	Description of Control
	
	
	
	N/A
	Comments
	Responsible Individual



	Progress Status
              Successfully meets standard.

              Does not meet standard, but making satisfactory progress towards attainment.
              Does not meet standard; underlying issues have not been addressed.
	Internal Controls over Financial Reporting

Self-Assessment Tool

FINANCIAL CLOSE PROCESS
	Period

Ending: ______________________

Manager’s Signature / Date

	Control Objectives
	Resources

	1. Transactions are valid and documented.

2. All valid transactions are recorded; none are omitted.

3. Transactions are authorized according to agency policy.

4. Transaction documentation is accurately prepared.
5. Transactions are properly classified.

6. Transaction accounting and posting is complete and proper.

7. Transactions are recorded in the proper fiscal period.
8. The risk of fraud or legal noncompliance is considered.
	OAM Chapter 5 – R*STARS
OAM 10.15.00 – Transaction Documentation Requirements

OAM 15.95.00 – Year End Closing and Statewide Reporting
OAM 15.97.00 – Agency Financial Reporting

http://oregon.gov/DAS/SCD/SARS/oam_toc.shtml
Agency Guide to Year End Closing
http://oregon.gov/DAS/SCD/SARS/docs/YEC_Manual.pdf

	Policies, Procedures and Responsibilities

	1. Accounting personnel responsible for recording transactions, making adjustments and performing year end closing activities have the requisite accounting knowledge, skills and experience to perform their duties in accordance with GAAP and governmental accounting and reporting standards.
	
	
	
	N/A
	Comments
	Responsible Individual

	2. 
	
	
	
	
	
	

	3. Agency accounting policies and procedures exist, are kept current and are communicated to appropriate personnel; agency accounting policies conform to the OAM and GAAP authoritative guidance.
	
	
	
	
	
	


	4. Agency account and object classifications are aligned with OAM policies and are consistently used.
	
	
	
	
	
	

	5. Accounting personnel subscribe to applicable statewide mail news lists, including SCD-Mail; SFMS-News; CAFR-Contacts; and OSPS-E-News.
	
	
	
	
	
	

	6. Agency year end close procedures exist, are kept current and are communicated to appropriate personnel; agency close procedures conform to the Agency Guide to Year End Closing and include responsibilities, checklists, due dates and disclosure updates.
	
	
	
	
	
	


	7. Appropriate accounting personnel attend statewide year end close training, conduct timely preclosing reviews, and respond promptly to questions from SARS analysts.
	
	
	
	
	
	

	8. Duties are appropriately segregated in the closing process.
	
	
	
	
	
	

	9. Access to agency accounting and reporting applications is limited to appropriate individuals and is password protected.
	
	
	
	
	
	

	10. Journal entry input is restricted to authorized personnel.
	
	
	
	
	
	

	11. Standardized journal entries are used for recurring journal entries.
	
	
	
	
	
	

	12. A checklist exists to document the standard closing journal entries made at month-end, quarter-end and year-end. 
	
	
	
	
	
	

	13. Journal entries have adequate supporting documentation and are independently validated and approved by the appropriate level of management before being posted.
	
	
	
	
	
	


	14. Procedures detailing the calculation of specific accruals and rules regarding reserves and write-offs are clearly defined, consistently applied and monitored.
	
	
	
	
	
	

	15. A procedure is in place to identify and communicate transaction/events that have significant accounting and/or reporting implications to the accounting unit.
	
	
	
	
	
	

	16. Material nonroutine and nonsystematic transactions (e.g., prior period adjustments, debt issuance, debt refundings) are reviewed by the appropriate level of manager; the manager’s signature on a journal entry log or supporting documentation serves as evidence of the review.
	
	
	
	
	
	

	17. All account balances are reconciled prior to closing the books, including confirmation that interagency transactions are in balance and that subledgers have been reconciled to general ledger control accounts.
	
	
	
	
	
	

	18. Account reconciliations are reviewed and approved by the appropriate manager; current year balances are compared to the prior year; significant variances and reconciling items are investigated and resolved timely.
	
	
	
	
	
	

	19. The financial reporting packages are reviewed and signed by the Controller, Chief Financial Officer or employee with commensurate responsibilities prior to submission to SCD-SARS.
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