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Scoring Guide 
 

 

0 Not in place 1 Rarely done 2 Sometimes done 3 Mostly in place 4 Fully in place 
5 Fully in place + 

documented + 
reviewed 

 

A score of 5 means the practice is not only in place but is documented and independently reviewed. A score of 0 means the 
practice does not exist at all. Be honest — inflating scores hides the gaps you need to address. 
 

# Checklist Item 0 1 2 3 4 5 Score 

SECTION A — Financial Reporting (6 items, max 30 points) 

A1 Bank reconciliations completed monthly for every account 
without exception □ □ □ □ □ □ ____ 

A2 Bank reconciliations independently reviewed and signed by 
someone other than preparer □ □ □ □ □ □ ____ 

A3 All transactions recorded in QuickBooks within 5 business days 
of occurrence □ □ □ □ □ □ ____ 

A4 Financial statements (Balance Sheet + Revenue & Expenditure) 
prepared monthly □ □ □ □ □ □ ____ 

A5 Financial reports reviewed by mayor or council before the 15th 
of the following month □ □ □ □ □ □ ____ 

A6 All account balances supported by documentation (invoices, 
receipts, contracts) □ □ □ □ □ □ ____ 

SECTION A SUBTOTAL (max 30): ____ 

SECTION B — Compliance (6 items, max 30 points) 

B1 Grant agreements accessible, current, and understood by 
finance staff □ □ □ □ □ □ ____ 

B2 Costs reviewed for allowability (necessary, reasonable, 
allocable, documented) before payment □ □ □ □ □ □ ____ 

B3 Procurement process followed and documented for all 
purchases above micro-purchase threshold □ □ □ □ □ □ ____ 

B4 Required grant and financial reports submitted on time with 
supporting documentation □ □ □ □ □ □ ____ 

B5 Supporting documentation retained for all expenditures 
(invoices, receipts, contracts, payroll) □ □ □ □ □ □ ____ 

B6 Finance staff can explain compliance requirements when 
asked by an auditor □ □ □ □ □ □ ____ 

SECTION B SUBTOTAL (max 30): ____ 

SECTION C — Internal Controls (6 items, max 30 points) 

C1 Duties are separated OR compensating controls are in place 
and documented □ □ □ □ □ □ ____ 
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# Checklist Item 0 1 2 3 4 5 Score 

C2 All expenditures require authorized approval before payment is 
made □ □ □ □ □ □ ____ 

C3 Supervisory review of financial activity occurs regularly and is 
documented (initials, dates) □ □ □ □ □ □ ____ 

C4 Written internal controls policy exists and has been adopted by 
council □ □ □ □ □ □ ____ 

C5 Organizational financial risks identified, documented, and 
reviewed at least annually □ □ □ □ □ □ ____ 

C6 Written procedures (SOPs) exist for key financial processes and 
are followed □ □ □ □ □ □ ____ 

SECTION C SUBTOTAL (max 30): ____ 

SECTION D — Technology and Records (6 items, max 30 points) 

D1 All financial documents stored in a centralized, organized 
digital filing system □ □ □ □ □ □ ____ 

D2 Consistent file naming conventions used across all document 
types □ □ □ □ □ □ ____ 

D3 Any document can be retrieved within 2 minutes during an audit 
request □ □ □ □ □ □ ____ 

D4 Backup system exists (external drive and/or cloud) and is tested 
periodically □ □ □ □ □ □ ____ 

D5 Accounting system (QuickBooks) used consistently and 
records are reliable and current □ □ □ □ □ □ ____ 

D6 Audit documentation is centralized and complete for the 
current fiscal year □ □ □ □ □ □ ____ 

SECTION D SUBTOTAL (max 30): ____ 

TOTAL SCORE (A + B + C + D, max 120): _____ 
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Score Interpretation and Action Plan 
 

 

Score Range Rating Recommended Action My Priority 

100–120 AUDIT READY Maintain systems. Continue monthly reviews. Mentor peer 
organizations. Focus on sustaining consistency. 

 

75–99 MODERATE RISK 
Fix your weakest section first. Improve documentation and 
signed reviews. Ensure compensating controls are consistently 
documented. 

 

50–74 HIGH RISK 
Focus immediately on bank reconciliations, expenditure 
documentation, and approval processes. Engage your SNAPP 
advisor for priority support. 

 

Below 50 CRITICAL RISK 
Act this week: complete overdue reconciliations, organize 
documents into the audit folder structure, implement basic 
approval signatures. Contact your SNAPP advisor immediately. 

 

 

My Lowest-Scoring Section 
Section: ________     Score: ______ / 30 
 

The items I scored lowest in this section: 
1.   
2.   
3.   

 

My Top 3 Action Items 
Based on this evaluation, the three most important actions I will take: 
 

1.   
2.   
3.   

 

SNAPP Toolkit Cross-Reference 
Based on your weakest section, start with these SNAPP toolkits: 
 

If Weakest Section Is Start With These SNAPP Toolkits 

Section A Year-End Toolkit; Bank Reconciliation Workflow Guide; Monthly Review Toolkit 

Section B Grant File Review and Compliance Toolkit; Federal Compliance (2 CFR 200) Guide; Procurement 
Checklist 
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If Weakest Section Is Start With These SNAPP Toolkits 

Section C Internal Controls Toolkit; Segregation of Duties Matrix; Policies, Procedures, and Internal Controls 
Guide 

Section D Leveraging Technology Guide; Documentation Retention Guide; Audit Evidence Organization 
Framework 
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Disclaimer 
 

 

This scorecard is published by the Arctic Slope Community Foundation as part of the SNAPP Modified Virtual 
Support Program. It is a self-assessment tool designed to help municipal finance staff identify strengths and areas 
for improvement. 
 

Scores are self-assessed and are not auditor opinions or independent evaluations. This scorecard does not 
constitute legal, accounting, or audit advice. Participating municipalities remain solely responsible for the accuracy 
of their self-assessment and for taking appropriate corrective action. 
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