
SUNY Campus [should be tailored to the individual campus]

Internal Control Review Template: Cash Management

A) General (Organization and Structure)

B) Mail Remittances

C) Cash Receipts

D) Cash Disbursements

E) Bank Reconciliations

Reviewed by:

Date :

Introduction: This table represents a sample internal control review template designed to evaluate and assess the 

campus' internal controls relating to cash management. Cash management is a high-risk area that is integrated 

within a variety of processes.  Given the nature of cash receipts (currency, checks, and other negotiable 

instruments), there is an inherent risk that funds may be misappropriated.  With good internal controls, a Campus 

can mitigate the risk of misappropriations and mistakes. Therefore, this template divides cash manangement into 

the following five key areas, each with its own worksheet:  

For each of these areas, review the key control points in the first column that should be tested to determine 

whether the proper controls are in place at your campus. The second column provides examples of how to 

adequately test each control point. As you test each control point, document any weaknesses identified, as well as 

any corrective actions in the last two columns. Overall, the purpose of this template is to provide a means for 

campuses to assess the adequacy and effectiveness of its internal controls over cash management. Upon 

completion of the evaluation, campuses should document their conclusion regarding the adequacy of its general 

control environment. 

Please note that while this template is intended to address a number of control points, it is understood that each 

campus is structured with some degree of variation. The terms used in this template may or may not be in use at 

your campus. As such, campuses are encouraged to modify any portion of this template, as necessary, to reflect 

the relevant risks identified within their operations. 

Name :

Title :



Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

A.1 An organizational chart, which 

demonstrates where the authority and 

responsibilities for the cashiering and 

student accounting functions reside 

should be established and  reviewed 

regularly and updated, as necessary.

Obtain and review the most recent 

organizational chart and job descriptions of 

key employee functions to determine where 

the authority and responsibilities for the 

cashiering and student accounting functions 

reside. Discuss with Campus (Student 

Accounts) personnel, as needed. 

A.2 Written policies and procedures 

should be established governing cash 

receipts (currency, checks, and other 

negotiable instruments) and cash 

disbursements, which address staff 

responsibilties, key control activities, 

timelines, and the safeguarding of cash 

receipts. They should be reviewed 

regularly, updated as neccessary, and 

made available to appropriate Campus 

personnel.

Obtain and review a copy of current written 

policies and procedures.  Determine 

whether they're current and made available 

to appropriate Campus personnel. 

A. General (Organization and Structure)

Review of the Campus Cash Management Process
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Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

A. General (Organization and Structure)

Review of the Campus Cash Management Process

A.3 Cash receipts should be collected in a 

centralized location such as the the 

Student Accounts Office; however, 

remote cash collection areas 

(departments) that provide goods and/or 

services (such as athletics, student health 

center etc..) may collect cash receipts.

Obtain a listing of all remote cash 

collection areas, including the types of 

services they provide which generate cash 

receipts.

A.4 The duties of handling cash from the 

duties of maintaining cash control records 

should be adequately segregated.

Review the job functions, organizational 

chart, and/or written policies and 

procedures and determine who has 

responsibility for a) cash collection, b) 

recording into the accounting system, c) 

bank deposits, and d) bank reconciliations.

A.5 The duties over the custody of  

financial stationary (blank checks, pre-

numbered receipts, etc.), including 

inventory records, should be independent 

of the the cashiering function.

Review the custodial controls in place over 

financial stationary.  Verify how inventory 

records are maintained, and identify the 

custodian over the financial stationary.
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Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

A. General (Organization and Structure)

Review of the Campus Cash Management Process

A.6 Employee data input controls and 

data security restrictions over cash 

receipts, cash disbursements, and student 

accounting functions should be adequate.

Verify what financial software systems are 

utilized  within the Student Accounts Office 

(or other offices under review) for the 

recording of cash receipts and for the 

processing of cash disbursements (ex. 

student refund checks).  If available, obtain 

any system user access listing(s) for the 

above functions and discuss with 

department officials what employees record 

cash receipts and process cash 

disbursements to determine whether anyone 

has the capability of processing both and 

whether they should have a need to do so. If 

so, verify other mitigating controls are in 

place, such as supervisory reviews of cash 

disbursements.  
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

B.1 Segregation of duties for mail 

remittances should be in place to ensure 

that the person who opens the mail does 

not have access to accounting records and 

preparation of the daily deposit. (If not 

feasible, mail should be opened by two 

designated employees)

Identify who opens the mail. Review their 

job functions to verify appropriate 

segregation of duties are in place.

B.2 Cash receipts (payments) obtained 

through the mail should be recorded and 

acknowledged by the employee(s).

Obtain and review supporting 

documentation to verify cash receipts 

(payments) obtained through the mail are 

recorded and acknowledged by the 

employee(s) responsible.

B.3 Physical controls should exist to 

safeguard cash receipts from the time of 

mail opening until time of deposit.

Verify what physical controls are in place 

to safeguard cash receipts (safe, locked 

file cabinet, cameras etc.,).

B. Mail Remittances
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal 

Control Deficiencies and 

Cite Possible Corrective 

Action Plans

C.1 Sequentially, press-numbered or computer 

generated receipt forms should be used to 

establish accountability for all funds collected. 

Receipt forms should indicate what the payment 

was for and the method of payment (i.e.cash, 

check, credit card, or other).

Review and examine the receipt 

forms utilized by the Campus to 

ensure they're appropriate and 

properly utilized. 

C.2 Signs should be used and visible in advising 

payers to request a receipt.

Observe signs in the Student 

Account's office.

C.3 Checks received should be restrictively 

endorsed (such as “for deposit only”) as soon as 

practical after receipt.

Examine checks in cashier's 

possession for endorsement.

C.4 Cash receipts recieved at remote cash 

collection locations should be transmitted to the 

Student Accounts Office (designated cashier, if 

possible) at least once a week, if not daily. 

C.5  Procedures should prohibit the 

disbursement of cash from cash receipts prior to 

their deposit.

C.6 Records should be maintained of all funds 

received immediately upon receipt (cash 

receipts journal). A daily reconciliation of cash 

receipts, accounting records, and bank deposits 

by an individual having no access to accounting 

records should be conducted.

C. Cash Receipts

Select one or more days worth of 

cash receipts made at Student 

Accounts for detailed testing, and:  

(1) Trace the total amount of cash 

receipts collected (i.e. cash, checks, 

credit cards) per the Campus 

accounting system to daily receipt 

records and bank deposit records, (2) 

Verify a daily reconciliation is being 

performed, and (3) Note how often 

deposits from remote cash collection 

locations are made.
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal 

Control Deficiencies and 

Cite Possible Corrective 

Action Plans

C. Cash Receipts

C.7 Bank deposits should be kept in a secure 

location (safe) and deposited intact to the bank 

on a timely basis.

Tour the Student Accounts Office. 

Verify where bank deposits are kept, 

who has access, and how often bank 

deposits are made.

C.8 Cash funds that are maintained for cashiers 

starting cash and/or change funds for department 

use should be safeguarded and audited 

periodically.

Verify whether a cash fund is 

maintained. Conduct a cash count to 

verify all funds are accounted for.

C.9 Campuses should utilize a courier service or 

university police for bank deposits, whenever 

possible.

Verify how bank deposits are made 

at the bank to ensure funds are 

properly safeguarded. 
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

D.1 Adequate segregation of duties 

should be in place to ensure:                                       

a) Employee(s) who handle cash receipts 

are independent of the function of 

approving refunds and/or preparing, 

signing, and mailing checks;                                                

b) Employee(s) who sign the checks are 

properly authorized and independent of 

the function of preparing the checks; and                             

c) Checks are distributed or mailed by an 

employee other than the person who 

prepared the check.

Identify the employee(s) who are 

responsible for cash receipts, check 

preparation, check signing, and mailing of 

checks. Ensure adequate segregation of 

duties are in place.  

D.2 Employee(s) authorized to sign 

checks should review supporting 

documentation at the time of signing. If 

signatures are maintained in an electronic 

format, as part of a check preparation 

software system, a review of each 

individual check and/or check register 

along with any supporting documentation 

should be conducted.

Discuss the check review process with the 

employee(s) authorized to sign checks. 

D. Cash Disbursements
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the 

Test:

State whether any Internal 

Control Deficiencies (ICD) 

were Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

D. Cash Disbursements

D.3 Supplies of unused checks and the 

custody and use of the check signing 

device and signature plates should be 

adequately safeguarded, such as a locked 

safe or vault.

Identify where the supply of unused 

checks and other check signing devices 

are kept and determine if they are 

adequately safeguarded.

D.4 Check stock should have fraud safety 

features such as watermarks.

Verify whether the check stock has fraud 

safety features.

D.5 Campuses should utilize a positive 

pay system, usually provided by the bank 

as an additional service to act as a 

deterrent to check fraud.

Verify whether a positive pay system is 

being utilized. If not, determine its 

feasibility.

Page 9 of 11



Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

E.1 Someone who is not responsible for 

the receipt or deposit of cash or the 

maintenance of accounting records should 

perform the bank reconciliation promptly 

each month.

Identify who performs the bank 

reconciliations and review that 

individual's other responsibilities. Verify 

reconciliaitions are being performend in 

a timely manner.

E.2 Reconciliation procedures for all bank 

accounts should include a written record 

of the bank reconciliation, including a list 

of outstanding checks, which is retained 

with the bank statement. Outstanding 

reconciling items should be properly 

identified and the appropriate 

adjustment(s) made in a timely manner.

Review a sample of completed bank 

reconciliations and verify an outstanding 

check listing is attached and all items 

have been properly reconciled.

E.3 The outstanding check listing should 

be reviewed for checks that have been 

outstanding for more than a year, in 

accordance with NYS Abandoned 

Property Law §1315,§1422 and SUNY 

Policy 7401 (Un-cashed Checks).

From the previous sample of bank 

reconciliations, review the outstanding 

check listing for any long standing check 

items. Follow up with the reconciler to 

obtain an understanding for any long 

standing check(s).

E. Bank Reconciliations

NYS Abandoned Property Law §1315, §1422: http://public.leginfo.state.ny.us/lawssrch.cgi?NVLWO:

SUNY Policy 7401:  http://www.suny.edu/sunypp/documents.cfm?doc_id=71
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Review of the Campus Cash Management Process

Brief Description of Key Control

Point being Tested Suggested Control Test

Describe the Results of the Test:

State whether any Internal 

Control Deficiencies (ICD) were 

Found or Weaknesses 

Discovered

Analyze the Internal Control 

Deficiencies and Cite Possible 

Corrective Action Plans

E. Bank Reconciliations

E.4 A responsible official independent of 

the reconciliation function should review 

the completed bank reconciliation(s).  As 

a best practice, both the reconciler and 

reviewer should sign and date the bank 

reconciliation as evidence of completion 

and review.

From the previous sample of bank 

reconciliations, verify whether a 

responsible official independent of the 

reconciliation function  reviewed the 

completed bank reconciliation(s). 
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