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Self-Assessment Checklist for Best Business Practices 

Updated February 2025 

A “yes” answer suggests an appropriate level of control is in place.  A “no” answer suggests there may be 

an internal control concern which requires correction or improvement.  

Not all categories may 

be applicable to your operations.    
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General Control Environment 

Answer YES or NO to the following questions: 

Employees are familiar with and have access to the UNF Policies and 

http://www.unf.edu/president/policies_regulations/A-to-Z.aspx
https://www.unf.edu/procurement/
https://www.unf.edu/procurement/PCard.aspx
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General Expenditures and Procurement - continued 

P-

https://www.unf.edu/controller/pci-compliance.html


OFFICE OF THE PRESIDENT 
Office of Internal Auditing 

 
 

 

Page 4 of 8 
Reviewed February 2025 

Cash Handling continued 

Any goods or services sold are reported to the Controller’s Office for determination of Unrelated Business 

Income Tax and sales tax purposes.    

The department immediately prepares receipts when funds are collected. Receipts are pre-numbered and 

used in sequential order.       

The department requires a one-up approval on voided receipts and discounts. 

When checks are received, a check log is used for tracking and oversight. 

Cash collected is deposited with the Student Financial Services Office, timely. (Generally, by the next 

business day).  Departments use a Remote Deposit Capture machine, checks and money orders are 

scanned immediately. (Scanned checks are shredded after 14 days from deposit date) 

Receipts are regularly reconciled to ensure all receipts are accounted for.    

An employee who does not have access to cash verifies daily totals from cash registers/POS terminals.  

Collected funds are secured until deposited. 

Duties of opening mail, collecting cash, preparing receipts, and account reconciliation are separated 

among several individuals (i.e., one individual is not responsible for two or more of these activities).    

Individuals primarily responsible for handling cash or other financial transactions take at least five 

consecutive days of leave (i.e., vacation) annually.    

Safe combinations and keys to cash boxes or files are restricted to a limited number of essential 

employees.    

Safe combinations and locks to files are changed periodically and when there is turnover in personnel 

assigned with direct responsibility for the combinations or locks.  

All UNF bank accounts are established only through the University Treasurer’s Office. 

Credit card transactions are processed in compliance with the Controller’s Office Credit Card Procedures 

outlined here: http://www.unf.edu/controller/Policies.html 

Change and Petty Cash Funds    

Answer YES or NO to the following questions: 

Permission to maintain a petty cash fund has been secured from the controller, and the controller is 

notified of any changes to the business practices that would justify a reduction or addition of the petty 

cash fund. 

Change funds are balanced daily to ensure cash equals the fund balance.    

http://www.unf.edu/controller/Policies.html
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Change and Petty Cash Funds continued  

Change funds are audited on a regular, unannounced basis by an individual other than the fund custodian.   

Employees are prohibited from using change funds to make loans (IOU’s), or to cash personal or payroll 

checks.    

Over or short amounts should be booked at least quarterly through the Student Financial Services Office. 

Change funds are kept locked in a secure location except when being used to accept funds or transact 

business (i.e., a locked drawer out of public view during business hours).    

The change fund authorized balance is assessed at least annually for the appropriateness of the assigned 

fund (e.g., not too large or too small.)    

Public Safety, Emergency Planning and Business Continuity 

Answer YES or NO to the following questions: 

The d

https://www.unf.edu/emergency/plans/index.html


https://www.unf.edu/hr/employment/background-checks.html
https://uofnorthflorida.sharepoint.com/sites/HumanResourcesPublicSharepointDocuments/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FHumanResourcesPublicSharepointDocuments%2FShared%20Documents%2FGeneral%2FHR%20Forms%2FExit%20Checklist%201%2E15%2E2025%20%28PDF2%29%2Epdf&parent=%2Fsites%2FHumanResourcesPublicSharepointDocuments%2FShared%20Documents%2FGeneral%2FHR%20Forms&xsdata=MDV8MDJ8anVsaWEuaGFubkB1bmYuZWR1fDNhMzczNzdkMGRiYzQ3MGIxNzFiMDhkZDQ2YzM4NzY4fGRmMjliMmZhODkyOTQ4MmY5ZGJiNjBmZjRkZjIyNGM0fDF8MHw2Mzg3NDQ1Mjc3Nzg0NDU2NjV8VW5rbm93bnxUV0ZwYkdac2IzZDhleUpGYlhCMGVVMWhjR2tpT25SeWRXVXNJbFlpT2lJd0xqQXVNREF3TUNJc0lsQWlPaUpYYVc0ek1pSXNJa0ZPSWpvaVRXRnBiQ0lzSWxkVUlqb3lmUT09fDB8fHw%3D&sdata=T1ZSbjlDTGZJaVFSSjFLMWxreGIxL2tCa2dGV0NLL3J6Q2RmcU10RU5Fcz0%3D&clickparams=eyAiWC1BcHBOYW1lIiA6ICJNaWNyb3NvZnQgT3V0bG9vayIsICJYLUFwcFZlcnNpb24iIDogIjE2LjAuMTgzMjQuMjAxOTAiLCAiT1MiIDogIldpbmRvd3MiIH0%3D
https://www.unf.edu/hr/calendars.html
https://www.unf.edu/its/polproc/security/index.html
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https://www.unf.edu/its/polproc/security/04-Access-Management.html
https://www.unf.edu/its/polproc/security/04-Access-Management.html
https://www.unf.edu/its/polproc/Account-Management.html
https://unf.service-now.com/help?id=kb_article&table=kb_knowledge&sysparm_article=KB0010129
https://unf.service-now.com/help?id=kb_article&table=kb_knowledge&sysparm_article=KB0010129
https://www.unf.edu/its/polproc/security/11-Safeguarding-Data.html
https://www.unf.edu/its/polproc/security/11-Safeguarding-Data.html
https://www.unf.edu/its/polproc/security/09-Data-Classification.html
mailto:ITSecurity@unf.edu
https://www.unf.edu/ir/data-governance/index.html
https://www.unf.edu/controller/records_management/
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