Audit Work program


INTERNAL AUDIT

HOTEL WORK PROGRAM

Note: This program is based on assumed or anticipated conditions.  If program is changed as a result of conditions found in the field, describe the changes in an attached memorandum (indicate location) and state the reasons for such changes.  All changes should be brought to the attention of internal audit prior to execution.

Other changes (i.e., made to improve the efficiency of the workprogram or to update the program for changes in the Company's operating procedures) should be communicated to internal audit by submitting a copy of the section to be changed with the changes clearly indicated.
This schedule should be used to assist the internal audit team in planning the work for the week.
A. WORKPROGRAM AUDIT AREAS:

	AREA
	RISK

LEVEL

(H,M,L)
	RESPONSIBILITY
	NOTES

	Financial Control, Planning and Operations Review
	
	
	

	Food and Beverage
	
	
	

	Front Desk
	
	
	

	Security
	
	
	

	Information Technology
	
	
	

	Night Audit
	
	
	

	Accounts Receivable
	
	
	

	Accounts Payable
	
	
	

	Cashier
	
	
	

	Housekeeping
	
	
	

	Payroll
	
	
	

	Purchasing/Receiving/

Requisitioning
	
	
	

	Asset Safeguards and Substantiation & Evaluation
	
	
	

	Miscellaneous:

· Taxes

· Management Agreements

· Royalty Fee Expense

· Property and Equipment 

· Maintenance/Service Contracts

· Concessionaires, Store Tenants & Other

· Capital Expenditures

· Entertainment, Promotion and Manager’s Expense
	
	
	

	Journal Entries
	
	
	

	Mystery Shopping
	
	
	

	Flowcharts
	
	
	

	Flowchart Summary
	
	
	


ADMINISTRATIVE

Hotel visited
___________________________________________

Dates of visit
___________________________________________

Audit Team Members
___________________________________________

Auditee Contact
___________________________________________



BY
DATE

Pre-audit package sent to
Director of Finance
________________________________________

Manager Review
________________________________________

File complete
________________________________________

	Date
Performed
	
Prior to leaving for the field

	
	

	_________
1.
4 weeks in advance: 

· Call and notify the property Director of Finance (DOF) of the site audit.  Find out if Central Accounting is used and for what processes, who is the Regional DOF, which Director, Operations Finance they report to at Corporate.

· Email the planning letter. 

_________                    2.        At least 3 weeks in advance: 

· Purchase airline tickets.

· E-mail S.V.P. Operations Finance to determine if there are any specific concerns/areas of concentration.  

· E-mail Dir. Sales & Property Tax to determine if there are tax issues that need to be addressed

_________
3.
Review any prior internal audit workpapers/audit report for the site.




Administrative (Continued)
	Date
Performed
	
While in the field

	
	

	_________
1.
When you check in, request a safe deposit box.  This is necessary for the procedures that you will perform for the Front Desk section.

_________                     2.       If Central Accounting (CA) issues are noted, contact CA ASAP.  We should get CA’s buy in on the observation and management action if it involves them.

_________
3.       Complete flowcharts. See flowchart packet for instructions.

4.       E-mail the draft report to the Manager on Thursday.

5.       At the closing meeting, give the DOF the satisfaction survey.  Ask them to provide comments on the eval if possible.

_________
6.
After the closing meeting, e-mail the report to the Internal Audit Manager. 

_________
7.
E-mail to the Manager: your team’s hour and expenses, one page staff evaluation. 

_________                      8.       Workpapers & updated flowcharts should be placed in a labeled binder and stored in the audit room at hotel’s corporate headquarters.






Description of Controls

The controls/tests throughout the workprogram are designated by type. C and T represent Control and Test respectively.  The following provide definitions of Pervasive, Monitoring and Specific.

B. Pervasive Controls (PC)

These are controls that are pervasive across a risk control process and provide an overall context to ensure an appropriate segregation of duties (authorization, custody and record keeping) and information integrity.  The following are pervasive controls:

· Communicate risk control objectives

· Establish authority and assign duties

· Create physical safeguards

· Apply process/system development

· Implement process change controls

· Implement access controls

C. Monitoring Controls (MC)

Controls related to activities executed by risk control process owners to monitor the performance of the risk control process.  Monitoring activities include both:

· Obtaining direct evidence of operation of specific risk controls

· Testing the results of control processes

D. Specific Risk Controls (SC)

These are risk controls specific to either business risks on the Business Risk Model or to risks affecting the integrity of information and information processing.  These controls are implemented to provide front line of defense in preventing, detecting and correcting errors.  The following are specific risk controls:

· Obtain prescribed approvals

· Establish transaction/document control

· Match and compare internal and external documents

· Validate against predefined parameters

· Establish processing and transmission control totals

· Recalculate computations

· Evaluate GAAP compliance

· Report and resolve exceptions 

· Perform reconciliations

· Independent verification
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Appendix 1
Satisfaction Survey
I.
FINANCIAL PLANNING AND CONTROL (Director of Finance (DOF))

	
YES

	
NO

	

	_____
	​​​​_____
	1. Analytical Review of Business Performance  

a. To gain an understanding of the local market, review the Smith Travel report or any other market trend reports that the property has. 

b. Review the Report of Operations.  Compare significant variances (> 10%) from prior year to current year and the forecast (balance sheet and P&L).  Attach the Operations Report and document explanations for any variances on page 3. 



	______
	_____
	c. Does management follow up on significant variance from budget?

d. Has management taken action on the significant any variances that we noted in step 1?



	
	
	2. Property Performance Measures

Corporate uses a scoring system to evaluate properties.  There are 8 performance measures on the scoring system.  Obtain the most recent scoring system from the property.  Report the status of all the performance measures in the report.  Attach the scoring system and document management’s action plan to address any measures that are in the red on page 3.

  3.    How many Finance FTE’s are there?



	
	
	4. Vacation

Have all accounting employees taken mandatory vacation in the past year?



	
	
	5.
Compliance with prior audit recommendations:

	a.) 
	
	
Date of last internal audit ____________________________



	
	
	Have all audit recommendations from the last internal audit been complied with?  If no, indicate the reason for non-compliance.

	
	
	
______________________________________________________________________


______________________________________________________________________


______________________________________________________________________


______________________________________________________________________





BUSINESS PERFORMANCE REVIEW

FOR THE PERIOD ENDED  



· Analytical Review (from page 1)

Document explanations for variances.  Be sure to consider the following key measures.

RevPar





Rooms Profit %

Occupancy Rate




F&B Profit %

ADR






Cap Ex % (Expense/Total Revenue)

Total Revenue




EBITDA

· Property Performance (from page 1)

Document action plans for scoring system measures in the red.

Discussion of variations:

II.
ASSET SAFEGUARDS AND SUBSTANTIATION & EVALUATION 
	
YES

	
NO

	

	


	


	5.  Physical Inventory


Are physical inventories taken periodically?  



	
	
	
	Inventory Type
	
	Frequency

	
	
	
	
	
	

	
	
	
	Food
	
	

	
	
	
	Beverage
	
	

	
	
	
	Big Four (china, silver, linen, glass)
	
	

	
	
	
	Operating Supplies
	
	

	
	
	

	
	
	Obtain most recent physical inventories and perform the following:

a. Trace ending physical inventory total to the general ledger.

b. Does a member of the Accounting Department participate in the count to ensure that the counts are independent?

c. Are journal entries made to adjust the G/L inventory balance to the physical count?  Are adjustments approved by the DOF?  Obtain explanations for any large adjustments.

d. If any of these items expensed as purchased, it is important to determine that expenses are being strictly monitored to identify possible loss from shrinkage.

	





	
	6. Analytical Review of Inventory Levels (MT)

Review the financial statements for the period under audit and compare big four and operating supplies inventories with balances for the same period in the prior year. Obtain explanations for any variances over 10% of the prior year balance.

 7.
Dead Stock (Non-Food)

Risk: The inventory balance may not be accurate because it may include inventory that is no longer useful.  There should be a reserve for dead stock inventory or it should be written-off.

Determine the extent of dead stock on hand if any, and comment on disposition.  Quantify dollar amounts and note if all or part of stock is included in the current assets of the hotel or has been written off.



	


	


	8.  Reserves Accounts

MC
Are reserves accounts reviewed and evaluated periodically?  (A/R, F&B inventory, Big Four, any others?)



	
	
	
Frequency: __________________________
	

	
	
	
	


III.  FOOD, BEVERAGE AND BANQUET OPERATIONS

	Person interviewed:
	

	
	(Usually Food and Beverage Manager or Assistant)

	
	

	Date of interview:
	


Overview

The F&B department is responsible for ordering food and beverage, creating menus, managing food cost, staffing, food outlets (restaurants), banquet tips, banquet contracts and mini-bars.  Employees include chefs, servers, outlet managers, banquet manager, room service and kitchen help.  F&B profit and loss are reported separate from room revenue.  The point of sale (POS) system is similar to an electronic cash register.  The system is used to record the sale of food and beverage.

	
YES

	
NO

	THE FOLLOWING QUESTIONS RELATE TO A POINT OF SALE (POS) SYSTEM:



	


	


	1.  Process Flowcharts (Meetings & Conventions and Food & Beverage)

Review our process flow chart with the process owner.  Document any variations from the standard flowchart on a separate page.  All deviations should be labeled: GBP, Weakness or Neutral.  
2. Segregation of Duties

*PC Are the cashiering and serving functions performed independently of each other?  (This is not independent for bar functions)



	


	


	3.  PC 
Does the system assign unique, sequential check numbers to each check?



	


	


	4. SC 
Are voided checks approved by the hotel management?  There is a risk that voided checks may not be approved or that they are being approved by people who do not have authority to do so.



	


	


	a.ST
Based on review of the voided check report and the originally voided checks from a previous day, were all voided checks properly approved.





	
	
	
Date reviewed
	

	
	
	

	


	


	5. Recording Sales

Ensure that all F&B sales are recorded.  There is a risk that food or drink could be served, the cash payment pocketed by the server and no sale will be recorded. One control is that servers must enter orders in the POS and the kitchen only prepares food & beverage based on what is entered in the system.  

a. Inquire to confirm that the kitchen only prepares F&B based on orders entered into the POS system by servers.

b. Observe the kitchen to verify the process.



	


	


	6. Inventory Analysis

Calculate, compare and explain significant variations for the following inventory ratios:



	
	
	

Month 2001
(Month) 2000



	
	
	a. F&B inventory turnover (COGS/Avg. Inventory)
___________
___________



	
	
	b. F&B # of days in inventory (Avg. Inv./Avg. daily COGS)_________
__________



	
	
	c. COGS as % of F&B revenue                                              _________
__________

  

	


	


	7. PT Food and Beverage Cost

We want to ensure that F&B costs are being managed.  There is a risk that the property may not be managing costs, and in turn, losing potential revenue. 

a. Determine how the property calculates ACTUAL F&B cost (e.g. beginning inventory + purchases – ending inventory = COGS).  

b. Determine how the property records BOOK F&B cost (e.g., food is received, entered in inventory, requisitioned from the storeroom and the expense is assigned to the applicable department by the Finance department).  

c. For the month being tested, was there a significant difference between ACTUAL & BOOK F&B COGS?  



III.  FOOD, BEVERAGE AND BANQUET OPERATIONS (Cont’d)
	
	
	THE FOLLOWING QUESTIONS RELATE TO BANQUETS:  (Performed w/catering)



	


	


	8.  Completed Banquet Event Orders (BEO)

SC
Are Banquet Event Orders (BEO) utilized for all banquet functions?  Policy and procedures state:  The BEO is a summary of the event details taken from the event contract.  The BEO specifies the function room, table and chair configuration, number of people, type of food and beverage.  This is used to set up the room and to prepare and serve the food. 



	
	
	    Select 3 BEOs.  Review for the following:



	


	


	a.
Set up details (AV, Engineering, tables, etc.)



	


	


	b.
Stated food and beverage prices



	


	


	c.
Minimum guarantee number of covers



	


	


	d.
Customer’s signature



	


	


	e.
Public room charges








BEO    



Sales Contract

	Banquet Name
	a
	b
	c
	d
	e
	9 a
	9 b
	9 c
	9 d

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


III.  FOOD, BEVERAGE AND BANQUET OPERATIONS (Cont’d)
	
	
	8. Completed Sales Contracts

MT Convention Sales, Conference Sales & Catering Contracts: - Ref. Policy and procedures (Execution of Written contracts - Managed).

Test 3 sales contracts (if applicable examine the contracts related to the BEOs selected in step 9).  Obtain the sales contract from sales or catering department.



	
	
	a. Signed: Determine that the sales contract has been signed by all parties on a timely basis. 

b. Std. Contract: Determine the contract follows the standard hotel format(s).  Ensure that the corporate legal department has reviewed the contract, per policy and procedures.

c. Cancellation: Determine that the appropriate cancellation/damages clauses are included to protect corporate in the event of a canceled event. 

d. Credit Application: If a credit was extended, ensure that A/R has an approved credit application on file.



	


	


	10.    Completeness of Sales for Cash Bars

MC  Is the consumption report for cash bars compared to the cash beverage sales per event for reasonableness?  There is a risk that four bottles of vodka may have been used, however, there were only sales for three bottles recorded.  A server could pour extra drinks for additional tips.

By whom?  _____________________________________________________________




Description of Sales and Servicing responsibilities related to Food & Beverage.

Department


Description
Corporate Sales

-  National Sales handled by a national sales office





-  All rooms, usually no F&B involved





-  Corporate sales coordinates everything 

Tour Sales


- Tour coordinator services the entire event





-  All rooms, usually no F&B involved

Convention Sales

-  Long term contracts.  Commitments for multiple years

-  Initiated by a sales manager

-  >100 rooms per night

-  Corporate meeting, convention and association clients





-  Std. contract created in Delphi (~30 pages)

· MAC services the event

· Meetings and Convention Services (MAC) creates the event Resume (billing info, VIPs, # of rooms, shuttle info, registration info, outlet activity, authorized signatures)

· Catering creates the Banquet Event Order (BEO)

· Banquets handles the F&B

Conference Sales
- 
Short term contracts.  Usually book less than a year in advance

· <250 rooms per night

· SMERF and Sports team clients

· Std. Contract created in Delphi (~3 pages)

· MAC services the event and coordinates the F&B, unless there is a special F&B need

· MAC prepares the event resumes and the BEO

· Banquets handles the F&B

Catering Sales
-
Short term contracts

· Local/social events

· 70% of business is local events, 30% is from Convention Sales

· Guest deals with catering from the beginning of the process

· May not have any rooms, or less than 200 rooms

· Events are usually pre-paid

· Prepare sales contract and BEO

· Banquets handles the F&B

Banquets
-
Handles the Food & Beverage based on the BEO received

Facilities (Housemen)
-
Set-up chairs and tables based on the BEO



IV.  FRONT DESK OPERATIONS
	Person interviewed:
	

	
	(Usually Front Desk Manager)

	
	

	Date of interview:
	


Overview

The front desk is the department that handles guest check in and out.  Guest Service Agents (GSA’s) work the front desk.  GSA’s have cash drawers to serve guests.  Money from the cash drawers is kept locked in safe deposit boxes.  Cash collected for payment of guest charges is deposited with the General Cashier on a daily basis.  GSA’s are responsible for ensuring that the correct room rates are charged.

	
YES

	
NO

	

	


	


	1. Guest Credit

When guests check in:

a. SC  Is credit card authorization obtained?

There is a risk that proper credit card authorization is not obtained, and therefore, payment for hotel services may not be collected.

b. Is advance payment obtained for all cash paying customers? 

c. Select 3 current folios.  Verify that credit for the entire stay and incidentals have been pre-authorized.

      CC PRE-AUTHORIZATION

NAME                            ARRIVAL                    PRE-AUTHORIZED CREDIT

________________        _______________         _________________________

________________        _______________         _________________________

________________        _______________         _________________________

________________        _______________         _________________________

________________        _______________         _________________________



	


	


	5.PC
Discuss the current policy regarding “direct bill” accounts receivables, and the process of recording charges to the City Ledger with the Front Desk Manager.  Based on the discussion, are the following procedures in place?



	


	


	a.
 SC  Credit is pre-approved by the Credit Manager or Controller



	
	
	f.    SC  Zip-In
6.   Rate Authorization

Were all comp’d rooms, food and beverages properly authorized?  Discuss the complimentary room approval process.  Ensure that adequate levels of management approve complimentary rooms.  The Front Desk Manager typically reviews and signs off on a daily Rooms by Rate report.  This report lists rooms by the sold rate that in descending order.  The Rooms by Rate report makes it easy to identify comp'd rooms and any rooms sold for a discounted rate.  It is important that the property maximize their rate and occupancy levels.  This is called yield management.



IV.  FRONT DESK OPERATIONS (Cont’d)
	
	
	12
 SAFE DEPOSIT BOXES 



	_____

_____

_____


	_____

_____

_____
	a.
Review safe deposit box area for:

1)
Security and access to boxes.

2)
Adequate control over guard key.

3)
Control over unissued boxes and keys.

	______
	_____
	b. Test  3 boxes to determine that notice of liability limits are posted.



	______
	_____
	c. Review several issued safe deposit envelopes and determine if:

1) Envelopes are properly completed (time, date, attendant & guest signature, password).



	______
	_____
	2) Access slips are properly completed (time, date, attendant & guest signature, password).



	______


	_____
	3) Waiver of rights and management approval are obtained prior to the time boxes are assigned to non- registered guests.



	______
	_____
	d. Safe Deposit Box Inventory

Obtain most current safe deposit box inventory to determine what has been done to monitor and correct unavailable boxes and accountability for keys.


	
	
	Review key procedures w/ Security



	_____

_____

_____
	_____

_____

_____
	13.
KEY CONTROL PROCEDURES 

Review controls and standards compliance over:

1)
Emergency keys (electronic),

2)
Master keys (electronic), 

3) Storeroom, shop, and office keys (hard).






	_____
	_____
	a. Is the key check-out log properly completed (key #, time in/out, employee name, attendant signature and employee signature)



	_____
	_____
	b. Is there control over who can check out keys (i.e., is there a list of employees authorized to check-out the liquor storeroom key)?



	_____
	_____
	c. Does security verify the identity of the employee checking out a key?



	_____
	_____
	d. Does security take a daily inventory of all keys?  Review the most recent key inventory. 



	_____
	_____
	e. Are emergency keys kept in sealed control envelopes in a safe deposit box, per policy and procedure?  Examine the current control key envelopes and the last envelope that was opened.



	
	
	14.
Travel Agent Commissions

Review the travel agent commission check register (if commissions are paid by the property) or the transmittal that is sent to central accounting (if payments are processed centrally).  Select 3 commissionable records. 



	_____
	_____
	Risk: Policy and procedure compliance.

a. Are commissions only paid to travel agents with an IATA #?



	_____
	_____
	b. Are commissions only paid for qualifying room rates?



	_____
	_____
	c. Does management review a summary of commissions to be paid for reasonableness (number of records and total dollars vs. occupancy rates) before they are submitted to central accounting for payment?



	_____
	_____
	Risk: GSAs can enter IATA numbers on folios and create commissions for rooms that were not booked through a travel agent. 

d. Select 3 commissionable records that have been submitted to central accounting for payment.  Review the reservation in Central Reservations to ensure that the IATA # and the reservation were input by reservations and not a GSA.



	_____

_____

_____

_____

_____

_____
	_____

____________

______

____________
	e. Does management compare commission records on a test basis to central reservations to verify their authenticity?  Are there other controls in place to ensure commission authenticity?

15. Customer Satisfaction 
Some properties offer a money back guarantee if a customer is not satisfied.  A voucher is completed, balanced to the final audit report daily, and reviewed by a member of management.  Proper approval of vouchers should be recorded and logged.  Review the prior day’s vouchers and ensure the following:

a. Are vouchers signed by the GSA?

b. Is the reason for the voucher documented?

c. Does management ensure that the total number of vouchers reviewed match the total number of vouchers recorded in the system for that day?

d. Are the vouchers:

· Reviewed and signed off by management? 

· Logged?

	  
	
	


	


V.  NIGHT/INCOME AUDIT FUNCTION
	Person interviewed:
	

	
	(Usually Night Auditor)

	
	

	Date of interview:
	


Overview

Hotels close their property management system (PMS) on a daily basis and post the revenue transaction activity to the general ledger.  The night audit function is in place to ensure that transactions from all systems are properly posted to the general ledger (e.g., room and tax (PMS), food and beverage (Micros), telephone (PBX), movies (On Command), parking valet and health club fees (manual), and credit card transmittal ($ in Bank/Envoy)). their property anagement system (PMS) on a daily basis and post the revenue activity to the general 
The objective of the Night Audit work programs is to ensure that all, and only, revenues earned by the hotel are recorded on the hotel’s books.  Spend approximately ½ to 1 hour with night audit on Monday night to obtain an understanding of their process.  Request the information that you will need for the following day to tie out the transaction postings.  Obtain the necessary information on Tuesday and complete the night audit workprogram section.

The income audit function is in place to compare cash received per the system to physical cash received by the General Cashier.  The Income Auditor usually reviews the support for restaurant voids and adjustments, coupons, certificates and F&B comps.  Our objective is to ensure that cash and credit card charges are properly deposited/credited at the bank.

	
YES

	
NO

	

	______

______

______
	_____

_____

_____
	CASH

1. Tie Food and Beverage POS & PMS to Daily Cash Sheet/ General Cashier’s Report (GCR)
2. Tie GCR to bank deposit slip.

3. Trace deposit slip to bank statement.



	______

______
	_____

_____
	CREDIT CARDS

4. Tie Food and Beverage POS & PMS to Envoy/ $$ in Bank.  There is a risk that all credit card charges may not be posted to the Dollars in the Bank account accurately and timely.
5. Tie Envoy/ $$ in Bank to bank statement.



	______
	_____
	ROOM CHARGES

6. Tie Food and Beverage POS to PMS.



	______

______
	_____

_____
	GENERAL LEDGER

7. Tie Food and Beverage POS and PMS to the Journal Voucher for that day.  There is a risk that all revenue transaction activity may not be posted to the general ledger. 
8. Ensure that occupancy tax is posted for the day.



	


	


	9. MC Did the Night Auditor adequately resolve all discrepancies?



	______

______
	__________
	10. F&B Room Charges

Review room charge checks.  Did the guest sign all checks?  There is a risk that unsigned room charge checks could lead to potential loss in revenue in the event of disputed room charges.

Date Reviewed _______________.

11. Open Checks

a.  SC  Were all open food and beverage checks closed?

       b. SC   Did night audit follow up on any open checks?



	


	


	12. Authorized Adjustments

PC
 Were all paid-outs, miscellaneous charges, adjustments, and rebates properly authorized?  


	


	


	13.   MC Are all exceptions to steps 11 and 12 reported to the DOF?



	


	


	14.  Does Management review envoy to ensure that it ties to G/L posing?



	


	


	15.  Does Management review GCR to ensure that it ties to G/L posting?



	


	


	16.   Night Audit Efficiency   

Does night audit use a spreadsheet to tie out the revenues from the Outlets, Rooms, Banquets, etc?  To the D-sheet?  If they do it manually, why not use a spreadsheet for efficiency and increased accuracy?


THE FOLLOWING IS FOR REFERENCE PURPOSE ONLY


This is an example of a standard journal entry that is posted daily to record revenue and its corresponding payment types.

Daily Journal Entry

Debit                                 Credit



Explanation

Cash






Pymt for revenues & settling guest ledger

Credit Card





Pymt for revenues & settling guest ledger

Guest Ledger





A/R for guests staying in the hotel

City Ledger





A/R for guests that have checked out of the hotel




Room Revenue


Sales




Food & Beverage Revenue
Sales




Phone Revenue


Sales




Movie Revenue


Sales




Health Club Revenue

Sales




Occupancy Tax Payable

Sales




Sales Tax Payable

Sales




Guest Ledger


Guest Ledger that guest pays off at check out

VI.  CASHIERING


* - Covered by Flowchart

	Person interviewed:
	

	
	(Usually General Cashier)

	
	

	Date of interview:
	


Overview

Several employees have cash drawers, including the General Cashier, GSA’s and outlet cashiers.  These employees are issued a cash bank to make change for guests paying their guest checks.  Employees sign a contract for the bank that they receive.  Cash received from guests is deposited with the General Cashier on a daily basis.  Review policy and procedure.

	
YES

	
NO

	

	


	


	1.MC
Do cashiers reconcile cash balances from register activity on a daily basis?

	2.    
House Banks – Ref. Policy and procedure (House Banks - Issuance, Maintenance and Control)

     _____   _____              ST a)
Obtain summary of house banks for the audit month and agree total to general ledger control account.  Trace and agree to house bank receipts.  Ensure that receipts are voided and banks reissued after employee vacations.

_____   _____             PT b)
Review procedures followed by General Cashier for counting house banks. Review for compliance with policy and procedure.

 ______   ______          ST c)
Obtain cashiers over and short ledger for the audit month and review for frequent and excessive variances.  Determine the hotel policy for cash variances and ensure compliance.  Agree monthly ledger (for audit month) to expense reported in the general ledger.

d) General Cashier’s Bank Count

  ______    ______                    ●      Pervasive Control?

  ______    ______                    ●      Monitoring Control?

 ______    ______                   ●      If “NO” to PC or MC, then ST, verify general cashier’s house bank.  Count  should be conducted in the morning prior to the General Cashier retrieving receipts from the drop safe and should include verification of any due backs in vault. (See page 42, #2 – petty cash account).  Petty cash is probably part of General Cashier’s bank.

e) Change Request recorded in the G/L

Review procedure used by the General Cashier for change requests from the bank and ensure compliance with policy and procedure.  The change request should be recorded in the G/L using the Exchange Check liability account (Change requests should be made independent of the General Cashier and controls should be adequate to ensure that reimbursements for change orders are made timely.  The General Cashier should be prohibited from ordering change from the bank).  Review the bank statement for the audit month and ensure that reimbursements for change orders are made either on the same day or subsequent day.  Evaluate dollar amounts of change order requests for reasonableness.

f) Review segregation of duties between General Cashier functions and other accounting duties, in particular, conflicts between accounts receivable duties and preparation of the Daily Sales Report.  

g) Do cashiers sign cash bank contacts?  (If no, what alternative assurance does the hotel have that monies can be recovered?)




	


	


	3.*SC
Does the hotel utilize a “drop box” for cashier remittance envelopes?  There is a risk 

               that cashiers’ remittance envelopes may not be properly safeguarded when dropped 

               for deposit with the General Cashier.



	


	


	4.*MC
Does the hotel utilize a deposit summary log for the cashier remittance envelopes?              



	


	


	*a.MC
Does the amount of the deposit appear on the log?



	


	


	*b.SC
Do the cashier’s initials appear on the log?



	


	


	*c.MC
Does a witness initial each drop?



	


	


	*d.  MC Does the General Cashier have a witness present when opening the drop safe who also checks off the log for each remittance envelope removed?



	_____
	_____
	5.ST
Review the deposit summary log for the day tested for evidence that the above steps have been performed.



	


	


	6.*MC
Does the General Cashier verify cash receipts submitted by cashiers to the system cash    report?  There is a risk that the cash receipts submitted by cashiers may not be complete or accurate to the system cash report.


	


	


	7.MC
Are cashier overages and shortages recorded and monitored?

              There is a risk that cashier overages and shortages may not be properly supported and authorized.

	


	


	8.*MC
Does the General Cashier prepare a daily condition report of his fund?



	


	


	MC a.
Does the General Cashier report overages and shortages > $5 to the Income Auditor daily?



	


	


	MC b.
Are material shortages reported to the Controller’s office?



	


	


	9.MT
Review the report of overages and shortages for the day tested.



	_____
	_____
	PT a.
Are the overages and shortages properly supported and authorized?

	
	
	

	


	


	10.SC 
Does the General Cashier or Accounting manager prepare the bank deposit daily? 



	


	


	a.ST
Is the deposit divided between receipts and change orders?



	


	


	b.ST
Are all checks restrictively endorsed immediately when received?

                   There is a risk that checks may be misappropriated if not restrictively 

                   endorsed upon receipt.

	


	


	c.SC
Is the bank deposit made by an armored car service?




VI.  CASHIERING (Cont’d)
	


	


	11.PC
Are general ledger cash receipt postings reconciled to the daily bank deposit by someone other than the General Cashier?  There is a risk that all cash from the general ledger cash receipt posting is not being deposited in the hotel’s bank account.

	
	
	
By whom?   ______________________________
	

	______
	_____
	12.
PC, PT Are proper physical safeguards and facilities such as safes, restricted areas, etc. fully utilized to protect cash?   Review the security of the General Cashier's office to be certain it is in compliance with policy and procedure.  Include in review adequacy of alarms, office location, keys to door and door locks, transaction window, general safe, drop safe and access to safes, i.e. combinations/keys.


	

	______
	_____
	13.
SC Are surprise counts of all funds performed periodically?  
	

	
	
	                    There is a risk that house funds may be used for personal use outside of the    

                    workplace.
	

	
	
	
    Frequency:  
	

	
	
	
	

	______
	_____
	               a.  SC Are these counts documented?
	

	
	
	
	

	______

______
	_____

_____
	    b.  SC Are differences resolved immediately?

    c.  How often is the General Cashier’s bank surprise counted?  S/b done monthly.


	

	_____
	_____
	14. House Banks

a. Pervasive Control?

b. Monitoring Control?

c. ST  If a. or b. is no, then perform a test count of 5 house banks.



	House Bank
	
	Amount per Contract
	
	Amount per Count
	
	Difference

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	_____
	_____
	a.ST  Review personnel files to ensure bank contracts are maintained for all cashiers.

     (See II. Asset Safeguards and Substantiation & Evaluation, Step 13)



	
	
	15.PC 
Are the duties or functions of all persons receiving or directly supervising the receiving of cash completely segregated from:



	


	


	a.
Reconciling bank accounts?



	


	


	b.
Opening incoming mail?



	


	


	c.
Preparing, recording or approving vouchers for payments?



	


	


	d.
Preparing, signing, mailing or delivering general or payroll checks?



	


	


	e.
Performing work on accounts payable or any other evidence of indebtedness?



	


	


	f.
Performing billing functions?



	


	


	g.
Aging accounts receivable?



	


	


	h.
Following up on delinquent accounts receivable?



	


	


	i.
Approving write-offs of bad debts?



	


	


	j.
Approving city ledger rebates?



	


	


	k.
Posting general ledger or other general accounts?




VI.  CASHIERING (Cont’d)
	
	
	16.       Other
a)  Trace daily deposits (5 days) from the hotel into the depository account for the last week of the audit month to determine timeliness of receiving credit.

               GCR Date of deposit             Bank statement date of deposit             Amount

               _________________             ________________________             ____________

               _________________             ________________________             ____________ 

               _________________             ________________________             ____________

     _________________             ________________________             ____________

     _________________             ________________________             ____________

    b)  Trace transfer of funds from depository account into operating account to determine timeliness of receiving credit.

    




	
	
	PETTY CASH ACCOUNT

	
	
	

	
	
	1.
How is petty cash replenished?

	
	
	

	
	
	_____________________________________________________________

	
	
	_____________________________________________________________

	
	
	_____________________________________________________________

	
	
	

	_____

_____


	_____

_____
	2.  If the petty cash fund is not part of the General Cashier’s bank:

a. Is the fund surprise counted each month?

b. Does someone monitor the count results to ensure that they are performed?

c. If a. or b. is “NO”, perform a count of the petty cash fund.  The cash plus any petty cash slips should equal the fund total.  If there are petty cash slips, ensure that they are properly approved and supported (e.g., C.O.D. purchases or emergency expenditures).   



	
	
	3. Quantify the dollar value of petty cash disbursements for the past 3 months by reviewing an A/P disbursement detail for “petty cash”.  Is the amount of disbursements reasonable?  If disbursements are excessive, identify the nature of the payments and the root cause of these expenses not being paid through A/P, Payroll, etc.



	_____
	_____
	4. Select one of the checks paid to reimburse petty cash.  Review the support to ensure that it is properly approved and supported.



	
	
	

	
	
	

	
	
	


	 
	
	

	
	
	

	
	
	

	
	
	


VII.  HOUSEKEEPING

	Person interviewed:
	

	
	(Usually Director of Housekeeping)

	
	

	Date of interview:
	


Overview

Housekeeping cleans the guestrooms and replenishes the amenities.  Each housekeeper is assigned a number of units to clean on a daily basis.  Units typically represent the number of bathrooms in a guestroom (e.g., a suite w/ two bathrooms may be worth two units).  The Director of Housekeeping schedules staff based on the property’s occupancy.

	
YES

	
NO

	

	


	


	Risk: GSAs may give away rooms for free or may pocket cash for rooms and not enter the sale in the system.  To help prevent this, Housekeeping should report all rooms that have been used but which are not recorded as sold in the system.



	


	


	1.   Does Housekeeping verify the status (vacant clean, vacant dirty, occupied dirty) of all rooms against a PMS report (this shows rooms that have been sold)?



	______
	_____
	2.   Are discrepancies between the PMS report and Housekeeping’s inspection reported to others for review?  Usually the front desk should review discrepancies to ensure that revenue is being recorded for all rooms being used.  The front desk will determine if someone checked in after the Housekeeping PMS report was run or if a room key was issued without being recorded in PMS.



	


	


	3.  Briefly describe how discrepancies are reported.



	
	
	
To whom?
	

	
	
	
	

	
	
	
	(Usually Controller, General Mgr., and Front Desk Mgr.)

	______
	_____
	4.   Inquire, of the individual being notified of the discrepancies, what process is taken to investigate the discrepancies.  Verify that this process is taking place.




VIII. ACCOUNTS RECEIVABLE


* - Covered by flowchart 

	Person interviewed:
	

	
	(Usually Accounts Receivable Clerk)

	
	

	Date of interview:
	


Overview

The credit department evaluates and grants credit.  Guests with credit are sent and invoice for their charges vs. paying their bill at checkout.  Guests with credit are referred to as direct bill guests.  A/R is responsible for manually entering PMS city ledger charges into the A/R module.  A/R generates and mails invoices.  Property receivables are typically from direct bill groups, banquet events and guests who were not able to pay at checkout.  A/R is responsible for collection efforts on outstanding receivables.

	
YES

	
NO

	

	
	
	ISSUING CREDIT



	
	
	1.  Credit Application Procedures

PC Are the following procedures being performed regarding applications for credit? 

There is a risk that credit may be extended to guests who do not have the capabilities or potential for payment.

	


	


	a.
SC*  Completed by the Sales Department and approved by the Accounting Department  for all new business (e.g., banquets, functions, tours, conventions) prior to the event and extension of credit



	


	


	b.  SC Retained for future reference?

	
	
	

	_____
	_____
	2. SC
What credit information is required of persons or companies applying for credit? 



	


	


	a.
Credit application



	


	


	b.
Hotel references



	
	
	3. Credit Application Testing

	_____
	_____


	a. ST
Randomly select 5 balances that are aged > 60 days from the Accounts receivable report as of ___________________.  Verify the following:  

b. Credit application on file.



	_____
	_____
	c. Credit references were checked.



	_____
	_____
	d. Credit application is approved and the approval is documented on the credit application (e.g., signature of the Credit Manager).



	
	
	


	Guest Name
	Ck Out Date
	$Amount
	Credit App?
	Were References Ck’d?
	CR App

Approved?
	Evidence of Collection Efforts?

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


VIII.  ACCOUNTS RECEIVABLE (CONT.)

	_____
	_____
	4. Aging Analysis

ST Compare the A/R Aging (% of current, 30, 60, 90, 120 days to the total) for the month-ended ___________  and the prior year.



	
	
	5. Refunding Prepaid Deposits

Risk: Unused deposits may not be refunded to guests in a timely manner.  Unclaimed balances may be refunded to someone other than the guest.  



	_____
	_____
	a. Timely Refund
ST Review the accounts receivable aging for credit balances.  Are there are any credits balances for events that have occurred which should be refunded to the guest?

	_____
	_____
	b. Method of Payment

Are balances refunded using the same method of payment which the guest originally used (e.g., check or credit card)?



	_____
	_____
	c. Approval

Does the DOF review and approve all deposit refunds?

	
	
	6. Credit Card Adjustments

Adjustments can be made to credit cards to refund prepaid deposits, refund guaranteed no-show charges and billing disputes for a settled folio.

Risk: Credit card adjustment slips may be reviewed and approved by management, however, the adjustment may be intentionally posted to an inappropriate credit card (i.e., employee or a friend’s credit card).

	_____

_____
	_____

_____


	a. Policy

Complying with procedures memo?

b. Support

Is there documentation to support the reason for all adjustments and which denotes the original form of payment (credit card number)?



	_____
	_____
	c. Authorization

Are all credit card adjustments reviewed and signed-off on by the DOF?



	_____
	_____
	d. Monitoring 

Does the DOF or Assistant DOF review and sign-off on the $inBank/Envoy transmission report to ensure that all credit card adjustments transmitted were made to the appropriate credit card?

	_____
	_____
	e. Adjustment Testing

Select 5 credit card adjustments from recent $inBank/Envoy reports.  Review the support for the adjustments.  Ensure that the adjustment were properly authorized and made to the original credit card number.

	
	
	


	Guest name
	Amount
	Last four digits of the credit card originally charged
	Credit card adjusted on the $inBank/Envoy report
	Properly Approved
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	


	


	7. Review of Delinquent Accounts

MC Does the Controller and/or General Manager review the monthly aging of accounts and inquire as to the status of specific delinquent accounts?



	______

______

______


	_____



_____

_____

_____


	8. Direct & Master Billing

ST  Select 3 invoices that are being mailed out on the day of testing or that were recently mailed.  Were these accounts billed and mailed within 48 hours of check-out?  

9. Checks Received in the Mail

Are the following procedures followed for all checks received by mail (e.g., direct bill pymt sent to the property and received by GSA, Sales or Finance Office)? 

PC Opened by someone other than the cashier, accounts receivable bookkeeper or billing clerk?

a. Restrictively endorsed by the first person to receive the check?

b. SC Recorded on a Checks Received log by the person opening the mail?

c. SC Are checks posted to A/R from check copies vs. the actual check payment?

	
	
	


VIII.  ACCOUNTS RECEIVABLE (Cont’d)
	
	
	Guest Name
	
	Room Number
	
	Check Out Date
	
	Invoice Date

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	

	
	
	10. Credit Card Charge Backs

Are charge backs to customer credit cards:



	


	


	a.
Is there documentation that research was performed to dispute the charge back with the credit card company?



	


	


	b.    Was there a timely response to the credit card company, usually w/in 30 days?



	______
	_____
	d. Are all charge back adjustments reviewed by the DOF?



	______
	_____
	e. ST Review charge backs from the previous month that were written off for evidence of the above procedures.



	
	
	


	
	
	15.
Collection Efforts

There is a risk that reasonable attempts may not be made to collect outstanding receivables.

	


	


	a. Do efforts begin 30 days after the account is due?

                 (To collect $’s faster and resolve billing disputes)

	


	


	b.
Are collection efforts documented? 

       (To show that collections are being done and follow-up)

	
	
	Test with #4


VIII.  ACCOUNTS RECEIVABLE (Cont’d)
	
	
	16.   Segregation of Duties

PC Does the segregation of duties provide that employees who maintain the detail receivable records do not:



	


	


	a.
Have access to cash?



	


	


	b.
Have access to payments received by mail?



	


	


	c.
Approve write-off of uncollectable accounts?



	


	


	d.
Approve or accept reservations?



	


	


	e.
Approve city ledger rebates?



	


	


	f.
Perform general ledger functions?



	


	


	g.
Authorize credit?



	


	


	18. Account Write-offs

SC Is an “Accounts Receivable Write-off List” prepared?  If so, are the following procedures being performed?  



	


	


	a. MC Are all write-offs reviewed and approved by the DOF and General Manager?



	
	
	

	_____
	_____
	SC   b.
Clearly annotated with the reasons for the write-offs?

      c.  Compare A/R write-offs for the current year vs. prior year.



	______
	_____
	19. ST, MT Review the Accounts receivable Write-off list for the month ended ____________  for evidence of the above procedures.  Obtain status report for material amounts from Collection Agencies/Attorneys and review for effectiveness.



	______
	_____
	20. SC  Bad Debt Reserve Calculation. Apply Corporate guidelines in determining adequacy of reserve.



	


	


	22.
ST Are all adjusting revenue entries to the city ledger approved by the Controller?


VIII.  ACCOUNTS RECEIVABLE (Cont’d)
	______


	_____


	23.   
Other Receivables

a. Employee 


SC Review accounts of officers and employees to ascertain that transactions therein have been properly approved and that balances have not been outstanding beyond 30 days. 






	______
	_____
	b. Miscellaneous

SC Review other miscellaneous receivables to determine whether they represent current items with a reasonable expectation of collection.



	
	
	c. Trade-out/ Barter Agreements

SC  Does the Hotel engage in Trade-out/Barter agreements?  If yes:

1)
Are these agreements recorded in the general ledger in compliance policy and procedure?

2)
Does the GM approve all Trade Agreements?

3) Are all Trade Agreements supported in writing specifying the nature and extent of services to be awarded?



	
	
	24.  Calculate the Days Sales Outstanding (DSO).

DSO =            Average A/R for the month     

                    (Monthly sales / # of days in the month)



	
	
	


	

	

	

	


IX.
 PURCHASING
	Person interviewed:
	

	
	(Usually Purchasing Manager or Agent)

	
	

	Date of interview:
	


	
YES

	
NO

	

	


	


	1.      Purchase Orders for Non-Food

PC Does the hotel utilize a purchase order for all purchases other than food purchases?



	


	


	a. PC If not, is there a dollar amount at which purchase orders are required? 

Dollar limit    $_________________



	


	


	2.
Food Purchases

PC Are purchase orders utilized for food purchases?



	


	


	a. PC If not, are all perishable food orders placed only by the Purchasing Agent or Chef?

b. GBP:  Are all orders made on-line?



	


	


	c. SC Are all storeroom orders approved by the Food and Beverage Director?



	_____
	_____
	3. Is there a document created to show that the purchase was approved (consider phone, fax & on-line orders)?



	


	


	4.
SC Are NON- Food & Beverage purchase orders approved by the General Manager? (For purchases requiring a PO)



	
	
	5.  Test 3 P.O.s for proper approvals.



	
	
	P.O. #
	Dept. Mng.
	DOF      GM
	Purchasing

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	 


X.  RECEIVING
	Person interviewed:
	

	
	(Usually Receiving Clerk)

	
	

	Date of interview:
	


	
YES

	
NO

	FOR ALL PURCHASES, NON -FOOD:



	


	


	1.ST
Does the hotel have a central receiving area?  Inspect the receiving dock and observe the receiving department operations.  Compare receiving log with invoices for the current day (the day of the interview).

	
	
	

	
	
	2.
Does the receiving clerk:

	
	
	

	


	


	SC a.
Sign all receiving records?



	


	


	SC b.
Count and inspect the quality of all cartons or boxes received and record this information on the receiving record?



	


	


	SC c.
Match purchase orders to the merchandise received? Copy order sheet compared to report:

-price

-quantity

Risk:  Receiving may accept items for receipt that were not ordered, priced incorrectly, or incorrect quantities.

	


	


	SC d.
Note on the receiving clerk’s copy of the purchase order that merchandise has been received?

	


	


	SC e.
Indicate purchase order numbers on the receiving record?



	


	


	SC f.
Reconcile differences?  Document the procedures below.

	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	______

_____
	_____

_____

	3. SC Are packing slips forwarded to the Accounting Department?

4. GBP:  Are all items received in the system?  Does A/P match against an electronic receiver?



	_____
	_____
	FOR FOOD PURCHASES

5.  SC Is a list of unmatched receivers and open purchase orders sent to the Accounting Department at month end?  Describe the procedures below.


XI.
STOREROOM REQUISITIONING

	Person interviewed:
	

	
	(Usually Storeroom Clerk)

	
	

	Date of interview:
	


	
YES

	
NO

	

	


	


	1.
SC Are all requisitions of goods from the storeroom approved by a department head.  If not, who approves the requisitions?  



	


	


	
a.
Chef (for all food requisitions)



	


	


	
b.
Head bartender (for all beverage requisitions)



	


	


	
c.
Other
	

	
	
	

	_____

_____

_____

_____

_____

_____

_____
	_____

_____

_____

_____

_____

_____

_____
	2.
Review procedures for control over requisitions.  

PT  a.

Review requisitions noting that they have been properly prepared and authorized.

ST  b.       Ensure that the persons issuing and persons receiving the merchandise have signed requisitions.




Risk:  Without signatures, ownership of items is left unclaimed.

PT  c.

If there is a storeroom requisition lock box, review the procedures.

4. ST Determine that par stocks are established in each beverage outlet and an inventory is taken monthly and any discrepancies noted and followed up by the Food and Beverage Director.

 5.
ST Determine if a "Bottle for Bottle" exchange program is in effect.

 6.
ST Determine how exchanged bottles are controlled prior to recycling to prevent reuse in the exchange program.

7. ST  Determine that a liquor label system is in effect.  Each outlet should have an outlet sticker number and that sticker should be present on all of the bottles being used in that outlet.  For two outlets, verify that all the bottles behind the bar have the appropriate stickers.  This control helps ensure that all sales are recorded.  There is a risk that a bartender could bring in a bottle of liquor from outside of the hotel, sell drinks and pocket the cash.



	


	


	8.       PC Are the storerooms locked when the clerk is not present?  Document the nature, frequency and how exceptions are cleared below.  



	
	
	
	


	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	
	
	9.       Tour the primary storeroom areas and observe for the following:  



	


	


	          PT a.     Do the security measures seem appropriate and adequate?

	
	
	

	_____

_____
	_____

_____
	10.       Inspect the food and beverage storeroom and perform the following:  

a. PT Determine that a current authorized signature list is posted.

 b. ST     Ensure that all stock is priced when put in storeroom and that it is  

        properly rotated.



	
	
	11. Test 3 requisitions for proper approvals.



	
	
	Requisition #            Issuer           Receiver          Dept. Approval             Authorized Signer

	
	
	

	
	
	

	
	
	


	


XII.
ACCOUNTS PAYABLE
	Person interviewed:
	

	
	(Usually Accounts Payable Clerk)

	
	

	Date of interview:
	


	
YES

	
NO

	

	
	
	Risk:  Invoices may be paid for purchases not approved.

	
	
	1.MC
Does the accounts payable clerk’s review of invoices include:



	


	


	SC a.
The quantity was checked against the purchase order and receiving report?



	


	


	SC b.         Discounts taken where applicable?



	


	


	SC c.
The unit price was checked against the purchase orders?



	


	


	SC d.         Sales or use tax paid?



	


	


	SC e.
The extensions on the invoice were checked?



	


	


	SC f.
Approval by appropriate department head?



	


	


	SC g.
Are these review steps documented (e.g., approval stamp)?  

                  Document the nature, frequency and how exceptions are cleared below.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	_____


	_____
	2. MC Does the DOF or Accounting Manager review for appropriate account coding?

3. Describe controls over vendor master file?  Are they adequate?

_________________________________________________________________________

_________________________________________________________________________

_________________________________________________________________________



	


	


	4.
MC Are open purchase orders, unmatched receiving records and unpaid invoices reviewed monthly?



	
	
	
If not, how often?
	

	


	


	5.
Days payable outstanding = 


Avg. A/P


(Disbursements for the month)



30 Days



	
	
	6.    Safeguard Check Stock

PC  Is access to critical forms (i.e. check stock) and records limited to authorized personnel?  

         Risk:  Unauthorized access to check stock could lead to misappropriation of assets.

	
	
	8. SC Are invoices marked “paid” or “canceled” when they are paid?

Risk:  Duplicate payments may be made if not marked “paid” or “cancelled”.

	_____


	_____


	9. End of Month Closing

PC Are there documented procedures for cutoff and end-of-period closing? 

Risk:  Liabilities may not be accurately stated at month end.

	


	


	10. Disbursement Testing

ST  Select 3 checks issued during the month being examined (if subsequent disbursements will be tested, then use the checks selected for the subsequent disbursement testing).  Verify that the payment is supported by an approval, invoice, purchase order, receiver, account coding and cancelled invoice.  For managed properties, review policy and procedure.




	Check

Number
	
	Date
	
	Vendor
	
	Amount
	Supporting

Invoice
	Purchase

Order
	Receiving Report
	Approval
	Reviewed Account

Coding
	Canceled 

Invoice

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


	_____
	_____
	11. Vendor Master File

Are there adequate controls over the vendor master file and the addition of new vendors?



	_____
	
_____
	12. GROUP COMMISSIONS

Determine proper signatures/approvals (including advance approvals/other notifications where appropriate) are obtained where required for Group Commission payments as set-forth in policy and procedure.  For this selection, perform based on actual disbursements, which should be included in the detail trial balance for group commission expense.


	
	
	A/P Accrual

The objective is to review the procedures used at month end to accrue unrecorded liabilities.   Accrual testing is necessary to support external audit’s financial statement assertions.

13. PC How is the accrual prepared?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

14. PC Is the accrual reviewed for reasonableness?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

15. PC Who reviews the accrual?  __________________________________________________

16. Review support for steps 14-16.  If support is not adequate, perform subsequent disbursement testing (#18).

	
	
	17. Subsequent Disbursement Testing

SC  Perform a test of subsequent disbursements for the month-ended _______________.  Select 5 disbursements.  Most s/b engineering expenses.



	Check

Number
	
	Payee
	
	Amount
	
	Relates to __/98
	Relates to __/98
	Amount

Accrued
	(Over)/Under

Accrual

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


 XIII.  PAYROLL
	Person interviewed:
	

	
	(Usually Payroll Clerk)

	
	

	Date of interview:
	


	
YES

	
NO

	

	


	


	1.
Is the property using a time keeping system?  Swipe cards for time clocks?



	


	


	a.
SC Is the department head required to sign or initial the time reports, indicating his approval?  Document the nature, frequency and clearance of exceptions below.

       Risk:  Employees may not enter their time report correctly on time reports.  

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	_____
	_____
	2.
PC  Is access to critical forms (i.e. check stock) and records limited to authorized personnel?  

          Risk:  Blank checks may be lost, stolen, and/or misplaced.

3.      PC Is the distribution of payroll checks performed independently of the Payroll Department?

           Risk:  The person controlling payroll and timekeeping could set up a ghost employee which may go undetected.  

	


	


	4. PC  Is access by the payroll clerk to signed payroll checks prohibited?



	_____
	_____
	5. PC Background Investigations

Are background investigations performed on all key employees that handle cash or have access to guestrooms?  Review the investigation documentation for three employees (General Cashier, GSA and housekeeper).



	


	


	6.
SC Has the hotel established clearly written statements of criteria for indirect compensation plans (i.e., holiday pay, bonuses, vacations, profit sharing, etc.)?

          


XIII.  PAYROLL
	
	
	6. Select 3 employees from a recent payroll period and complete the following.  Test should be performed in the Human Resources department for employee files; documentation of review is to be included in file of employee in compliance with policy and procedure.

Risk:  All required personnel file forms may not be maintained on file in the personnel department.

	_____

_____

_____

_____

_____

_____
	_____

_____

_____

_____

_____

_____
	ST a)
Verify against personnel file:

i)
Employee name,                

ii)
Number,

(iii)
Department,

(iv)
Pay rate, 

 (v)
Proper approval for hire, and

(vi)
Complete I-9 Form (If I-9 selection includes "Resident Aliens", ensure that work documents have not expired.  I-9 forms must be filed separate from employee personnel files.

	_____
	_____
	ST b)
Agree time paid to time card or time records.

	
	
	

	_____
	_____
	ST c)
Determine that Federal, state and local taxes are being withheld.

	_____
	_____
	ST d)
Review timesheet or other documentation and ensure department head approval for hours paid.



	


	


	ST e)
Do the pay rates agree between personnel files and vacation accrual 


           detail?

	_____
	_____
	ST f) 
Is the vacation taken on the vacation accrual detail supported by 


vacation requests signed by the employee?

ST g)         Was a background check performed on anyone with access to guestrooms or cash? 




	Employee

Name
	Employee Number
	Depart.
	Pay Rate
	Approval

for Hire
	Completed

I-9
	Time paid to Time card
	Taxes

Withheld
	Approval for hours
	Pay rates agree
	Vacation Supported
	Background Check Performed

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


XIII.  PAYROLL
	
	
	8.   PC 
Document the procedures of the DOF’s compensation.



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	


	


	a.PT
Are we satisfied their compensation has been properly authorized?



	


	


	b.PT
Compare the authorized compensation to a recent payroll register.  Do they agree?




	


	


	9.SC
Are total checks written reconciled to the payroll register totals each payroll period?



	


	


	10.SC, ST
Is an independent distribution of paychecks performed for each department on a periodic, surprise basis?  If so, review the pay periods in the month tested for evidence of an independent distribution (evidence should include verification of identification and employee signature.).

	
	
	

	
	
	11.ST
Document the handling of banquet gratuities and tips.  Determine that Administrative Gratuities have been approved in accordance with policy and procedure.  Review the gratuity distribution worksheets for the audit test period including banquets (verify compliance with policy).  Compare distributions to amounts collected per the general ledger activity.



	
	
	
	

	
	
	
	

	
	
	
	


XIII.
PAYROLL (Cont’d)

	
	
	12.ST
Select 5 banquet checks and trace the tips per employee (for 2 employees per check) to the appropriate period’s payroll transmission report and subsequently to the payroll register (the day of interview).


	Banquet Check
	Employee
	Tip per Banquet Check
	Tip per Banquet Tip Spreadsheet
	Tip per Payroll

Register

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	
	
	13.PC, PT
Inquire into in-house bonus programs.  Ensure that programs are adequately 


approved by management and appear reasonable.  Based on the type of 


program, consider testing of authorization of payouts.

	
	
	

	
	
	

	
	
	14.
Review monthly audit report of payroll master file changes.  Determine if the 


hotel is able to use the “payroll override” function for temporary pay rate 


changes that do not appear on the master file audit report.  If so, determine if 


adequate controls exist to prevent potential unauthorized changes from being  


processed without detection.

Accruals for Payroll & Vacation

The objective is to review the procedures used at month end to accrue unrecorded liabilities.  Accrual testing is necessary to support external audit’s financial statement assertions.

12. How is the accrual prepared?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

13. Is the accrual reviewed for reasonableness?

____________________________________________________________________________________________________________________________________________________

14. Who reviews the accrual?  __________________________________________________

15. Review accrued payroll, accrued vacation, payroll taxes and all other related payroll liabilities.  Consider earned versus accrued, monitoring method, etc. and compliance with policy and procedure.


	

15.  Quantify the number, dollar, and reason for checks cut at other than regular payroll times.



16.  Quantify the number, dollar, and reason for Special Checks.



17.  Quantify the number, dollar, and the reason for employee Expired Checks.


XIV.
Information Technology
	Person interviewed:
	

	
	

	
	

	Date of interview:
	


	
YES

	
NO

	

	_____

_____

_____
	_____

_____

_____
	1.   Hardware

Review security of area where back office computer and all associated hardware is located:  

a. PC Is physical access to the computer room/CPU controlled? 

b. PC Are there adequate fire protection and extinguishing devices in the computer room/area?

c. PC iii)
Is there adequate protection against power surges and failures?



	_____

_____

_____
	_____

_____

_____
	2. Software

a. PC, PT  Review procedures for backing up files.  Determine that all back office computer files are backed up on tapes daily and maintained in a fireproof safe at a location removed from the computer room.  

b. PC Determine if other computer systems used in the accounting function (including significant PC applications) are backed up on a regular basis and stored in a safe location.  Briefly describe.

c. RISK: 1. There may not be safeguards over computer hardware.  2. There may be unlicensed software on employee PC’s (e.g., employee load software from home).  The property could be assessed fines for unlicensed software.

TEST: PC  Investigate and describe briefly the procedures for software protection and monitoring personal computer systems for unauthorized software use.  Comment on completion of hardware inventory, inventory of installed software, software license inventory and comparison of license inventory to installed software.  Indicate date of last software inventory, policy and procedure require this procedure to be performed twice a year.

	
	
	Function
	System
	Frequency of

Backup
	Backup Stored Safely?
	
	

	
	
	Front Office (PMS)
	
	
	
	
	

	
	
	Back Office (A/P, GL, ETC)
	
	
	
	
	

	
	
	POS
	
	
	
	
	

	
	
	Payroll
	
	
	
	
	

	
	
	Timekeeping
	
	
	
	
	

	
	
	Human Resources
	
	
	
	
	

	
	
	Reservations
	
	
	
	
	

	
	
	Sales & Mkt’g
	
	
	
	
	


	XV.
MISC./ OTHER
Person interviewed:  _____________________________________________________________

	

	Date of interview:    ______________________________


	

	1.           State & City Taxes

Examine state and city tax returns and the related payments.  Investigate any significant variances between amounts collected and amounts paid, i.e. review for adjusting entries related to payments.  Inquire into the status of any recent related audits and results.  Review reconciliations for reasonableness (i.e., investigate such items as tax-exempt sales and support, inclusion of all taxable sales, etc).  Ensure compliance with policy and procedure.  Ensure that sales taxes are applied in compliance policy and procedure (all beverage sales, except banquet cash bars, should have sales tax added to the price.)

2.
Property Tax

Examine property tax payments/billings and compare to accrual for reasonableness and compliance with policy and procedure.  Ensure that all payments are made on time and that no penalties have been incurred.

3.
Property Mortgage

If the hotel has loans or a mortgage on the property books and the hotel corporation is 

              responsible for payments, ensure that debt service payments are made in a timely manner and agree to 

              loan documentation.

	

	XV.  MISC./ OTHER (Cont’d)

4.           MANAGEMENT AGREEMENT (where applicable) 


Obtain the latest management agreement, amendments to the contract and the 2000 Management and Franchise Fee Expense Schedule.  If the property does not have a management fee schedule, this should be noted in the report.  


a)
Special Legal/Accounting Treatment

Determine if the management contract requires special treatment of any legal and/or accounting issues.  If so, ensure that the property is handling the requirement appropriately.  Consider:

i)
Beverage operations, retail space, or other special provisions, including funding of accounts (e.g. capital reserve, potential limitations on bill backs, etc).

ii) Determine if additional audit procedures are required.  Summarize in the work program any contract sections that were reviewed as part of the audit.

b) Written Contracts

Ensure that contracts designate the property owner as the PRINCIPAL and corporate as an AGENT.  

c) Expenditure Approval

Ensue that property expenditures are appropriate (not the owner’s unrelated expenses passed through the property) and approved. 

d) Fee Calculation

Review support (e.g., report of operations) for the 2000 Management and Franchise Fee Expense Schedule.  Tie the support to the schedule and recalculate the fee. Test should include both basic and incentive fees.  Ensure that the fee is calculated based on the formula specified by the management agreement.  Include the schedule and your test work in the workpapers.  

e) Fee Payments

Examine the check copies for the 2000 fee payments.  Ensure that all payments were made and tie to the schedule.




XV.  MISC./ OTHER (Cont’d)

	7. PROPERTY AND EQUIPMENT - Ref.- policy and procedure


Obtain property and equipment subsidiary ledger (cost and accumulated depreciation) and agree    

              balances to various general ledger control accounts for the audit month.


Review reconciliation of any Construction in Progress account and other Fixed Asset accounts.  Agree to summary balance sheet total.  Ensure timely transfer of completed projects from CIP to the appropriate fixed asset accounts.


Make a selection of additions and retirements and ascertain compliance with policy and procedure. Ascertain that the property accounts and reserves for depreciation have been properly relieved for items disposed of or abandoned.


Test computation of depreciation expense for 3 items or 3 asset groups.


Review Property Operation expenditures from the detail general ledger (audit month) for any large and unusual items that should have been classified as capital expenditures.

              Recording Equipment Fees

              Ensure that Equipment fees are properly recorded, per policy and procedure.

· Corporate equity 51% to 99%, Equipment fee is general and administrative expense.

· Corporate equity 50% or less, Equipment fee on capital items should be capitalized.


	Add or Retire
	Item
	Cost
	Agrees to Invoice
	Properly Capitalized
	If Retired, is depreciation and item removed from books?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





	

	
	

	
	
	6.
Maintenance/ Service Contracts
a) Obtain the Accounting department’s schedule or tickler file of maintenance contracts.  We want to ensure that an organized schedule is kept of all the contracts, expiration dates and the status of each contract’s certificate of insurance.  Include the schedule in the workpapers.



	
	
	b) To ensure that the contract schedule is complete, review the repair & maintenance expense account detail.  Determine if payments are being made for contracts that are not listed on the contract schedule.

c) Select 5 maintenance contracts from the maintenance contract tickler file.  Attach a workpaper for the following steps.


	
	
	i)
Current Contract

Examine the contract.  Is the contract current?



	
	
	ii)
Standard Contract

Was the standard Corporate Maintenance Contract used?  If a standard contract was not used, did Corporate Legal review the contract?


	
	
	iii)
Certificate of Insurance (COI)

Does the property have a current COI from the contractor, where applicable? Does the COI list as additional insured parties, the hotel corporation and the name of the owner/joint venture partner? (If there are current COI’s that were previously obtained, they are correct if the list [the above underlined party] as additionally insured). Going forward, all COI’s should list the hotel corporation as additionally insured. 



	
	
	iv)   Competitive Bids

Were competitive bids obtained before the current contractor was selected?  Review documentation to ensure that this process is in place.  Competitive bidding is extremely important to ensure that contracts are for the best price and quality, and negotiated with integrity.


	XV.  MISC./ OTHER (Cont’d)

7.          CONCESSIONAIRES, STORE TENANTS AND OTHER - Ref. Policy and procedure


Obtain leases and/or lease abstracts and make a selection for testing.  Review worksheets and calendar maintained by accounting staff relating to store rentals, concessions, and vending machines. Perform the following:


a)
Compare rent per lease agreements to reported revenue.

b) Compute percentage rentals, where applicable, using sales reports from tenants. If % rent, 

determine if lease audits are conducted annually or that a certified statement of revenue has been received.  (Hotel may use sales tax returns and documentation of payment as compensating control).

c) Certificate of Insurance (COI) should be current and should list as additional insured parties; 

hotel corporation and name of owner/joint venture partner, if applicable.

d) If the property is responsible for collecting cash from vending machines, ensure that controls over keys and cash are adequate. There is a risk that cash for machines may not be controlled.

 


	XV.  MISC./ OTHER (Cont’d)

8 CAPITAL EXPENDITURES

Select 3 Cap Ex Projects from the current or prior year 



	a. Budget Expenditure Request (BER)

Review the signed BER for each project.  Each project must be approved by:

· < $50,000 by General Manager

· < $100,000 by Area Director.

· > $100.000 by Senior Vice President or President.



	b. Standard Contract 

For the 3 contractors selected in step b., ensure that a standard hotel contract was completed.

	c. Performance Bonds

Ensure that a performance bond has been obtained for any contractors which will be paid > $100,000 as part of the 3 projects selected.

	d. Certificate of Insurance (COI) 

· Ensure that there are current COIs for each of the contractors selected in step b.

· Ensure that Corporate & the property are listed as additionally insured parties on the COI.

· (If there are current COI’s that were previously obtained, they are correct if the list [the above underlined party] as additionally insured). Going forward all COI’s should list Corporate as additionally insured.



	e. Competitive Bids 

Ensure that at least 3 sealed competitive bids were obtained for the contracts selected in step b. if they were > $25,000.

· Were the bidder’s references and financial status checked?

· Review documentation to ensure that these processes are in place.




	XV.  MISC./ OTHER (Cont’d)

9. ENTERTAINMENT, PROMOTION AND MANAGER'S EXPENSE - Ref. Policy and procedure – 

        3 largest for the YTD.  For 3 people (including live-in)

a.     (For all selections made that include room folios from hotel properties, ensure that frequent guest points are not obtained, per policy and procedure.


b.     Review a selection of expense reports from the current year for the General Manager, Director of Sales and Controller for compliance with policy and procedure.  Note this selection should be made from accounts payable disbursement reports, i.e. each employee should have a vendor history, need to confirm that you have all disbursements to make selection.


c.     Select several expense accounts for other employees and review for proper approval (General Manager), documentation, reasonableness and compliance with policy and procedure. 

d.
Obtain General Manager's or other live-in personnel perquisite reports since last audit and review for reasonableness and compliance with policy and procedure.



	e.
Make a selection of disbursements from the General and Administrative category for relocation/moving expenditures and ensure that procedures are in compliance with policy and procedure.


	__________________________________________________________________________________


XVI. GENERAL BOOKS 

	Yes
	 No 
	

	
	
	Journal Entries

	
	
	1.
Review 3 standard journal vouchers and 3 adjusting journal memos for the month being tested.  

	
	
	a. Document the journal entries reviewed.



	


	


	b.
Were the entries completed on standard journal entry forms?



	


	


	c.
Was support for the journal entry attached to the form?



	


	


	d. Were all journal entries reviewed and approved by the Controller (or Asst. Controller)?



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	2.         Account Reconciliations

	____

____
	_____

_____
	         A.  Verify that all balance sheet accounts have been reconciled.  Reconcilations should be: 

a.  Timely

b.  Reviewed and approved (signed) by the DOF or Asst. DOF.

B. For the following account reconciliations (Cash, A/R, A/P, Credit Cards), ensure the following:

a. That they were prepared independently of the function (segregation of duties)

b. That all differences for unreconciled items are addressed 

c. That the reconciliation ties to the G/L and the subsidiary ledger, with support

d. Review and approved by DOF or Asst. DOF

 

	
	
	Acct. Reconciliation
	         a.
	         b.
	          c.
	

	
	
	Cash
	
	
	
	

	
	
	A/R City Ledger
	
	
	
	

	
	
	A/P
	
	
	
	

	
	
	Credit Cards
	
	
	
	

	
	
	3.
Bank Reconciliations

Review bank reconciliations and related cash accounts (with the exception of house banks) and perform the following: (Include copies of the bank reconciliations in the workpapers, cover page only). (use your judgement to determine scope level.  For example, do not look at every reconciling item.) 



	
	
	a)
Review and examine supporting detail and trace to general ledger.  Agree total of cash accounts reviewed to summary balance sheet total.

	
	
	b)
For outstanding checks: Investigate (by reference to supporting detail, proper authorization, etc.) checks of material amount that have been outstanding more than two months to see that they represent bona fide reconciling items.

	
	
	c) For deposits in transit at reconciliation date:

(i)
Trace amounts from cashbook to subsequent bank statement or deposit receipt.

(ii)
If in-transit periods were unreasonably long, investigate delays and 

       explain.

	
	
	d)
For unrecorded items at reconciliation date:

(i)
Trace deposits and checks to bank statements and to cashbook as to dates and amounts.

(ii)
Examine support for all other reconciling items (such as           

       service charges, bank errors) and trace to books.

	
	
	e)
Ascertain that all reconciling items (such as book or bank errors, corrections, and unrecorded deposits and checks) that cleared the bank were properly accounted for, and were of a routine nature rather than the result of a breakdown in procedures. 


	__________________________________________________________________________________


XVII. MYSTERY SHOPPING

FOR DISCUSSION PURPOSES ONLY

Upon arrival to the property or on the first day, visit some of the outlets at the property (i.e. gift shop, restaurant).  Look for deficiencies in controls and service.  Document finding below. Select at least three (3) outlets

Examples of what to look for:  

· answering phone within three rings


●  housekeeping service

· bathroom cleanliness




●  answering questions/challenges

· room service accuracy & timeliness


●  amount of time to check you in/out

	Outlet visited
	Date visited
	Findings

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 1

Internal Audit Department

Satisfaction Survey



1. Please check appropriate box



Strongly

Strongly


Audit Planning and Scheduling
Disagree
Neutral
 Agree 
1.
The General Manager and Director of Finance
1
2
3
4
5


were notified of the audit three weeks in advance.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

2.
Audit scope and objectives were clearly
1
2
3
4
5


communicated.
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


Audit Performance


1.
Disruption of normal activities was minimized.
1
2
3
4
5



 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

2.
Communication throughout the audit was good and 
1
2
3
4
5


audit issues were brought to Management’s attention
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


in a timely manner.


3.
The audit was performed in a professional manner.
1
2
3
4
5



 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 



Strongly



Strongly



Disagree

Neutral

 Agree 

4.
The auditors were knowledgeable of business and
1
2
3
4
5


subject under the audit. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

5.
The audit addressed the concerns of the General
1
2
3
4
5


Manager and Director of Finance. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Audit Reporting
1.
The information contained in the audit report was
1
2
3
4
5


accurate. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

2.
A draft of the audit report was presented to the
1
2
3
4
5


General Manager and Director of Finance in a 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 


professional and timely manner.

3.
The audit was helpful and provided value to the 
1
2
3
4
5


management of the Hotel. 
 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

 FORMCHECKBOX 

Comments and ideas for improvement:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________








Completed by:            ___________________________





Date:			 ___________________________








Discuss with Engineers








Hotel Name____________________________________________________________________





Report Issue Date_______________________________________________________________





GM & Director of Finance________________________________________________________





Auditor(s)______________________________________________________________________





NOTE:  All information will be kept in the strictest confidence.  Your valuable feedback will assist Internal Audit in improving our services.  Please answer all questions as accurately and objectively as possible.


Return to:


 Internal Audit Director of CFO


FAX: 


If you have any comments that would improve our operations to better serve our company, please utilize the space given.  You may attach additional sheets as needed.  Please provide explanations for any items rated 1 or 2.





* covered by flowchart











Steps marked with a red star are critical and should be given special attention.
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