yes, is a schedule maintained for 

     each insurer?
	
	
	
	

	3. Who approves variations if less than 

    fixed brokerages are payable by 

    insurers?


	
	
	
	

	4. Who approves the movement of 

    substantial business from insurer to 

    another?
	
	
	
	

	ICQ QUESTIONS
	YES
	NO
	N/A
	                        COMMENTS

	Claims

	1. Is there a procedure manual for the 

    administration of claims?
	
	
	
	

	2. Is there a claims register? If no, how 

   are claims recorded?
3. What is the normal cycle for the 

    settlement of claims?

4. To whom are claims reports sent in   

    the event claims are not settled
	
	
	
	

	5. Are claims cheques recorded in a 

    register?
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