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Motor Fuel Tax Internal Control Survey

	MFT Audit Number:
	[bookmark: Text47][bookmark: _GoBack]     

	Purpose:
To assist in determining the reliability of program monitoring, financial reporting, and compliance with laws, regulations and policies in regards to the Local Public Agency’s administration and use of Motor Fuel Tax funds.

	Local Public Agency:
	[bookmark: Text2]     
	[bookmark: Text1]Completed By:
	[bookmark: Text45]     
	Date Completed:
	     

	

	Type of Government:
	[bookmark: Check2]|_|  Municipality
	or
	[bookmark: Check1]|_|  County (If county, indicate below type of county government)

	

	
	[bookmark: Check3]|_|  Township
	[bookmark: Check4]|_|  Road District
	[bookmark: Check5]|_|  County Unit Road District

	Self-Assessment of Internal Controls

	General:  The following questions relate to the internal accounting controls of the overall organization.
	N/A
	No
	Yes
	Comments

	1.  Is there an organization chart which sets forth the actual lines of responsibility?
	[bookmark: Text44] 
	 
	 
	     

	2.  Are written procedures maintained covering the recording of MFT transactions?
	 
	 
	 
	     

	a. Covering an accounting manual?
	 
	 
	 
	     

	b. Covering a chart of accounts?
	 
	 
	 
	     

	3.  Do the procedures, chart of accounts, etc. provide for identifying receipts and expenditures of MFT program funds separately?
	 
	 
	 
	     

	4.  Does the organization maintain more than one accounting system? If yes, please list details in the ARI Section on page 8.
	 
	 
	 
	     

	5.  Does the accounting system(s) provide for accumulating and recording expenditures by cost category shown in the approved budget and/or resolution?
	 
	 
	 
	     

	6.  Does the organization maintain a policy manual covering the following:
	

	a.	Approval authority for financial transactions? If yes, please list all authorized personnel able to approve financial transactions in the ARI Section on page 8.
	 
	 
	 
	     

	b.	Guidelines for controlling expenditures, such as purchasing requirements and travel authorizations?
	 
	 
	 
	     

	7.  Are there procedures governing the maintenance of accounting records?
	 
	 
	 
	     

	a. Are subsidiary records for accounts payable, accounts receivable, etc., balanced with control accounts on a monthly basis?
	 
	 
	 
	     

	b. Are journal entries approved, explained and supported?
	 
	 
	 
	     

	c. Do accrual accounts provide adequate control over income and expense?
	 
	 
	 
	     

	d. Are accounting records and valuables secured in limited access areas?
	 
	 
	 
	     

	General, (continued)
	N/A
	No
	Yes
	Comments

	8.  Does the organization have a dedicated MFT account/fund? If yes, please provide the account/fund information in the ARI Section on page 8.
	 
	 
	 
	     

	9.  Are MFT funds co-mingled with other funds? If yes, please provide account information for all accounts associated with MFT funds in the ARI Section on page 8.
	 
	 
	 
	     

	10. Are MFT funds being used in investments? If yes, please provide all investment information associated with MFT funds in the ARI Section on page 8.
	 
	 
	 
	     

	11. Are MFT funds used for payment of principal and/or interest on Bond Issue improvements? If yes, please list details in the ARI Section on page 8.
	 
	 
	 
	     

	12. Are duties separated so that no one individual has complete authority over an entire financial transaction?
	 
	 
	 
	     

	13. Does the organization use an operating budget to control funds by activity?
	 
	 
	 
	     

	14. Are there controls to prevent expenditure of funds in excess of approved, budgeted amounts? For example, are purchase requisitions reviewed against remaining amount in budget category?
	 
	 
	 
	     

	15. Has any aspect of the organization’s activities been audited within the past 2 years by another governmental agency or independent public accountant? If yes, please list the governmental agency and/or independent public accountant in the ARI Section on page 9.
	 
	 
	 
	     

	

	Cash Receipts
	N/A
	No
	Yes
	Comments

	16. Are funds maintained in a bank with sufficient federal deposit insurance?
	 
	 
	 
	     

	17. Are bank accounts with balances greater than $250,000 protected by collateralization?
	 
	 
	 
	     

	18. Does the organization participate in advanced payments and/or reimbursement of costs involving MFT funds?
	 
	 
	 
	     

	19. Does the organization have agreements which provide for advanced payments and/or reimbursements of cost involving MFT funds? If yes, please list agreements in the ARI Section on page 9.
	 
	 
	 
	     

	20. If the organization has advanced payment agreements involving MFT funds, are the terms for the advancements/reimbursements defined in the agreements?
	 
	 
	 
	     

	Purchasing, Receiving, and Accounts Payable
The following conditions are indicative of satisfactory control over purchasing, receiving and accounts payable.

· Pre-numbered purchase orders are used for all items of cost and expense.
· There are procedures to ensure procurement of competitive prices and compliance to state requirements.
· Receiving reports are used to control the receipt of merchandise.
· There is effective review by a responsible official following prescribed procedures for program coding, pricing, and extending vendors’ invoices.
· Invoices are matched with purchase orders and receiving reports.
· Costs are reviewed for charges to direct and indirect cost centers in accordance with applicable agreements, regulations and policies.
· When accrual accounting is required, the organization has adequate controls such as checklists for statement closing procedures to ensure that open invoices and un-invoiced amounts for goods and services received are properly accrued or recorded in the books or controlled through worksheet entries.
· There is adequate segregation of duties in that different individuals are responsible for (a) purchase (b) receipt of merchandise or services, and (c) voucher approval.

	Purchasing, Receiving, and Accounts Payable
	N/A
	No
	Yes
	Comments

	21. Is the purchasing function separate from the accounting and receiving?
	 
	 
	 
	     

	22. Does the organization obtain competitive bids for items, such as materials, rental or service agreements, over specified amounts?
	 
	 
	 
	     

	23. Is the purchasing agent required to obtain additional approval on purchase orders above a stated amount?
	 
	 
	 
	     

	24. Is purchasing agent participating in the CMS Joint Program for materials such as road salts, striping paint and glass beads?
	 
	 
	 
	     

	25. Are there procedures to obtain the best possible price for items not subject to competitive bidding requirements, such as approved vendor lists and supply item catalogs?
	 
	 
	 
	     

	26. Are purchase orders required for purchasing all materials and services?
	 
	 
	 
	     

	27. Are purchase orders controlled and accounted for by pre-numbering and keeping a logbook?
	 
	 
	 
	     

	28. Are the organization’s normal policies, such as competitive bid requirements, the same as required for MFT fund expenditures, agreements and related regulations?
	 
	 
	 
	     

	29. Is the purchasing department required to maintain control over all MFT items or dollar amounts for all MFT expenditures by receiving IDOT advanced approval?
	 
	 
	 
	     

	30. Under the terms of the IHC and IDOT policy, MFT costs and expenditures incurred are allowable only upon specific prior approval.   Does the LPA have established policies and procedures governing the prior approval of expenditures?
	 
	 
	 
	     

	31. Under the terms of the IHC and IDOT policy, certain costs incurred are not allowable. Does the LPA have established policies and procedures to preclude spending MFT funds on unallowable costs?
	 
	 
	 
	     

	32. Does the LPA have an Agreement of Understanding (AOU) with IDOT?
	 
	 
	 
	     

	33. If an Agreement of Understanding exists, does the LPA have the appropriate commitment files and are the commitment files being maintained?
	 
	 
	 
	     

	Receiving
	N/A
	No
	Yes
	Comments

	34. Does the organization have a receiving function to handle receipt of all materials?
	 
	 
	 
	     

	35. Are materials inspected and counted before acceptance for use?
	 
	 
	 
	     

	36. Is there an individual who approves receipt of MFT materials? If yes, please list authorized personnel in the ARI Section on page 9.
	 
	 
	 
	     

	37. Are quantities and descriptions of materials and services checked by the receiving department against a copy of the purchase order or some other notification?
	 
	 
	 
	     

	38. Is a logbook or permanent copy of the receiving ticket kept in the receiving department?
	 
	 
	 
	     

	Accounts Payable
	N/A
	No
	Yes
	Comments

	39. Is control established over incoming vendor invoices?
	 
	 
	 
	     

	40. Are receiving reports matched to the vendor invoices and purchase orders, and are all of these documents kept in accessible files?
	 
	 
	 
	     

	41. Is there an individual who approves MFT invoices for payment? If yes, please list authorized personnel in the ARI Section on page 9.
	 
	 
	 
	     

	42. Are charges for services required to be supported by evidence of performance by individuals other than the ones who incurred the obligations?
	 
	 
	 
	     

	43. Are extensions on invoices and applicable freight charges checked by accounts payable personnel?
	 
	 
	 
	     

	44. Is the proper program fund to be charged entered on the invoice and checked against the purchase order and approved budget?
	 
	 
	 
	     

	45. Is there an individual who reviews each voucher to see that proper procedures have been followed?
	 
	 
	 
	     

	46. Are checks adequately cross referenced to vouchers?
	 
	 
	 
	     

	47. Are there individuals responsible for accounts payable other than those responsible for cash receipts?
	 
	 
	 
	     

	48. Are unpaid MFT related vouchers totaled and compared with the MFT Fund ledger on a monthly basis?
	 
	 
	 
	     

	Cash Disbursements
The following conditions are indicative of satisfactory controls over cash disbursements.

· Duties are adequately separated; different persons prepare checks, sign checks, reconcile bank accounts, and have access to cash receipts.
· All disbursements are properly supported by evidence of receipt and approval of the related goods and services.
· Blank checks are not signed.
· Unissued checks are kept in a secure area.
· Bank accounts are reconciled monthly.
· Bank accounts and check signers are authorized by the appropriate oversite authority such as a board of trustees or county board.
· Petty cash vouchers are required for each fund disbursement.
· The petty cash fund is kept on an imprest basis.

	Cash Disbursements
	N/A
	No
	Yes
	Comments

	49. Are checks controlled and accounted for with safeguards over unused, returned, and voided checks?
	 
	 
	 
	     

	50. Are check signers authorized by the appropriate oversite authority such as a board of trustees or county board? Please list appropriate oversight authority in the ARI Section on page 9.
	 
	 
	 
	     

	51. If check signing plates are used, are they adequately controlled (i.e. maintained by a responsible official who reviews and accounts for prepared checks)?
	 
	 
	 
	     

	52. Do supporting documents, such as invoices, purchase orders, and receiving reports, accompany checks for the check signer’s review?
	 
	 
	 
	     

	53. Are vouchers and supporting documents appropriately cancelled (stamped or perforated) to prevent duplicate payments?
	 
	 
	 
	     

	54. Are there polices in place that prohibit the drawing of checks to cash or bearer?
	 
	 
	 
	     

	55. Has the LPA requested their financial institution to prohibit drawing of checks to cash or bearer?
	 
	 
	 
	     

	56. Are two signatures required on all checks or on checks over stated amounts? If applicable, please list the stated amount in the ARI Section on page 9.
	 
	 
	 
	     

	57. Are check signers responsible officials or employees of the organization? Please list all MFT fund authorized check signers in the ARI Section on page 9.
	 
	 
	 
	     

	58. Is the person who prepares the check or initiates the voucher other than the person who mails the check?
	 
	 
	 
	     

	59. Are bank accounts reconciled monthly and are differences resolved?
	 
	 
	 
	     

	60. Are bank accounts reconciled monthly with the MFT fund ledger and are differences resolved?
	 
	 
	 
	     

	61. Concerning petty cash disbursements:
	

	a. Is petty cash reimbursed by check and are disbursements reviewed at that time?
	 
	 
	 
	     

	Cash Disbursements, continued
	N/A
	No
	Yes
	Comments

	b. Is there a maximum amount, reasonable in the circumstances, for payments made in cash?
	 
	 
	 
	     

	c. Are petty cash vouchers written in ink to prevent alteration?
	 
	 
	 
	     

	d. Are petty cash vouchers canceled upon reimbursement of the fund to prevent their reuse?
	 
	 
	 
	     

	Payroll
The following conditions are indicative of satisfactory controls of payroll.

· Written authorizations are on file for all employees covering rates of pay, withholdings and deductions.
· The organization has written personnel policies covering job descriptions, hiring procedures, promotions, and dismissals.
· Distribution of payroll charges is based on documentation prepared outside the payroll department.
· Payroll charges are reviewed against program budgets and deviations are reported to management for follow-up action.
· Adequate timekeeping procedures, including the use of a time clock or attendance sheets and supervisory review and approval, are employed for controlling paid time.
· Payroll checks are prepared and distributed by individuals independent of each other.

	Payroll
	N/A
	No
	Yes
	Comments

	62. Are payroll and personnel policies governing compensation in accordance with the requirements of agreements/contracts?
	 
	 
	 
	     

	63. Are there procedures to ensure that employees are paid in accordance with approved wage and salary rates?
	 
	 
	 
	     

	64. Is there an individual who approves pay period documents? If yes, please list authorized personnel in the ARI Section on page 9.
	 
	 
	 
	     

	65. Is the distribution of payroll charges checked by a second person and are aggregate amounts compared to the approved budget?
	 
	 
	 
	     

	66. Are wages paid at or above the Federal minimum wage?
	 
	 
	 
	     

	67. Are procedures adequate for controlling:
	

	a. overtime wages?
	 
	 
	 
	     

	b. overtime work authorization?
	 
	 
	 
	     

	c. supervisory approval of overtime?
	 
	 
	 
	     

	68. Are MFT funds being used for payroll expenses?
	 
	 
	 
	     

	69. Are claims for hourly wage employees for MFT work documented by date, hours worked, work performed, MFT project number, class of labor, and rate of pay?
	[bookmark: Text48] 
	 
	 
	     

	70. Are MFT funds being diverted to any other accounts/funds for payroll expenses? If yes, please list all accounts/funds with account/fund numbers in the ARI Section on page 9.
	 
	 
	 
	     

	71. Are MFT payroll expenses disbursed by pay period? If no, please explain in the ARI Section on page 9.
	 
	 
	 
	     

	Payroll, continued
	N/A
	No
	Yes
	Comments

	72. Are payroll checks distributed by persons not responsible for preparing the checks?
	 
	 
	 
	     

	

	Equipment Ownership Expense
	N/A
	No
	Yes
	Comments

	73. Are MFT funds being used for equipment usage expenses? If no, please go to #75.  If yes, please list all accounts/funds disbursing and/or being reimbursed related to MFT equipment usage expenses in the ARI Section on page 9.
	 
	 
	 
	     

	74. Are claims for equipment usage for MFT work documented by date, equipment, hourly rates, number of hours used, section number, and what the equipment was used for?
	 
	 
	 
	     

	75. Are equipment expenses disbursed by pay period? If no, please explain in the ARI Section on page 9.
	 
	 
	 
	     

	Materials & Inventory
The following conditions are indicative of satisfactory control over materials and inventory.

· There is an effective system of authorization and approval of material expenditures.
· Accounting practices for recording materials purchased are reduced to writing.
· Detailed records of materials in inventory are kept and periodically balanced with the general ledger accounts.
· There are effective procedures for authorizing and accounting for disposals, or sale to other government agencies at cost.
· Materials are stored in a secure place.

	Materials & Inventory
	N/A
	No
	Yes
	Comments

	76. Are executive authorizations and approvals required for originating expenditures for materials? If yes, please list all authorized personal allowed to sign approval for Motor Fuel Tax originating expenditures for materials in the ARI Section on page 9.
	 
	 
	 
	     

	77. Are expenditures for materials reviewed for approval before funds are committed?
	 
	 
	 
	[bookmark: Text46]     

	78. Are supplemental authorizations required for expenditures in excess of originally approved amounts?
	 
	 
	 
	     

	79. Are there detailed records showing the asset values of individual units of materials inventory?
	 
	 
	 
	     

	80. Are detailed inventory records periodically balanced to the general ledger?
	 
	 
	 
	     

	81. Are detailed inventory records periodically checked by physical inventory?
	 
	 
	 
	     

	82. Are differences between book records and physical counts reconciled and are the records adjusted to reflect shortages?
	 
	 
	 
	     

	83. Are there procedures governing the use of materials?
	 
	 
	 
	     



	Indirect Costs
	N/A
	No
	Yes
	Comments

	84. Does the organization have an indirect cost allocation plan or a negotiated indirect cost rate?
	 
	 
	 
	     

	85. Does organization claim indirect cost using MFT reimbursement for employee benefits?
	 
	 
	 
	     

	86. Have rates been approved by IDOT?
	 
	 
	 
	     

	87. Does the organization have procedures which provide assurance that consistent treatment is applied in the distribution of charges as direct or indirect costs to MFT funds?
	 
	 
	 
	     

	

	Retention of Records
	N/A
	No
	Yes
	Comments

	88 Have policies and procedures been developed and implemented for the storing and purging/destruction of records?
	 
	 
	 
	     

	89. Does management periodically communicate practices regarding records retention including electronic data to employees?
	 
	 
	 
	     

	90. Are records appropriately secured to avoid unauthorized access?
	 
	 
	 
	     

	91. Are employees responsible for MFT program and financial records aware of retention rules required by Illinois law and IDOT policies?
	 
	 
	 
	     

	92. Are MFT documents retained in accordance to Illinois law and IDOT policies?
	 
	 
	 
	     

	93. Do employees ensure all work-related electronic data is archived and/or backed up?
	 
	 
	 
	     

	

	Additional Response Information (ARI) Section

	4.  Accounting system(s) details:
	     

	6.a. List authorized personnel:
	[bookmark: Text49]     

	8. List the MFT account/fund details, including if interest bearing account:
	     

	9. List all account(s) details, including if interest bearing account(s):
	     

	10. List investments details:
	     

	11. List bond issue details:
	     

	Additional Response Information (ARI) Section, continued

	15. Auditor details:
	     

	19. Agreement(s) details:
	     

	36. List authorized personnel:
	     

	41. List authorized personnel:
	     

	50. List oversight authority:
	     

	56. List stated amount:
	     

	57. List MFT check signers:
	     

	64. List authorized personnel:
	     

	70. List payroll account/fund details:
	     

	71. Payroll disbursement details:
	     

	73. List equipment usage account/fund details:
	     

	75. List details regarding equipment expense disbursements:
	     

	76. List authorized personnel:
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