Appendix 1.8.2
PAF B2/1


	
Client: 
	

	
	Prepared by:

	Date:


	
Period:
	

	
	Reviewed by:

	Date:




SEGREGATION OF DUTIES ASSESSMENT – REVENUE CYCLE

	Name the person(s) who:
	Name
	Job Title

	Approves customer credit limits
	
	

	Approves sales orders, including that they do not breach credit limits
	
	

	Generates dispatch notes
	
	

	Generates invoices and credit notes
	
	

	Approves credit notes
	
	

	Post items to the sales ledger
	
	

	Deals with customers’ queries
	
	

	Reviews overdue debts and authorises the writing-off of irrecoverable receivables
	
	

	Handles sales ledger receipts
	
	

	
	
	

	Consider the following questions:
	Comments (if any YES answers are given):

	
1 Are the person(s) who handle sales ledger receipts the same as those who:
· Approve credit notes or post items to the sales ledger?
· Generates dispatch notes or invoices?
· Deal with customers’ queries?
· Approve or effect write-offs?

	


YES / NO

YES / NO
YES / NO
YES / NO
	








	2 Are the person(s) who approve customers’ credit limits the same as those who review overdue debts and authorise the writing-off of irrecoverable receivables?
	YES / NO
	

	
Conclusion:
	
	

	Is the overall segregation of duties adequate in the circumstances?
	YES / NO
	




PAF B2/2

	
Client: 
	
[bookmark: clientname]
	
	Prepared by:

	Date:


	
Period:
	
[bookmark: periodend]
	
	Reviewed by:

	Date:




SEGREGATION OF DUTIES ASSESSMENT – RECEIPTS CYCLE

	Name the person(s) who:
	Name
	Job Title

	Handles cash and cheques received
	
	

	Prepares paying-in slips
	
	

	Does the banking
	
	

	Records cash receipts
	
	

	Maintains petty cash
	
	

	Posts sales receipts to sales ledger
	
	

	Posts other receipts to nominal ledger
	
	

	Prepares bank reconciliations
	
	

	Reviews the bank reconciliations
	
	

	
	
	

	Consider the following questions:
	
	Comments (if any YES answers are given):

	1 Do those who have custody of (or handle) cash have access to other readily realisable assets?
	YES / NO
	

	2 Are those who record cash receipts the same as those who handle cash?
	YES / NO
	

	3 Is the person who banks the cash and cheques the same person who records them?
	YES / NO
	

	4 Is the person who reviews bank reconciliations the same as the person who handles cash and cheques?
	YES / NO
	

	Conclusion:
	
	

	Is the overall segregation of duties adequate in the circumstances?
	YES / NO
	




PAF B3/1

	
Client: 
	

	
	Prepared by:

	Date:


	
Period:
	

	
	Reviewed by:

	Date:




[bookmark: _GoBack]SEGREGATION OF DUTIES ASSESSMENT – DIRECT COSTS CYCLE

	Name the person(s) who:
	Name
	Job Title

	Raises requisitions for orders
	
	

	Approves orders
	
	

	Places orders with suppliers
	
	

	Receives goods onto the premises
	
	

	Approves invoices for payment
	
	

	Approves staff and directors expense claims
	
	

	Post items to the purchase ledger
	
	

	Reconciles purchase ledger accounts with suppliers’ statements
	
	

	Reviews the purchase ledger for unusual and credit balances
	
	

	
	
	

	Consider the following questions:
	Comments (if any YES answers are given):

	
1	Are the person(s) who approve invoices for payments the same as those who:
· Post items to the purchase ledger?
· Reconcile the purchase ledger accounts with suppliers’ statements?
· Signing cheques / authorises electronic transfers?
· Raise requisitions for orders?
· Place orders with suppliers?


	


YES / NO
YES / NO

YES / NO

YES / NO
YES / NO
	








	Conclusion:
	
	

	Is the overall segregation of duties adequate in the circumstances?
	YES / NO
	




PAF B3/2

	
Client: 
	

	
	Prepared by:

	Date:


	
Period:
	

	
	Reviewed by:

	Date:




SEGREGATION OF DUTIES ASSESSMENT –PAYMENTS CYCLE

	Name the person(s) who:
	Name
	Job Title

	Handles cash and cheque payments
	
	

	Sends out / makes cash and cheque payments
	
	

	Posts cheques and electronic payments to purchase or nominal ledgers
	
	

	Post company credit card transactions to the purchase or nominal ledgers
	
	

	Posts cash to purchase or nominal ledgers
	
	

	Maintains petty cash
	
	

	Prepares cheques or list of electronic payments
	
	

	Signs cheques or authorises electronic payments
	
	

	Reviews expenses borne through the organisations credits cards
	
	

	Handles signed cheques
	
	

	Prepares bank reconciliations
	
	

	Reviews the bank reconciliations
	
	

	
	
	

	Consider the following questions:
	Comments (if any YES answers are given):

	1. Do those who have custody of (or handle) cash and cheques or authorise electronic payments have access to other readily realisable assets?
	YES / NO
	

	2. Are those who record cash payments the same as those who handle cash and cheques?
	YES / NO
	

	3. Is the person who reviews bank reconciliations the same as the person who handles cash and cheques or authorises electronic payments?
	YES / NO
	

	Conclusion:
	
	

	Is the overall segregation of duties adequate in the circumstances?
	YES / NO
	




PAF B4

	
Client: 
	

	
	Prepared by:

	Date:


	
Period:
	

	
	Reviewed by:

	Date:




SEGREGATION OF DUTIES ASSESSMENT – PAYROLL CYCLE

	Name the person(s) who:
	Name
	Job Title

	Authorises changes in payroll master file (e.g. addition and removal of employees, increase in gross pay, changes in tax codes etc.).
	
	

	Authorises bonuses
	
	

	Authorises time sheets, overtime or piece work records
	
	

	Process the payroll
	
	

	Reconciles the payroll with prior periods
	
	

	Authorises the payroll
	
	

	Authorises payments
	
	

	Accounts for any unclaimed wages and salaries (where paid in cash or by cheque)
	
	

	
	
	

	Consider the following questions:
	Comments (if any YES answers are given):

	1 Do those who approve changes in payroll master file, work in the department that prepares electronic payment / cheques and disburses pay if paid in cash?
	YES/NO
	

	2 Do those who have access to payroll master file also process the payroll?
	YES/NO
	

	3 Do those who process or authorise the payroll also have access to other accounting records?
	YES/NO
	

	4 Do those who have custody of unclaimed wages also access to other readily realisable assets?
	YES/NO
	

	Conclusion
	
	

	Is the overall segregation of duties adequate in the circumstances?
	YES/NO
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