Steelcraft
Internal Control policies and procedures
General controls:

- Significant and timely internal audit

- Review and independent checks

- Only timely and comprehensive performance reviews

- Segregation of duties of authorization, record-keeping and custody

- Flowchart every significant business cycle and identify control points and control activities attached to them
- Document narratives continuously to see how the processes are changing and controls affected

- Pre-numbering of all documents—invoices, expenditure authorization requests, payroll reports, journal entry postings, direct adjustments to F/S

- Authorization of transactions on paper

- Maintaining both computer and manual accounting records for the 1st year?
- Generating certain reports on a periodic basis.

- Closing every month on every (5th or 7 th or 10 th of the next month)

- Maintaining rules for reversing entries

- Documentation processes for any change in entries, etc.....
SIGNIFICANT BUSINESS CYCLES:

· Revenue cycle

· Expenditure cycle

· Cash—receipts and receivables (revenue)

· Cash—disbursements and payables (expenditure)

REVENUE CYCLE:
1. General controls:

- Pre-numbered Sales Orders, invoices and credit-approval slips

- Segregation of duties of sales order preparation, credit approval, billing / accounts receivable
2. Sales order preparation & credit approval:

- Prepare pre numbered sales order

- Perform credit check and initiate authorization documentation

- Approve credit for returns

- Initiate write-offs, which should be approved by the treasurer 

- Follow up on old or past-due accounts
3. Warehouse & Shipping:

- Receive approved sales order 

- Pull inventory from warehouse and release to shipping

- Perform independent check of goods received from warehouse and approved sales orders in shipping department

- Prepare pre numbered bill of lading

4. Billing / Accounts Receivable:
- Match delivery documents and sales orders before preparing invoice
- Periodically account for all pre-numbered delivery documents

- Perform independent check of sales order pricing
- Prepare pre-numbered sales invoice

- Batch and total invoices

- Update Accounts Receivable master file. Agree input to invoice batch totals. 
- Print sales journal.

- Print sales summary. Agree to invoice batch totals (independent check).

5. Accounting:

- Receive sales summary

- Perform independent check of invoice batch totals and sales summary

- Review sales account classifications

- Post to General Ledger

- Reporting effectiveness on a periodic basis-what new reports to use, etc.

EXPENDITURE CYCLE:
1. General controls:

- Pre-numbered purchase requisition, purchase order, receiving report
- Segregation of duties of purchasing, accounts payable/accounting and receiving
2. Requisitioning:
- Prepare pre-numbered requisition

- Obtain approvals needed

- Send original copy to purchasing

- Inspect goods when received from receiving department. Sign receiving report upon receipt of goods (independent check)

3. Purchasing:

- Receive approved requisition, obtain bids, and approve purchase order

- Contact approved vendors

- Issue pre-numbered purchase order—original to vendor, blind copy to receiving, copy to A/P, file copy

4. Receiving:

- Receive goods from vendor

- Inspect goods—all goods received must have a blind copy of purchase order

- Prepare receiving report

- Match details of order received with blind copy of PO and indicate quantity received

- Send goods to requisitioning department and obtain their signature confirming receipt

- Distribute receiving report—original to A/P, copy to purchasing and file a copy
5. Accounts payable:

- Receive vendor’s invoice

- Match documents—vendor’s invoice, receiving report, purchase order, requisition
- Check mathematical accuracy, approvals, G/L account coding (independent check)

- Prepare pre-numbered voucher

- Account for the numerical sequence of vouchers

- Data entry prepare purchase journal, update A/P master file, daily purchase summary

- Reconcile daily purchase summary totals and daily entries to purchase journal

6. Accounting:

- Receive purchase summary

- Post to G/L, reconcile G/L and A/P file

- Reconcile vendor’s monthly statements and A/P master file (independent check)

- Sign and mail checks

- Paid vouchers must be perforated “paid”

CASH (RECEIPTS & RECEIVABLES) CYCLE—related to revenue:
1. General controls:

- Segregation of duties of A/R or accounting and cashier/treasurer

2. Mailroom:

- Separate checks and remittance advices
- Stamp restrictive endorsement on checks

- Prepare pre-listing of checks received

- Forward checks to cashier, remittance advices to A/R and pre-listing to Accounting

3. Cashier:

- Receive checks and prepare deposit

- Prepare daily cash summary (copy to A/R and accounting)

- Deliver checks to bank and file validated deposit slip

4. Accounts Receivable:

- Match remittance advices and check deposit summary

- Update and print A/R master file

- Print CR journal and CR summary (copy to Accounting)

5. Accounting:

- Independent check: compare cash summary (cashier), the prelisting of checks (mailroom), and the CR summary (A/R)
- Post G/L and prepare bank reconciliation

CASH (DISBURSEMENTS AND PAYABLES) CYCLE—related to expenditure:
1. General controls:

- Segregation of duties of purchasing, A/P or accounting and receiving/treasurer

2. Accounts Payable:

- Pull voucher at due date and send to Treasurer for payment

- Receive cancelled voucher and supporting documents from treasurer

- Receive check summary from Treasurer for data entry

- Data entry—update A/R master file and print cash disbursements journal

3. Treasurer:

- Receive voucher for payment

- Review document for completeness and approvals

- Prepare pre-numbered checks and check summary

- Sign checks by authorized signatory and cancel voucher and supporting documents

- Forward check to vendor

- Forward cancelled voucher/supporting documents to A/P

- Send copy of check summary—to A/P and accounting

4. Accounting:

- Receive check summary

- Post to G/L

- Perform independent check of totals per check summary and amounts journalized and posted by A/P

- Perform periodic independent bank reconciliation

Overall rules within the Accounting system and policies for Peachtree:

1. Reporting:

Generating certain reports on a periodic basis:
- F/S Reports

- Budgets

- Cash Flow projections

- Report of all the open purchase invoices

- Changes in the credit-list of customers—list of customers where credit was granted, where credit amount was increased or decreased 
- Analytical testing for all G/L accounts showing difference from prior month

2. Accounting policies:

- Closing the previous month on the first Thursday of every month
- Backing up data on a daily, weekly and monthly basis

- Documentation requirements for making adjustments to financial statements
- Pre-printing and pre-numbering of all documents used as original entry (receipts, journal entry slips, write off sheets, depreciation schedules, memos, policy changes)

- Logging of monthly and yearly repitititive entries

- Authorization requirements for every journal entry over a threshold (Dhs. 2000)
- 

