
SUNY Campus [should be tailored to the individual campus]

Internal Control Review Template: Department Revenue and Cash Management

Reviewed by:

Date :

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

assess the campus' internal controls relating to revenue and cash mangement for individual department 

("remote") locations. Revenue and cash management is a high-risk area that is integrated within a 

variety of processes.  Given the nature of revenue and 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. 

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 revenue and 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 :



Review of the Department Cash and Revenue 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

A.1 As a best practice, Campus departments 

should establish written policies and 

procedures governing cash receipts (including 

billing, collection, and recordkeeping) 

specific to their individual operations, which 

address staff responsibilities, key control 

activities, timelines, and the safeguarding of 

cash receipts. They should be reviewed 

regularly,  updated as neccessary, and made 

available to appropriate department 

personnel.

Obtain and review a copy of current written 

policies and procedures for the department 

under review.  Determine whether they're 

current and made available to appropriate 

department personnel. 

A.2 An organizational chart, which 

demonstrates where the authority and 

responsibilities for the billing, collection, and 

recordkeeping functions reside should be 

established and  reviewed regularly and 

updated, as necessary.

Obtain and review the most recent 

departmental chart and job descriptions of 

key employee functions to determine 

where the authority and responsibilities 

for the billing, collection, and 

recorkeeping functions reside. Discuss 

with departmental personnel, as needed. 
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Review of the Department Cash and Revenue 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

A.3 Campus departments which generate 

revenue (cash receipts) should maintain a 

listing (including fees) and an explanation 

(purpose) of  the goods and/or services they 

provide. In addition, these services that 

generate revenues must be accounted for 

within the State accounting system, such as 

an Income Fund Reimbursible (IFR) account. 

Obtain a listing of the goods and/or services 

provided that generate revenues and discuss 

with departmental personnel. Verify they are 

held in an appropriate account.

Determine whether the billing and collection 

is conducted by the department or Student 

Accounts office, or a combination of both.  

For those departments that conduct their own 

billing and/or collection determine the 

following:

a) Department maintains its own billing and 

accounting system for tracking purposes? 

b) Responsibilities for billing, collection, 

and recordkeeping appear appropriatetly 

segregated?                                                                                                                            

i.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)

A.4 Campus departments may provide goods 

and/or services for which bills are mailed out 

for collection. The duties of handling billing 

should be adequately segregated from the 

duties of collection and recordkeeping .
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Review of the Department Cash and Revenue 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) Deposits made at the Student Accounts 

Office are prepared by an individual other 

then the one receiving payments (cash 

receipts)?

d) Deposits are made at the Student 

Accounts Office at least once a week, if not 

daily?

e) Cash receipts are stored in a secure 

location, such as a safe, in between 

deposits?

A.5 Employee data input controls and data 

security restrictions over billing, collection, 

and recordkeeping functions should be 

adequate.

Verify what billing and accounting software 

systems are utilized, if any,  (within the 

department under review) over the billing, 

collection, and recordkeeping functions.  

Discuss with department officials and 

determine whether any employees who have 

the capability to create a bill, are also able to 

collect and record payments in the accounting 

system and whether they should have a need 

to do so. If so, verify other mitigating controls 

are in place, such as supervisory reviews of 

collection and recordkeeping reports.  

Verify whether the department is currently 

entered into any contracts that generate 

revenues. If so:
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Review of the Department Cash and Revenue 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

a) Obtain and review any contracts which 

generate revenues as the result of providing 

services. Verify terms and conditions.

b) Obtain an understanding of the steps 

taken for contract approvals, billing and 

collection procedures, etc.

c) Determine who is responsible for 

negotiating the contract terms.

d) Ensure a copy of the contract is provided 

to the Student Accounts office when the 

Student Accounts office is responsible for 

billing and collection.  

Obtain a listing of cash receipts deposited at

the Student Accounts Office during the

review period and select a sample and verify

the following:

a) Identify that either sequentially, press-

numbered or computer generated receipt 

forms are used to establish accountability 

for each cash collection transaction. 

b) Ascertain that the press-numbered 

receipts indicate the purpose and type of 

money received.  

c) A record of all cash, checks, credit cards, 

and money order is generated immediately 

after receipt.  

 A.6 Campus departments may enter into 

contracts that generate revenues as a result of 

providing services. Departments should have 

procedures in place that address, at a 

minimum, contract negotiation and approvals, 

billing, and collection.

A.7 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) and a record should be maintained of 
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Review of the Department Cash and Revenue 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) Ensure cash receipts are deposited in a 

timely manner.

e) Trace cash receipts through the 

departments accounting records and the 

Campus accounting system.  

f) Note any unusual items, discrepancies, 

etc.  For example, were there any missing 

receipt numbers (receipt gaps) noted within 

the deposit. If so, determine the cause.

A.8 Cash funds that are maintained for 

cashiers starting cash and/or change funds for 

department use should be safeguarded, such 

as a safe, and audited periodically.

Verify whether a cash fund is maintained. If 

so, ensure they are properly safeguarded and 

conduct a cash count to verify all funds are 

accounted for.

A.10 Delinquent accounts receivable (for 

which the department has provided a good 

and/or service but has yet to receive payment)  

should be forwarded to the Attorney General 

or a private collection agency, as required by 

SUNY Policy 7301.

Obtain an understanding of Campus 

(department) procedures for delinquent 

accounts.  Obtain and review any supporting 

documentation (such as an aged receivables 

report) and note any that have been 

delinquent for an extensive period of time.  

Note the most recent transfer, if any, of 

delinquent accounts receivable to the 

Attorney General or private collection 

agency.  

other) and a record should be maintained of 

all funds received immediately upon receipt 

(cash receipts journal). 

Refer to SUNY Policy 7301: https://www.suny.edu/sunypp/documents.cfm?doc_id=390

Sections: III. Collection of Delinquent Accounts and IV. Transfer of Delinquent Accounts to the OAG or to a Private Collection Agency.
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