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[bookmark: _GoBack]SEPARATION OF DUTIES WORKSHEET
Please enter the names and position titles of staff that have responsibilities within the listed processes.  Place a P for Primary or S for Secondary below the name of the staff member that is responsible for each function and add clarifying comments to better explain the process.  
	Staff Members’ Names and Position Titles
	
	
	
	
	
	
	
	
	
	
	Comments

	Mail:
	
	
	
	
	
	
	
	
	
	
	

	Who receives and opens the mail?
	
	
	
	
	
	
	
	
	
	
	

	Computer Access Controls Relating to the Accounting and Payroll Systems:
	
	
	
	
	
	
	
	
	
	
	

	Who has authority to change passwords?
	
	
	
	
	
	
	
	
	
	
	

	Who sets the parameters for computer access?
	
	
	
	
	
	
	
	
	
	
	

	Who has access to the accounting and payroll systems?
	
	
	
	
	
	
	
	
	
	
	

	Budget:
	
	
	
	
	
	
	
	
	
	
	

	Who approves the WIOA budget(s)?
	
	
	
	
	
	
	
	
	
	
	

	Who completes a WIOA budget to actual comparison? Please note how often in comments
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the WIOA budget revision?
	
	
	
	
	
	
	
	
	
	
	

	Who approves that WIOA budget revision?
	
	
	
	
	
	
	
	
	
	
	

	Who approves the RSAB(s)?
	
	
	
	
	
	
	
	
	
	
	

	Who completes a budget to actual comparison? (RSAB)  Please note how often in comments
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the budget revision? (RSAB)
	
	
	
	
	
	
	
	
	
	
	

	Who approves the budget revision? (RSAB)
	
	
	
	
	
	
	
	
	
	
	

	Purchases and Expenses:
	
	
	
	
	
	
	
	
	
	
	

	Who, within the organization, can initiate purchases?
	
	
	
	
	
	
	
	
	
	
	

	Who, within the organization, can approve purchases?
	
	
	
	
	
	
	
	
	
	
	

	If a person is able to initiate and approve purchases, then who approves his/her purchases?
	
	
	
	
	
	
	
	
	
	
	

	If a person is able to initiate purchases and process invoices for payment, who approves his/her requests?
	
	
	
	
	
	
	
	
	
	
	

	Who processes invoices or request for payment?
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the accounts payable checks?
	
	
	
	
	
	
	
	
	
	
	

	Who compares the invoice with the check for accuracy?
	
	
	
	
	
	
	
	
	
	
	

	Who signs the checks?
	
	
	
	
	
	
	
	
	
	
	

	If someone does not sign the checks, who is the custodian of the check plate or stamp?
	
	
	
	
	
	
	
	
	
	
	

	If the signature is electronic, who has access?
	
	
	
	
	
	
	
	
	
	
	

	Who distributes the checks to the vendors?
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the payroll checks?
	
	
	
	
	
	
	
	
	
	
	

	Who processes payroll, i.e., adding, ordering payment?
	
	
	
	
	
	
	
	
	
	
	

	Who distributes payroll checks, if applicable?
	
	
	
	
	
	
	
	
	
	
	


	Staff Members Names and Positions
	
	
	
	
	
	
	
	
	
	
	Comments

	General Ledger:
	
	
	
	
	
	
	
	
	
	
	

	Who updates the General Ledger with Payroll?
	
	
	
	
	
	
	
	
	
	
	

	Who updates the General Ledger with Accounts Payable?
	
	
	
	
	
	
	
	
	
	
	

	Who updates the General Ledger with Revenue?
	
	
	
	
	
	
	
	
	
	
	

	Supplies:
	
	
	
	
	
	
	
	
	
	
	

	Who verifies purchase orders to receiving orders?
	
	
	
	
	
	
	
	
	
	
	

	Who maintains inventory?
	
	
	
	
	
	
	
	
	
	
	

	Who completes a reconciliation of the inventory?
	
	
	
	
	
	
	
	
	
	
	

	Financial Management System:
	
	
	
	
	
	
	
	
	
	
	

	Who has access to the FMS system?
	
	
	
	
	
	
	
	
	
	
	

	Who determines the amount of funds to be requested?
	
	
	
	
	
	
	
	
	
	
	

	Who approves the request for funds?  
	
	
	
	
	
	
	
	
	
	
	

	Who submits the request for funds on the FMS system?
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the FSR?
	
	
	
	
	
	
	
	
	
	
	

	Who approves the FSR?  
	
	
	
	
	
	
	
	
	
	
	

	Who enters the FSRs into the FMS system?
	
	
	
	
	
	
	
	
	
	
	

	Cost Allocation and Reimbursable System:
	
	
	
	
	
	
	
	
	
	
	

	Who has access to the CARS system?
	
	
	
	
	
	
	
	
	
	
	

	Who determines the amount of funds to be requested?
	
	
	
	
	
	
	
	
	
	
	

	Who approves the request for funds?  
	
	
	
	
	
	
	
	
	
	
	

	Who submits the request for funds on the CARS system?
	
	
	
	
	
	
	
	
	
	
	

	Who prepares the RSAB-FSR (formerly RSABW)?
	
	
	
	
	
	
	
	
	
	
	

	Miscellaneous Duties:
	
	
	
	
	
	
	
	
	
	
	

	List names of bank accounts in comments and identify the person responsible for reconciling the bank account.
	
	
	
	
	
	
	
	
	
	
	

	1.  General Account
	
	
	
	
	
	
	
	
	
	
	

	2.  Payroll Account
	
	
	
	
	
	
	
	
	
	
	

	3.  Other
	
	
	
	
	
	
	
	
	
	
	

	Who approves the bank reconciliation?
	
	
	
	
	
	
	
	
	
	
	

	1.  General Account 
	
	
	
	
	
	
	
	
	
	
	

	2.  Payroll Account
	
	
	
	
	
	
	
	
	
	
	

	3.  Other
	
	
	
	
	
	
	
	
	
	
	

	Who is the custodian of the petty cash?
	
	
	
	
	
	
	
	
	
	
	

	Who approves the petty cash account transactions?
	
	
	
	
	
	
	
	
	
	
	

	Who requests replenishment of the petty cash fund?
	
	
	
	
	
	
	
	
	
	
	

	Is funding received via EFT or check?  If by check, then who receives those checks?
	
	
	
	
	
	
	
	
	
	
	

	Who deposits the checks?
	
	
	
	
	
	
	
	
	
	
	



