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INTERNAL CONTROLS

Segregation of duties is the single most
important factor in an organization’s system of
internal accounting control.

Segregation of duties is the separation of tasks

in the a§ccounting/recordkeeping process so
that no one individual handles an entire
transaction from beginning to end.



INTERNAL CONTROLS

* The greater the segregation of duties — the
better the system of internal control.
* Segregation of duties is important because it:

— Provides a process to identify errors.
— Deters people from committing fraud.



All revenue {cash or check} is processed
through the Treasurer's Office.

Town Revenue

Transactions are entered into the NEMRC
Cash Receipt Module and applied against
applicable code by Treasurer's Office.

Receipt slips are kept in the drawer for
each transaction for verification
purposes at the close of day.

Next morning, Finance verifies cash
against transactions and fills out deposit
for bank, stamping checks for deposit

Treasurer pulls reports at end of day and
verifies accounts to receipts.

Drawer is cashed out at the end of the
day by Treasurer's Office.

Ass. Treasurer brings deposit to the bank.

Deposit slip is brought back to another
employee in the Treasurer's Office which
is compared, stapled and kept for re;ord.




Either Finance or the
Treasurer prepares a
Transfer Form when funds
need to be transferred
withinin Town or School
accounts.

Banking Transfer of Funds

Asst. Treasurer is given all
transfers sheets in banking
as requested.

The transfer is completed
by the Asst. Treasurer
either electronically or by
personal contact with the
bank.

Transfers are again verified
by Finance when bank
statements are completed
monthly.

Treasurer then completes
the journal entry to cover
the transfer. This journal
entry is normally prepared
by Finance.

Asst. Treasurer then gives
the Treasurer the bank
verification on the
transfer.




Dept, Head creates/approves
PO

Finance inputs as a requisition
into NEMRC

If overexpended, send back to
Dept. Head

Finance inputs inveoice info.
into NEMRC For payment

Dept. Head sends PO w/
involce to Finance for
processing (once item/service
is recajved)

Warrant is printed and verified
by 2 Finance employees

Warrant goes to Town
Manager for Selectboard
approval

Check stubs, POs and all
backup are filed in Finance

Checks go back to Finance for
distribution

Town PO's

Town Manager's office for
approval

If approved, goes back to
Finance

If rejected, goes back to Dept.
Head

Finance keeps copy and sends
approved PO back to Dept.
Head

Finance accepts requisitions in
NEMRC

Selectboard Clerk reviews
warrant at scheduled
Selectboard meeting

Approved/Signed warrant
goes back to Finance

Checks are signed by
Treasurer

Finance processes A/P checks




Town Reimbursements

Individual completes
reimbursement form ajnd
attaches backup

Dept. Head approves
reimbursement form

Finance inputs into NEMRC as
a payment

Warrant goes to Town
Manager for Selectboard
approval

Warrant is printed and verified
by 2 Finance employees

Town Manager's office for
approval

Selectboard Clerk reviews
warrant at scheduled
Selectboard meeting

Approved/Signed warrant
goes back to Finance

Finance processes A/P checks

Check stubs, POs and all
backup are filed in Finance

Checks go back to Finance for
distribution

Checks are signed by
Treasurer




Employee submits
timesheet to Dept. Head
for approval

Town Payroll

Dept. Head completes
input sheet for their
department(s)

Input sheet w/ timesheets
& leave forms goes to HR
for review

Payroll reports are runf and
verified by 2 Finance
employees

Finance processes input
sheets

Input sheets go to Town
Manager for approval

Payroll checks are
processed

Checks are signed by
Treasurer

Checks go back to Finance
for preparation and kept in
vault until pay day

Check stubs, input sheets and
all backup are filed in Finance

Checks go to HR for
distribution




