	
	AUDIT PROGRAM


	BANK & CASH

	Client/Project:
	

	Prepared by:
	
	Date:
	

	Period under review
	
	
	


	
	Control Objective
	Test Of Control
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	Findings

Ref.


A:       CONTROLLING CHEQUE ACCOUNTS

	
	1. Segregation of duties
	1. Obtain a sample of fully approved purchase requisitions and cheques.

2. Note authority for purchase.

3. Obtain copy of delegation of authority and determine whether signatories have required approval authority

4. From the assessment, ensure that the following functions are performed by separate individuals: 

· Initiating a purchase transaction

· Approving the transaction

· Processing and recording the payment

· Reviewing the transaction

5. Ensure that company uses more than one cheque signatory for approval of payments
	
	

	
	2. Controlling blank cheques and void cheques
	1. Establish from enquiry whether responsibility for controlling blank cheques have been assigned to two designated employees.

2. Note that all blank cheques are locked up at all times and controlled by way of a register.

3. Obtain a sample of voided cheques

· Ensure that all voided cheques have been properly defaced 

4. Check that the company always retains voided cheques in a secured location and never destroys or disposes of void cheques.

5. Inspect that department practice is to punch holes through the magnetic strip to prevent re-use.
	
	

	
	3. To ensure that all cheques are properly accounted for.
	1. Inspect the chequebook currently in use.  

2. Check that the cheques are pre-numbered

3. Ensure that cheques are being used in sequence.

4. Check that signatories do not pre-approve cheques.
	
	


	
	Control Objective
	Test Of Control
	Test Ref.
	Findings

Ref.

	
	4. Restrict negotiability of cheques, prevent payment to unauthorised individuals and prevent unauthorised changes to cheques.
	1. Obtain a sample of cheques before they are sent for approval.

· Observe that the cheques are made payable to specific payees, not to cash, petty cash, bearer

· Note that payee names are completed in full and abbreviations are not used

· Check that all unused spaces have been cancelled.

2. If cheques are being handwritten, ensure that staff uses a standard pen with non-erasable ink.
	
	

	
	5. Compltn of cash disbursement cycle
	1. Establish through enquiry whether the company has a policy whereby they request the bank to return all cancelled cheques.


	
	

	
	6. Prevent unauthorised signing of cheques
	1.  From your general review of the departments policies and procedures, establish whether the company has a policy of notifying necessary personnel when cheque signatories leave employment or are otherwise no longer authorised to sign cheques.

2. Review documentation providing such notification to establish whether the company adheres to this policy.
	
	

	
	7. Ensure all disbursements are valid.
	1. Obtain a sample of payment packs ready to go to signatories for approval.

2. Check that the necessary invoices, purchase orders and other necessary documentation accompany the cheques to be signed.

3. Obtain a sample of signed cheques before they are posted

4. Review the accompanying documentation for approver’s signature and date to obtain evidence that he has scrutinized the documentation for validity.

6. Note that the department stamps ALL documentation “PAID” once cheques have been disbursed.
	
	

	
	8. Prevent fictitious chequebook requests.
	1. Inspect that all orders for blank chequebooks are documented on standard chequebook order slips and signed by delegated cheque signatories.
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	BANK RECONCILIATIONS
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	9. Performance and review of bank reconciliations.


	1. Review the company’s bank reconciliation procedures and make an assessment of their adequacy for achieving control

2. Scrutinize the company’s chart of accounts to determine the number of bank accounts being maintained.  Make a list of the bank accounts and briefly document the purpose of each.

· Obtain senior management’s verification that these are the only bank accounts in operation.

3. Choose a sample of months for the year under review and obtain the relevant bank reconciliation.  For each month chosen check that:

· The bank reconciliation has been performed.

· Necessary documentation has been filed as evidence.

· Note evidence that the preparer examines long outstanding cheques and used cheques for unauthorised and unusual endorsements.

· Note evidence indicating that the preparer examines bank statements for cheques significantly out of sequence.

· Examine support for any unusual reconciling item n bank reconciliation

· Where reconciliations include outstanding deposits, ensure that such deposits are deposited intact shortly after relevant month end.  Obtain reasons for any delays.

3. Note that there is segregation of duties.

4. Inspect the bank reconciliation for evidence that it has been reviewed by an independent senior member of staff, independent of person controlling issue of cheques.(check for signatures and dates)

· Choose a sample of cash receipts and agree them to the bank statement for the relevant day

· Choose a sample of cash deposits per the bank statement and trace these back to the daily cash receipts agreeing the amounts.

· Agree cash reconciliation of branch to information sent to head office. 
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	10. Reconciliation of branch deposits
	1. Select a sample of daily revenue/cash reconciliations received from the branch.

· Agree amounts banked per bank statement to the cash takings per reconciliation and related documentation.

· Note the date of each deposit.  Compare to the date of cash takings.

· Make an assessment of the period of time between receiving money at branch and depositing that money into the company bank account.
	
	

	
	11. Safety of cash takings/cheques received and not yet deposited.
	1. Make inquiries regarding safekeeping of any cash/cheques not deposited overnight.

Inspect safe in which this cash/cheques kept overnight and consider whether it is in good, working condition
	
	

	
	12. Preventing cashiers from not recording sale for a lesser amount.
	1. Note that company policy is to encourage customers to obtain receipts for all transactions.
	
	

	
	13. Segregation of duties
	1. Ensure proper segregation of the following functions:

· Collection of cash

· Preparation of deposits

· Recording transactions

· Preparation of Bank Reconciliation

· Authorization of transactions.

2. Note from employee job descriptions that each financially related job position clearly identifies the authority and responsibility of that function so that segregation of duties is promoted.
	
	

	
	14. Safety of staff and deposits.
	1. Make inquiries regarding safety/protection of persons physically making cash deposits at bank 

2. Assess whether these safety/protection measures are adequate.
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	15. Controls over receipts received via the mail.
	1. Note that statements sent to customers include a remittance section that is to be returned with payment.

2. Note that mail is opened in the presence of one other company official.

3. Ensure that all cheques/cash received are registered in a cheque received register.  This register should be used in preparing the bank reconciliation.

4. Observe that person opening the incoming mail restrictively endorses all cheques received immediately 
	
	

	
	16. Cash Control
	1. Perform an unannounced cash count.
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	PETTYCASH
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	17. Control of Petty cash funds


	1. Perform and document an unannounced petty cash count.

· From the above, make an assessment of the control of petty cash funds.


	
	

	
	18. Determine the appropriateness of petty cash expenditures in accordance with company policies and procedures.
	1. Judgmentally select a sample of petty cash reimbursement vouchers and review them to establish whether:

· They have been properly completed

· The expenditures are appropriate

· The expenditure was approved by an authorized signatory.
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