CAMPUS MONTHLY SELF-CERTIFICATION CHECKLIST

	
	Test
	Actioned/Signature/Reference

	
	DEBTORS
	

	1.
	Aged debtor report received from Central Finance has been

 reviewed by the CFM.
	

	2.
	All cash holding accounts have been reconciled and reviewed by CFMs and submitted to Central Finance.


	

	3.
	CFMs have reviewed report on temporarily enrolled students and evidenced this fact. 


	

	4.
	Regular meetings (duly minuted) have been held to review the aged debtor reports with relevant staff.


	

	5.
	All credit balances on the debtor ledgers have been reviewed


	

	6.
	The unconfirmed student report has been produced and reviewed for any "fully enrolled" students in SRS2 but not on the fee billing system.


	

	7.
	All campus student ledgers have been reconciled to the control accounts in the financial management system.


	

	8.
	A sample of sundry debtor invoices have been checked to ensure they have been signed by the team leader.


	

	
	
	

	
	PURCHASING
	

	1.
	All purchases have been made within the guidelines set out in the financial regulations (ie purchase order raised: tendering requirements met) with a sample being reviewed to verify this fact.


	

	2.
	The issue of purchase order pads has been checked to ensure it is controlled with a register in place to show the location and date of issue of such pads.


	

	3.
	The batch report of daily input to the financial management system has been checked to ensure it has been checked by a person independent of the original person(s) who input the data.


	

	4.
	All journals sent to Central Finance have been checked to ensure completeness of input.


	

	5.
	All weekly cheque runs have been actioned and approved by the team leader having verified all control mechanisms have been adhered to.


	

	6.
	A review has been undertaken to ensure the setting up of new suppliers has been carried out in accordance with prescribed procedures with the standard form completed and signed by the Procurement Officer and CFM.


	

	7.
	A review of suppliers statements has been undertaken to ensure that they have been reconciled to the purchase ledger.


	

	8.
	CFMs have checked and evidenced that all purchase ledgers are reconciled on a weekly basis.


	

	
	
	

	
	PETTY CASH
	

	1.
	CFMs have checked that petty cash floats held in the campus are intact with random checks carried out and evidenced. 


	

	
	
	

	
	FIXED ASSETS
	

	1.


	CFMs have checked that the fixed asset register (presently held on a spreadsheet) is accurate and in accordance with the fixed asset policy of the University.
	

	
	
	

	
	VISITING LECTURERS
	

	1.
	CFMs have checked a sample of forms to ensure they have been appropriately completed, authorized and are in accordance with the signed contract.
	

	
	
	

	
	BUDGET MONITORING
	

	1.
	The monthly management report and underlying supporting data has been received by CFMs from the Chief Accountant.


	

	2.
	Budget holders within each campus have been informed of their performance against budget and variances (both adverse and favourable) have been investigated CFMs.


	

	3.
	The monthly projection has been submitted to the Finance Director by the Provost within the prescribed timescale.


	


