INTERNAL CONTROLS OVER RECEIVING 

AUDIT PROGRAM
Complete the audit program below to support the Business Unit’s assessment of internal controls over Receiving.  Please disclose (i) whether the controls are working as intended to provide reasonable assurance that goods and services are properly received and reported, (ii) any lack of controls or weaknesses in established controls, and (iii) a corrective action plan or compensating controls for any lack of controls or weaknesses in established controls.    

	Control Objective and Activities
	Testing
	Results of Testing; Corrective Action Plan or Compensating Controls for Weaknesses Identified

	Business Unit ensures goods are properly received for contract and non-contract procurements and has a process that includes verifying the following: 
a. Date of delivery and the individual accepting the delivery are documented.
b. Time of delivery where applicable (e.g., overnight delivery services).
c. Quantity of goods is documented.
d. Description of goods received matches description of goods ordered.

e. Condition of goods received matches quality of goods ordered.
f.  Quantity of goods received is recorded independent of the quantity ordered (e.g., using SFS, the agency’s accounting system, or purchase orders without quantities), maintained and transmitted to Accounts Payable. Incompatible duties are segregated (e.g., purchasing staff should not do receiving). 
	1. Review written policies and procedures related to receiving to determine if they include guidance on items a. – f. or, in the absence of such guidance, determine whether the Business Unit’s practice addresses these items. 
2. For a representative sample of payments, perform the following procedures: 

a. Physically observe the item and evaluate conformity with the item ordered (e.g., match the quantity, description, serial numbers, and/or other identifying information to the purchase order, receiving report, and/or invoice;
b. If there are multiple items, consider observing a representative sample;

c. For perishable or other consumable goods (e.g., paper or produce), consider other evidence as follows:

i. Match receiving documentation to invoice; 

ii. Assess the current process in the Receiving Department for receiving similar goods;

iii. Assess process in the requesting unit for verifying the receipt of these specific goods and similar goods;

iv. Assess the process in Accounts Payable for paying invoices for these goods and similar goods;

v. Observe the existence of similar goods, where possible;

vi. Other (specify)

d. Review documentation accompanying payment to determine whether receipt of goods was promptly and accurately reported to Accounts Payable.

Document material exceptions and review with management.

	

	Business Unit ensures goods are properly delivered to the requesting unit and has a process that includes verifying the following:
a. Goods are delivered to end users upon receipt or in a timely manner.

b. Storage location of purchased goods is recorded, if applicable.

c. Employees are required to sign and date the receiving report upon receipt of goods.  

d. Assets of material value or those that are more susceptible to theft are tracked after they have been received by the receiving unit. 

e. Assets of material value are tracked after they have been received by end users
f. Assets are continuously monitored.

	1. Review written policies and procedures related to receiving goods to determine if they include guidance on items a. – f. or, in the absence of such guidance, determine whether the Business Unit’s practice addresses these items.
2. For a representative sample of payments, perform the following tests for goods/items purchased, particularly those that are susceptible to theft: 

a. Assess the process in the requesting unit for verifying the receipt of these goods.

b. Review payment documentation for appropriate sign-off from requesting unit, where applicable/required by Business Unit policies and procedures.

c. Physically verify the existence of the goods.

d. For goods requested by the receiving unit for its own use, determine whether there was an independent review to ensure the goods ordered were properly authorized and received.  Examine relevant documentation for appropriate sign offs.  Determine whether:

i. Goods purchased were received by the receiving department

ii. Separation of duties existed between Receiving Department, Purchasing Department and Accounts Payable.

iii. Business Unit conducts periodic reviews to ensure goods ordered were properly authorized and received (i.e., supervisory review).
Document material exceptions and review with management.
	

	Business Unit ensures services are properly received for non-contract and contract procurements and has a process that includes verifying the following: 
a. If and when the services are performed.

b. Quality of services performed.

c. Services were performed according to specifications.
d. Sufficient documentation is maintained to support the receipt of services.
e. Communication of payment approval to Accounts Payable.

f. Incompatible duties are segregated.


	1. Review written policies and procedures related to receiving services to determine if they include guidance on items a. – f. or, in the absence of such guidance, determine whether the Business Unit’s practice addresses these items.

2. For a representative sample of payments, consider performing the following procedures:

a. If the service is for a specific work product or deliverable (e.g., report or system), physically observe that work product;

b. If the vendor is billing on a percentage of completion basis, review progress reports and work in progress on site; determine reasonableness;

c. If the vendor is billing on a time and materials basis, review time sheets, payroll, work orders, invoices, or other supporting evidence to show the business unit is paying for actual hours worked and/or materials obtained.  Interview appropriate officials to determine whether the vendor’s work efforts are reasonable based on the time billed;

d. If the vendor is billing based on usage (e.g., toll free numbers) or population served (e.g., training seminars), review usage reports, sign in sheets, training materials, or other supporting evidence for reasonableness;

e. Other (specify).
Document material exceptions and review with management.
	



