
PRE-AWARD SYSTEMS SURVEY

Name of Organization ______________________________________________     Contact ______________________________________________
	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	I.  General Information

	1
	Does the organization have a Board of Directors with specific functions and responsibilities (by-laws)?
	
	
	
	

	2
	Are minutes of Board of Director’s meetings maintained? (Review minutes for items related to financial and business management systems issues)
	
	
	
	

	3
	Is there an organization chart or similar document establishing clear lines of authority?  (Attach copy)
	
	
	
	

	4
	Are duties for key employees of the organization defined?
	
	
	
	

	5
	Does the organization have financial assistance agreements with:
	
	
	
	

	
	(a)  Reclamation
	
	
	
	

	
	(b)  Other DOI bureaus/offices
	
	
	
	

	
	(c)  Other Federal agencies
	
	
	
	

	
	(If so, describe nature and dollar amount.)
	
	
	
	

	6
	Does the organization have fidelity bond coverage for responsible officials?  (Indicate officials covered and amounts of coverage.)
	
	
	
	

	7
	Has the organization obtained fidelity bond coverage in amounts that may be required by statute or organizational policy?
	
	
	
	

	
	
	
	
	
	

	II.  Accounting System

	1
	Is there a chart of accounts?
	
	
	
	

	2
	Is a double-entry accounting system used?
	
	
	
	

	3
	What books of accounts are maintained?
	
	
	
	

	
	(a)  General ledger
	
	
	
	

	
	(b)  Project cost ledger
	
	
	
	

	
	(c)  Cash receipts journal
	
	
	
	

	
	(d)  Cash disbursements journal
	
	
	
	

	
	(e)  Payroll journal
	
	
	
	

	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	
	(f)  Purchase journal
	
	
	
	

	
	(g)  Other:
	
	
	
	

	4
	Does the accounting system adequately identify receipts and expenditures for each agreement?
	
	
	
	

	5
	Does the accounting system provide for the recording of expenditures for each agreement according to categories of the approved project budget?
	
	
	
	

	6
	Does the system provide for recording the non-Federal share and in-kind contributions in the accounting records?
	
	
	
	

	7
	Does the organization prepare financial statements on an annual basis?  If not, how often?  (attach copy of latest statement)
	
	
	
	

	8
	Have the financial statements been audited within the last two years by an independent accountant?
	
	
	
	

	9
	Does the organization have or plan to hire an accountant?
	
	
	
	

	10
	Is there an accounting manual?
	
	
	
	

	11
	Is the organization familiar with the cost principles (48 CFR 31.2;  OMB Circulars A-21, A-87, or A-122, as applicable)?
	
	
	
	

	
	
	
	
	
	

	III.  Budgetary Controls

	1
	Does the organization use an operating budget to control project funds?
	
	
	
	

	2
	Are persons in the organization who approve budget amendments authorized to do so by the Board of Directors or upper management?
	
	
	
	

	3
	Are there budgetary controls in effect to preclude incurring obligations in excess of (for example, comparison of budget with actual expenditures on a monthly basis):
	
	
	
	

	
	(a)  Total funds available for an award
	
	
	
	

	
	(b)  Total funds available for a budget cost category
	
	
	
	

	
	
	
	
	
	

	IV.  Funds Management

	1
	Is a separate bank account maintained for Federal financial assistance funds?
	
	
	
	

	2
	If a separate account is not maintained, can the Federal funds and related expenses be readily identified?


	
	
	
	

	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	3
	Can the organization identify, by Federal agency, interest earned on financial assistance funds?
	
	
	
	

	4
	Does the organization have procedures to minimize time elapsing between the transfer of funds from the U.S. Treasury and disbursement by the organization whenever funds are advance by the Federal government?  
	
	
	
	

	
	
	
	
	
	

	V.  Internal Controls

	1
	Separation of responsibility in receipt, payment, and recording of expenditures:
	
	
	
	

	
	(a)  Is the payroll prepared by personnel independent of timekeepers and persons who deliver paychecks or cash to employees?
	
	
	
	

	
	(b)  Are the duties of the recordkeeper or bookkeeper separated from any cash functions, i.e., receipt or payment of cash?
	
	
	
	

	
	(c)  Is the signing of checks limited to those designated officials whose duties exclude posting, recording, cash received, approving vouchers for payment, and payroll preparation?
	
	
	
	

	
	(d)  Is the payment for goods/services independent of personnel who record or verify the receipt of the goods/services?
	
	
	
	

	2
	Are all checks approved before they are signed?
	
	
	
	

	 3
	Are all accounting entries supported by appropriate documentation, e.g., purchase orders, vouchers, vendor payments, etc?
	
	
	
	

	4
	Does the organization have an internal auditor or internal audit staff?
	
	
	
	

	5
	Is there a petty cash fund whose responsibility is vested in one individual, limited to reasonable amount, restricted as to purpose, and counted and balanced by an independent employee at time of reimbursement?
	
	
	
	

	6
	Are all checks prenumbered and accounted for when the bank account is reconciled?
	
	
	
	

	7
	If a mechanical or facsimile signature is used for disbursements, is the signature plate/die/key under adequate control?
	
	
	
	

	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	8
	Are bank accounts reconciled by persons not involved in disbursement and payroll procedures?
	
	
	
	

	9
	Are all employees who handle funds required to be bonded against loss by reason of fraud or dishonesty?
	
	
	
	

	
	
	
	
	
	

	VI.  Audit

	1
	Has your organization been audited in the last two years by any agency of the Federal government?  If yes, attach a copy of the report or provide information on where the report may be obtained.
	
	
	
	

	2
	Has your organization been audited by an independent public accounting firm within the past two years?  If yes, attach a copy of the audit.
	
	
	
	

	3
	Were there any material/significant audit findings as a result of recent audits?  If yes, attach copy.
	
	
	
	

	4
	If there were material/significant audit findings, has corrective action been taken?  Attach a copy of the organization’s response to the findings and actions taken to correct the findings.
	
	
	
	

	5
	Are there any unresolved audit findings?  List the status of any unresolved audit findings.
	
	
	
	

	
	
	
	
	
	

	VII.  Personnel

	1
	Are personnel policies established in writing that detail the following:
	
	
	
	

	
	(a)  Duties and responsibilities of each employee/position
	
	
	
	

	
	(b)  Qualifications for each position
	
	
	
	

	
	(c)  Salary ranges associated with each position
	
	
	
	

	
	(d)  Promotion plan
	
	
	
	

	
	(e)  Annual performance evaluations
	
	
	
	

	
	(f)  Types and levels of fringe benefits paid to employees, officers, or governing board members
	
	
	
	

	
	(g)  Equal employment opportunity policies 
	
	
	
	

	
	
	
	
	
	

	VIII.  Property Management

	1
	Are records maintained that provide a description of the items purchased, the acquisition cost, and physical location?
	
	
	
	

	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	2
	Are detailed property records periodically balanced to the general ledger?
	
	
	
	

	3
	Are detailed property records periodically checked by physical inventory?
	
	
	
	

	4
	Are there procedures governing the disposition of property and equipment?
	
	
	
	

	5
	Are periodic reports prepared showing obsolete equipment, equipment needing repair, or equipment no longer useful to the organization?
	
	
	
	

	
	
	
	
	
	

	IX.  Contracting

	1
	Does the organization have written contracting procedures?  (Obtain copy of any written procedures.)  If not, provide written documentation of how contracting activities are handled.  
	
	
	
	

	2
	Does the policy/procedure consider such matters as quality, cost, delivery competition, source selection, lease/purchase analysis, etc.?
	
	
	
	

	3
	Has the responsibility for contracting been assigned to one department or individual within the organization?  (If not, explain.)
	
	
	
	

	4
	Is the contracting function separate from accounting and receiving?
	
	
	
	

	5
	Are competitive bids obtained for products and services over a set dollar amount?  Identify the dollar amount.
	
	
	
	

	6
	Are requisitions/purchase orders required for all contracting actions?
	
	
	
	

	7
	Is control maintained over items or dollar amounts requiring the grant management officer’s advance approval?
	
	
	
	

	
	
	
	
	
	

	X.  Travel

	1
	Does the organization have formal travel policies or consistently follow established procedures that, at a minimum, state the following:  (Attach copy of procedures)
	
	
	
	

	
	(a)  Travel charges are reimbursed based on actual costs incurred or by use of per diem and/or mileage rates
	
	
	
	

	
	(b)  Receipts for lodging and meals are required when reimbursement is based on actual costs incurred
	
	
	
	

	NO.
	REVIEW AREA
	YES
	NO
	N/A
	COMMENTS

	
	(c)  Per diem rates include reasonable dollar limitations
	
	
	
	

	
	(d)  Commercial transportation costs must be incurred at less than first class whenever available
	
	
	
	

	
	(e)  Travel requests must be approved prior to occurrence
	
	
	
	

	
	(f)  Travel expense reports must show purpose of trip
	
	
	
	

	2
	Are there special requirements for approval of foreign travel?
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Completed by: _______________________________________________________________     Date: ______________________________________
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