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Arctic Slope Community Foundation 
Success for Nonprofit Audit Preparation Program (SNAPP) 

 

 
 

Segregation of Duties 

Toolkit 

Visual Control Map  •  Self-Assessment Checklist  •  Corrective Action Template 
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Tool 1: Visual Control Map 
 

 

Financial Process Flow — Small Office (2 Staff + Mayor Oversight) 
Print this page and post it in the finance office. Use it to explain your control environment to auditors. 
 

Step Who Does What Built-In Control Independent Review 

1 
RECEIVE MONEY Assistant or Clerk 
collects payments and issues receipt 

Pre-numbered receipts issued for 
every payment; daily receipt log 
maintained 

Clerk verifies receipt log to deposit 
records monthly 

2 
DEPOSIT FUNDS Clerk prepares deposit 
slip and delivers to bank 

Same-day deposit requirement; 
deposit slip matches receipt log 
total 

Mayor reviews bank statement 
deposits vs. receipt log monthly 

3 
RECORD IN QB Clerk enters all 
transactions in QuickBooks with correct 
date, account, and class 

Transactions entered within 3 
business days; grant charges coded 
to correct class 

QuickBooks audit trail tracks all 
entries and changes automatically 

4 
PAY VENDORS Clerk prepares payment 
after verifying approved invoice is on file 

No check issued without signed 
invoice; check stock secured 

Mayor reviews invoice and signs 
check (or reviews check register 
monthly) 

5 
PROCESS PAYROLL Clerk processes 
payroll from approved timesheets and 
salary schedule 

Timesheets signed by supervisor; 
rates match council-approved 
salary schedule 

Mayor reviews and signs payroll 
summary before each pay period is 
processed 

6 
RECONCILE Clerk completes bank 
reconciliation by the 10th of each month 

Difference must equal $0.00; 
outstanding items over 90 days 
investigated 

Mayor reviews, initials, and dates 
every reconciliation by the 15th 

7 
REPORT Clerk prepares financial reports 
for council and grant reports for grantors 

Reports reconciled to QuickBooks 
before submission 

Mayor reviews and signs all reports; 
council reviews financials at every 
meeting 

8 
FILE Clerk files all completed documents 
in the audit folder structure 

Consistent naming convention; 
documents filed at time of 
completion 

Complete audit file available for 
auditor review at any time 

 

In a small office, segregation of duties is replaced by documented oversight. 
If one person does the work → another person must review and document it. 
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Tool 2: Segregation of Duties Self-Assessment 
 

 

Complete this assessment quarterly or before audit fieldwork. Review results with the mayor and council. Use 'No' 
answers to identify control gaps and prioritize corrective actions. 
 

Organization: ________________________________     Date: _______________      
 
Completed By: ________________________________ 
 

Question Yes No Notes / Action 
Needed 

Section 1 — Cash Receipts 

Are pre-numbered receipts issued for every cash or check payment 
received? □ Yes □ No  

Is a daily receipt log maintained? □ Yes □ No  

Are deposits made the same business day as receipt (or next business day)? □ Yes □ No  

Are receipts compared to bank deposits monthly by someone other than the 
person who collects cash? □ Yes □ No  

Section 2 — Disbursements 

Are all vendor invoices approved with a signature before payment is issued? □ Yes □ No  

Is supporting documentation (invoice + approval) attached to every 
payment? □ Yes □ No  

Does someone independent of the payment process review disbursements 
(check register or individual checks)? □ Yes □ No  

Is check stock physically secured and accessible only to authorized staff? □ Yes □ No  

Section 3 — Bank Reconciliation 

Are bank reconciliations completed monthly for every account? □ Yes □ No  

Is each reconciliation reviewed and signed by someone who did not prepare 
it? □ Yes □ No  

Are all differences resolved before the reconciliation is finalized (Difference 
= $0.00)? □ Yes □ No  

Are outstanding items over 90 days investigated and documented? □ Yes □ No  

Section 4 — Payroll 

Are timesheets signed by the employee and approved by a supervisor? □ Yes □ No  

Is payroll reviewed and approved by the mayor before processing? □ Yes □ No  

Are changes to pay rates documented with council authorization (salary 
schedule resolution)? □ Yes □ No  

Are payroll tax deposits made on time per IRS schedule? □ Yes □ No  
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Question Yes No Notes / Action 
Needed 

Section 5 — Grant Compliance 

Are all grant expenditures verified for allowability before recording? □ Yes □ No  

Are grant expenditures coded to a separate class/job code in QuickBooks? □ Yes □ No  

Are grant reports reconciled to QuickBooks before submission? □ Yes □ No  

Does the mayor sign all grant reports and reimbursement requests before 
submission? □ Yes □ No  

Section 6 — Governing Body Oversight 

Does the mayor review financial activity at least monthly? □ Yes □ No  

Does the council receive a financial report at every regular meeting? □ Yes □ No  

Is the financial report presentation documented in the council meeting 
minutes? □ Yes □ No  

Does the council review and approve the annual budget before the fiscal 
year begins? □ Yes □ No  

Section 7 — Documentation and System Controls 

Are bank reconciliations signed and dated by the reviewer? □ Yes □ No  

Are all vendor invoices retained in organized files? □ Yes □ No  

Is QuickBooks closing date set for the prior audited fiscal year? □ Yes □ No  

Is the closing date password held by someone other than the primary QB 
user? □ Yes □ No  

Is the QuickBooks audit trail reviewed at least quarterly? □ Yes □ No  
 

Scoring 
Score Risk Level Recommended Action 

90–100% Yes LOW RISK Controls are substantially in place. Maintain and continue documenting. 

70–89% Yes MODERATE RISK Gaps exist. Address all 'No' items within 60 days. Focus on bank 
reconciliation review and payroll oversight first. 

Below 70% Yes HIGH RISK 
Significant control gaps. Likely audit findings. Address critical items 
(reconciliation review, disbursement approval, payroll oversight) 
immediately. 

 

HIGH-RISK RED FLAGS — Immediate Action Required If Any Apply 

⚠  No one reviews bank reconciliations independently 

⚠  Same person collects cash, deposits funds, and reconciles the bank account with no oversight 

⚠  No documented approval on vendor invoices before payment 

⚠  Payroll processed without mayor or supervisor review 

⚠  Council does not receive or review financial reports at meetings 
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Tool 3: Corrective Action Template 
 

 

For each 'No' answer in the self-assessment, complete one row in this template. Prioritize items from the Red Flags 
list first. 
 

Control Gap Section Corrective Action Responsible Target Date Status 

      

      

      

      

      

      

      

      

      

      
 

ASSESSMENT AND CORRECTIVE ACTION SIGN-OFF 

Assessed By:  ________________________________________     Title:  ________________________________     Date:  _______________ 
 
Reviewed By (Mayor):  ________________________________________     Date:  _______________ 
 
Presented to Council:  □ Yes   □ No     Meeting Date:  _______________ 
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Disclaimer 
 

 

These tools are published by the Arctic Slope Community Foundation as part of the SNAPP Modified Virtual Support 
Program. They provide practical working tools for assessing and documenting segregation of duties and 
compensating controls. 
 

SNAPP provides advisory and technical assistance only. These tools do not constitute legal, accounting, or audit 
advice. Municipalities remain solely responsible for designing, implementing, and documenting internal controls 
appropriate to their circumstances. 
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