	AUDIT FIELDWORK GUIDE

	SALES OFFICE OPERATIONS

	

	Control Objective:

	

	To ensure that the sales office operations are efficiently and effectively managed and controlled

	and the system of internal control is operating as planned.

	

	 

	         Specific Control Techniques

	 

	 

	        CASH RECEIPTS

	 

	1.      Does the sales office supervisor  take the full responsibility over cash?

	2.      Are all the receipted collections as shown in the 

         salesman cash stubs/issued ORs; matured post dated

         checks; bounced checks for redeposits; late deposits

         of previous day and sales office collection, fully

         accounted for by the Sales Office Supervisor?

	3.      Are the actual cash receipts on hand tied up or

         reconciled by the Sales Office Supervisor with the total determined in

         Step No. 2?  Difference if any, satisfactorily 

         explained?

	4.      Is the cash report prepared on the basis of

         preceding Step results and properly supported by the 

         summary of daily sales (SDS) and ORs?

	5.      Does the Sales Office Supervisor prepare daily the cash report before

	         the cash receipts are deposited in the bank?

	 

	 

	6.      Are cash reports

	 

	         a. prepared in duplicate?

	         b. signed by the Sales Office Supervisor?

	 

	7.      Are all checks, TW's, PMO's and bank draft for 

	         deposit restrictively endorsed at the time?

	 

	8.      Are cash collections/receipts for deposits

	         and secured in the vault at all times?

	 

	9.      Are encashments from collections thru:

	         a. checks payable to suppliers;

	         b. checks payable to employees;

	         c. employees' personal checks; if any,

	             approved in writing by the Finance 

	             Manager (FM)?  (Encashment of check other

	             than those issued by the Company is generally

	             disallowed.)

	 

	 

	10.     Does the Sales Office Supervisor observe the prohibition on granting

	          cash advances from collection?

	 

	 

	11.     Are miscellaneous sales such as sales of scrap

	          materials, broken bottles, etc., if any,

	          approved by the FM?

	 

	 

	12.     Are safe keeping facilities for cash adequate?

	 

	 

	13.     Is access to Sales Office Supervisor office limited to cashier and

	          authorized staff?

	 

	 

	14.     In case of Sales Office Supervisor permanent relief, is the vault

	          combination number/lock changed within

	          reasonable time?

	 

	 

	15.     Are cash receipts deposited the following

	          banking day by the Sales Office Supervisor through bank pick-up 

	          facility and if none, through other

	          reliable means?

	 

	 

	16.     Are the bank deposit slip prepared in duplicate

	          and the amount tied in with the cash count 

	          performed by the bank representative and the

	          amount shown in the cash report?

	 

	 

	 

	17.     Does the Sales Office Supervisor, in case of bank pick-up facility,

	          witness the cash count performed by the bank

	          representative?

	 

	 

	18.     Does the Sales Office Supervisor obtain a copy of bank validated 

	          deposit slip during the day and require the

	          bank representative to acknowledge receipts

	          of deposit in the cash report?  (In case of

	          pick-up arrangement)

	 

	 

	19.     In the absence of bank pick-up facility, does

	          the Sales Office Supervisor ensure the security of deposit in 

	          transit? (e.g. accompanied by guard, no

	          definite travel time pattern, disguise, etc.)

	 

	 

	20.     At locations without bank accounts

	          a. are daily cash collection totally 

	             converted to PMO's or bank drafts the

	             following banking day?

	 

	          b. are PMO's and bank drafts purchased

	             deducted from its accountability in

	             the cash reports only at the date 

	             these are remitted to Plant?

	 

	          c. are remittances to the Plant intact and

	             promptly made?  (consider availability

	             of transportation means.)

	 

	          d. are the remittances to the Plant covered

	              by a transmittal list adequate to allow

	              verification of accountability turnovers?

	 

	          e. Is the transmittal list:

	             - signed by the Sales Office Supervisor; and

	             - acknowledged by the carrier?

	 

	          f. Is a duplicate copy of the transmittal

	             list retained by the Sales Office Supervisor?

	 

	          g. Is the receipt of remittances at the Plant:

	              - confirmed by the Plant by furnishing the

	                  Sales Office Supervisor with an OR;

	             - followed up by the Sales Office Supervisor in case Plant

	                 acknowledgment is not received after a

	                 reasonable time?

	 

	 

	 

	21.     Is the original cash report together with the

	          Supporting SDS promptly transmitted to the

	          plant considering the availability of

	          transportation means?

	 

	 

	22.     Does the Sales Office Supervisor support the cash report and SDS

	          sent to the Plant with bank validated deposit

	          slip?

	 

	 

	23.     Is there maximum balance to be retained in the

	          Depository bank account?

	          If so, does the Sales Office Supervisor monitor the balance and

	          check the remittance of fund to H.O.?

	 

	 

	         POST DATED CHECK MANAGEMENT

	 

	24.     Does the Sales Office Supervisor fully account for all the post

	          dated checks (PDC's) covered by PDCR at the

	          time of settlement?

	 

	 

	25.    In case the Plant opted for check

	         accreditation, are the PDC's issued by

	         those authorized outlets?

	 

	

	26.     Does the Sales Office Supervisor disallow payment of out-of-town

	          PDC's?  If not, are the PDC's dated in such

	          a way that clearing of check coincide with

	          the term of credit?

	 

	 

	27.     Does the Sales Office Supervisor record in the PDCR register

	          all the issued PDCR's after these are checked 

	          for completeness?

	 

	 

	28.     Does the Sales Office Supervisor review regularly the PDCR

	          register to determine the maturing checks?

	 

	 

	29.     Are matured PDC deposited on due date

	          and issued with OR's?

	 

	 

	30.     Are PDC OR's sent to the outlets on time?

	 

	 

	31.     Does the Sales Office Supervisor secure promptly from the bank

	          all bounced checks?

	 

	 

	32.     If the bounced checks arose from no

	          sufficient fund, are these immediately

	          redeposited by the Sales Office Supervisor?

	 

	 

	33.     For closed account bounced checks or 2nd time

	          dishonored NSF check, are the RM's and 

	          Salesman responsible for bounced check properly

	          advised by Sales Office Supervisor to secure from issuer replacement

	          payment in cash other than the closed account

	          check which must be reported to FM immediately?

	 

	 

	34.     Are bounced checks released to the customer only

	          when the replacement checks are received?

	 

	 

	35.     For unreplaced bounced checks, are these

	          sent to the Plant after collection efforts

	          failed?

	 

	          Is the Asst. Treasurer H.O. (if the SO

	          maintains a direct HO depository account)

	          or FM advised of details of bounced checks?

	 

	 

	36.     Is customer who issued bounced checks

	          Subjected to appropriate credit block?

	          If necessary blacklisted for future check

	          payment privileges?

	 

	 

	37.     Does the Sales Office Supervisor maintains a register/record

	          for bounced check and keep it updated?

	 

	 

	         DISBURSEMENT

	 

	38.     Do all S.O. disbursements pertain to its

	          regular operating expenses and properly

	          Supported?

	 

	 

	39.     Payables to supplier that should be paid

	          in check are not paid out of S.O. collection?

	 

	 

	40.     On a daily basis, all disbursement voucher

	          accurately summarized and reflected as

	          Deduction in the cash report?

	 

	 

	41.     Does the Sales Office Supervisor/settlement clerk perform

	          daily cut-off test before the salesman

	          renders his accountability settlement by

	          Indicating his initial and date on all 

	          the set copies of first unused charge/cash

	          invoices (SIs) and official receipt (OR)?

	 

	 

	42.     Are the Daily Sales Settlement (DSS) used

	          in numerical sequence?

	 

	 

	43.     Are the DSS:

	        

	          a. properly accomplished?

	          b. signed by salesman and helpers?

	          c. signed by Sales Office Supervisor?

	 

	 

	44.     Are alterations in DSS countersigned by

	          Sales Office Supervisor and salesman?

	 

	 

	45.     Is the amount of gross sales per SDR

	          checked by the Sales Office Supervisor against the invoices

	          issued as to accuracy and completeness?

	 

	 

	46.     Is the gross sales shown in the SDR

	          compared and reconciled with the gross

	          sale reported in the DSS and any

	          discrepancies promptly and properly

	          attended to?

	 

	 

	47.     Is the numerical sequence of issued, unused

	          and voided Sis and ORs checked by the Sales Office Supervisor

	          for completeness during settlement?

	 

	 

	48.     Are missing SI or OR numbers immediately

	          cleared with the salesman and any unaccounted

	          documents are reported to the FM and

	          promptly resolved?

	 

	 

	49.     Does the Sales Office Supervisor ensure the mathematical

	          accuracy of SI or OR and note for any

	          unrecorded entry?

	 

	 

	50.     Voided SIs and ORs properly controlled to

	          prevent reuse?

	 

	 

	51.     Are customers" checks remitted by the 

	          salesmen not for out-of-town clearing nor

	          issued to the Company under 2nd endorsement

	          and checked by the Sales Office Supervisor before acceptance

	          against the sales purchase invoice or

	          official receipt?

	 

	 

	52.     Are the following information indicated

	          on the salesmen's check remittances:

	 

	          a. Name of customer/drawer;

	          b. Address

	          c. Salesman's Name;

	          d. Sales Number; and

	          e. SI/OR Number

	 

	 

	53.     Are the customer's check numbers

	          indicated by the salesmen in the sales 

	          invoices and/or OR?

	 

	 

	54.     Are the salesmen's check remittances

	          indicated in the DSS?

	 

	 

	55.     Are unauthorized encashment of checks

	          from salesmen's collection promptly

	          reported to the Sales and Finance Manager

	          with copy to the RM?

	 

	 

	56.     Are credit sales extended by salesmen

	          checked against the updated list of

	          customers with approved credit lines?

	 

	 

	57.     Does the Sales Office Supervisor check whether customers

	          who exceeded the limits but granted

	          additional extensions subjected to credit

	          block?

	 

	 

	58.     Are charge sales to customer under credit

	          block allowed only when there is approved

	          written override by authorized officer?

	 

	 

	59.     Does the Sales Office Supervisor/Settlement clerk verify

	          through SSC whether the person acknowledging

	          the receipt of product per sales document

	          is properly identified and/or authorized

	          to receive?

	 

	 

	60.     Are credit sales disallowed and charged

	          to salesmen's sales shortage due to the

	          following:

	          a. abscence of approved credit line;

	          b. under credit block; (other than

	              exceeding credit limit with items

	              with overdue accounts;

	          c. charge invoices with alteration but not

	              countersigned by customers and salesmen;

	          d. charge invoices not acknowledged by

	              customer and/or authorized representative;

	 

	 

	61.     Is the Sales Office Supervisor provided with an updated

	          authorized list of customers entitled to

	          product deals or discount?

	 

	          If so, are the following information

	          indicated?

	 

	          a. Name of customer;

	          b. Address;

	          c. Deals ratio or % of discount?

	 

	 

	62.     Are product deals given by salesmen to

	          customers not found in the authorized

	          list, or those not acknowledged by customers

	          charged to sales shortage until satisfactorily

	          cleared and approved in writing by RM?

	 

	 

	63.     Are product donations supported by valid

	          requests and properly accomplished/approved

	          authorization slips before delivery?

	 

	 

	64.     Are claims for product donations which

	          are not acknowledged by the donees on the

	          authorization slips disallowed and/or

	          charged to sales shortage?

	 

	 

	 

	65.     Are sales shortages supported by Sales 

	          Shortage Slip (SSS) signed by the salesman

	          and approved by the RM accomplished with

	          the following information:

	 

	          a. Name of Customer;

	          b. Nature of shortage;

	          c. Date incurred;

	          d. SI Number; and

	          e. Amount?

	 

	 

	66.     Is the RM furnished a copy of the SSS

	          summary?

	 

	 

	67.     Are the sales shortages settled within 24

	          hours?

	 

	 

	68.     Is penalty imposed to salesman for

	          violation of 24-hour policy?

	 

	 

	69.     Is the sales and deals report reviewed and

	          approved by the RM as to completeness and

	          accuracy of information?

	 

	 

	70.     Are cash collections surrendered by

	          salesmen during reloads?

	 

	 

	71.     Is the series of DSS used for the day

	          indicated in the Daily Sales

	          Summary (DSS)?

	 

	 

	72.     Are sales expenses properly supported

	          and such supports cancelled at time of

	          settlement to prevent reuse?

	 

	 

	73.     Are violations to the policies or sales

	          settlement procedures promptly reported

	          to the FM thru Exception Report with

	          copy to Sales Manager?

	 

	 

	74.     Are exceptions reports immediately and

	          properly attended to be FM or Sales

	          Manager?

	 

	 

	         ACCOUNTS RECEIVABLE

	 

	75.     Are subsidiary records kept at the S.O.

	          for trade?

	 

	          If so:

	          a. are addresses, credit terms and limits

	              indicated on the subsidiary records?

	 

	          b. are entries adequately referenced to

	              source documents and records daily?

	 

	          c. are the records reconciled with weekly

	              collection advise?

	 

	 

	76.     Does the S.O. advise the Plant for any

	          reconciling items which are permanent 

	          difference and require adjustment in the books?

	 

	 

	77.     Are credit application forms and

	          subsidiary records properly filed and

	          secured?

	 

	 

	78.     Is the collection advise received from the

	          Plant within reasonable time?

	 

	 

	79.     Does the Sales Office Supervisor and/or RMs monitor credit line

	          pending approval?

	 

	 

	80.     Does the Sales Office Supervisor conduct periodic confirmation

	          of selected account?

	 

	 

	81.     Is the confirmation reply reconciled with

	          the subsidiary records and the result

	          reported to the Plant?

	 

	 

	82.     Reconciling items investigated and

	          resolved accordingly?

	 

	 

	         FUEL

	 

	83.    Does the S.O. get its fuel requirements 

	           from authorized dealers?

	 

	 

	84.    Are the fuel withdrawals (Sales trucks,

	           transport trucks, and service vehicles)

	           covered by written authorization signed

	           by the Sales Office Supervisor or covered by gas coupons?

	 

	 

	85.    Are fuel bills reconciled with the

	           authorizations or gas coupons before

	           payment?

	 

	 

	86.    Are fuel withdrawals from S.O. authorized

	           dealers not allowed for Company transport

	           trucks?

	 

	 

	87.    Is a copy of the updated fuel allocation

	           provided to the Sales Office Supervisor and strictly observed?

	 

	 

	88.    Is a weekly report on fuel consumption

	           by sales trucks and service vehicles sent

	           to the Plant Fleet Department?  Is the

	           daily fuel consumption per sales truck 

	           monitored and compared with the actual sales

	           serviced by the particular truck for the day?

	 

	        ACCOUNTABLE FORMS

	 

	89.    Are registers maintained for all

	           accountable forms?

	 

	           If so, are the following information

	           indicated in the registers:

	 

	           a. serial number;

	           b. date received;

	           c. received from;

	           d. DR number and date;

	           e. date issued;

	           f. issued to;

	           g. signature of receipient;

	           h. date returned

	 

	 

	90.    Are the registers up-to-date?

	 

	 

	91.    The booklets issued in numerical sequence?

	 

	 

	92.    Are cancelled or spoiled forms preserved

	           and properly filed?

	 

	 

	93.    Does the Sales Office Supervisor require return of fully used

	           booklet before issuance of a new one?

	 

	 

	94.    Are unused portions of partially used

	           booklets returned, re-entered in the

	           register to establish accountability?

	 

	 

	95.    Are the unused booklets kept in locked

	           drawer/cabinets properly safeguarded?

	 

	 

	96.    Are unused booklets regularly inventoried

	           and checked against the register by:

	           a. Sales Office Supervisor;

	           b. SOOM?

	 

	 

	97.    Is the count documented and registers

	           signed/initialed?

	 

	 

	        SPARE PARTS

	 

	98.    If the S.O. maintains spare parts:

	           a. are these covered by bincards?

	           b. are the bincards updated?

	           c. are spare parts properly safeguarded?

	 

	 

	99.    Are replaced/worn out parts promptly

	           returned to Plant?

	 

	 

	         FIXED ASSET

	 

	100.    Are Fixed Asset properly tagged?

	 

	 

	101.    Are disposals of ixed assets properly

	           approved, documented and promptly?

	           reported to the Plant?

	 

	 

	         PAYROLL

	 

	102.    Is the payroll paid on the basis of

	           instructions given by the Plant and 

	           subsequently checked against payroll sheet?

	 

	 

	103.    Are commission sheets prepared and

	           reconciled with the loadsheets?

	 

	 

	104.    Are pay slips acknowledged by employees

	           sent to the Plant proofs of payment?

	         ADMINISTRATIVE

	 

	105.    Are reports sent to the Plant covered by

	           a transmittal letter checklist?

	 

	 

	106.    Are Plant Office memos and correspondence

	           properly filed and updated?

	 

	 

	107.    Are SO records properly filed and 

	           physically safeguarded?

	 

	 

	108.    Is access to the records limited at all times

	           to persons whose duties require such access?

	 

	 

	109.    Are all employees wearing their prescribed

	           uniform and ID?

	 

	 

	110.    Are adequate quantities of office forms

	           and supplies maintained?

	 

	 

	111.    Is the SO adequately fenced?

	 

	 

	112.    Is the SO guarded at night and during

	           holidays by:

	           a. sales office supervisor living in the

	               sales office;

	           b. sales office-employed guards;

	           c. private security guards?

	 

	 

	113.    If applicable, are local taxes and other

	           government requirements complied with?

	 

	 

	114.    Are persons other than the sales office

	           supervisor and his family prohibited from

	           living in the sales office?

	 

	 

	115.    Is the SO and its premises kept clean and

	           orderly?

	 

	 

	116.    Are the problems related to the functions

	           of the warehousing or sales office

	           operations or significant exceptions in

	           internal controls brought to the attention

	           of the PD/Finance Manager and SOOM?

	 

	           If so, were these reported in writing to

	           the above officers?

	 

	 

	117.    Are the previous audit findings if any

	           corrected and commitments observed?

	 

	 

	118.    Is the Sales Office Supervisor knowlegeable of the Company

	           policy affecting S.O. Operations?


