ATTACHMENT C: INTERNAL CONTROL QUESTIONNAIRE

PROPERTY MANAGEMENT

To comply with S&L Program rules and to be able to demonstrate compliance, USAC has urged that beneficiaries ”maintain an updated list or file of the status of all work, in order to monitor both the progress of the project and the expenditure of approved funds related to the project.”  Furthermore, USAC urges that beneficiaries “verify – either through an approved internal process or by an independent third party - that all work has been completed and that all equipment is operating properly.”

In addition, USAC urges that beneficiaries ”maintain and update detailed asset registers (including make, model, serial number, and location) for all sites to facilitate the tracking of equipment purchased with USF support.”  See also the USAC guidance at http://www.sl.universalservice.org/reference/bestpractices.asp. 
	Control Question
	Yes/No/NA – To be answered by auditee
	Description of Control – To be completed by auditee

	1) Do you have a property management system that records acquisitions, disposals, and locations of physical assets?
	
	

	2) Are physical assets funded through the S&L Program included in the property management system?
	(If “No”, describe the system used for S&L Program funded assets and answer the following questions for that system.) 
	

	3) Are S&L Program funded assets designated as such in the system?
	
	

	4) Are there policies and procedures that define usage of the property management system?
	
	

	5) Does the property management system include an identification number (such as a serial number or a property ID tag number)?
	
	

	6) Does the property management system capture the method of acquiring each physical asset and the date of the acquisition?
	
	

	7) Can individual assets in the property management system be traced to invoices and/or other records of receipt?
	
	

	8) Are there controls to ensure that the property management system is updated if physical assets are moved or disposed of?
	
	

	9) Do you perform physical inventories and reconcile the counts to the property management system? (If so, how often is this done?)
	
	

	10) Does the property management system provide an audit trail of additions, changes, and dispositions of the physical assets?
	
	

	11) Are physical assets protected from theft?
	
	

	12) Do you maintain any excess inventory of S&L Program funded assets in a secure environment?
	
	


ACCOUNTS PAYABLE/CASH DISBURSEMENTS

To comply with S&L Program rules and to be able to demonstrate compliance, USAC has urged that beneficiaries who use Form 472 (BEAR) to request reimbursement for approved expenses” review and approve the form to ensure that the work has been completed, that the service provider’s bill has been paid in full, and that the reimbursement amount requested is correct.”  In addition, USAC urges that these beneficiaries “maintain a file for each Form 472 (BEAR) submitted to USAC.  This file should contain a completed copy of the Form (including the signature of the service provider) and all supporting documentation.” 

For those who do not use Form 472 for reimbursement, USAC urges that the beneficiaries “review the Quarterly Disbursements Report provided by the Schools and Libraries Program to ensure any payments to service providers are consistent with work actually performed and discounts provided on bills received.”

Furthermore, USAC urges all beneficiaries to “maintain a spreadsheet which tracks either the Form 472 (BEAR) requests for reimbursement or the discounts (in the form of discounts on bills, checks, or credits) provided by the service provider to ensure the committed amount on the FRN(s) has not been exceeded.”  See also the USAC guidance at http://www.sl.universalservice.org/reference/bestpractices.asp.
	Control Question
	Yes/No 

or NA
	Description of Control

	1) Are there policies and procedures that define how billings are recorded and vendor payments are made?
	
	

	2) Are all disbursements reviewed and approved before payment?
	
	

	3) Do you ever use Form 472 (BEAR) for reimbursement of S&L Program eligible expenses?
	(If “Yes”, continue with the next question.  If “No”, skip to question 7.)
	

	4) Before you submit a Form 472 (BEAR), do you ensure that the work has been completed, that the service provider’s bill has been paid in full, and that the reimbursement requested is correct? 
	
	

	5) Do you maintain a file for each Form 472, which includes the following supporting documents, a) vendor invoice or a worksheet supporting the claim, b) proof of payment to the service provider, c) correspondence with vendor regarding payments of the related invoices?
	
	

	6) Do you have a process to identify and remove non S&L Program eligible charges on invoices before submitting each FCC Form 472?
	
	

	7) When receiving discounted services from the service provider, do you maintain files that contain a) vendor invoice or reconciliation worksheet supporting the undiscounted portion of the S&L Program expenditure, b) proof of payment for the undiscounted portion, c) support that the discounted services billed were received and were approved by the Funding Commitment Letter, and d) if possible, copies of the invoice submitted by the service provider to the Schools and Libraries Division?
	
	

	8) Do you review the “Quarterly Disbursements Report” provided by the Schools and Libraries Division to ensure that payments to service providers are consistent with the goods and services received from the service provider and the discounts shown on bills received?
	
	

	9) Do you maintain a spreadsheet or track by another method the total amount of the Form 472 requests and the discounts allowed by service providers to ensure that the FRN(s) has not been exceeded?
	
	

	10) Do your records provide the ability to track S&L Program funded assets from invoices to your property management system?
	
	



S&L PROGRAM APPLICATION & CONTRACTING (FCC FORMS 470 AND 471)

To comply with S&L Program rules and to be able to demonstrate compliance, USAC has urged that beneficiaries maintain a file of the Services Requested and Certification Form (Form 470) and the Services Ordered and Certification Form (Form 471) applications.  See also the USAC guidance at http://www.sl.universalservice.org/reference/bestpractices.asp.
	Control Question
	Yes/No 

or NA
	Description of Control

	1) Is a specific individual responsible for the S&L Program application process?
	
	

	2) Is the responsible individual knowledgeable in S&L Program requirements and processes?
	(If “Yes”, explain qualifications.)
	

	3) Are the FCC Form 470 and FCC Form 471 reviewed and approved by an appropriate official
	
	

	4) Do you have a policies and procedures manual that summarizes the procurement process?
	
	

	5) Do you maintain an S&L Program application file containing the following documents?

a) FCC Form 470

b) FCC Form 471

c) Requests for Proposal, if applicable

d) Copies of all bids

e) Documentation of the award process and the rationale for the bid award

f) Copies of all related contracts

g) Copies of all service provider invoices

h) Copy of the board resolution for any contract award, and 

i) Any other related documentation
	
	

	6) Do you maintain a log of all communications with USAC, including the name of the person making the call, the time and date of the call, the name of the USAC employee who responded to the call, and the substance of the communication?
	
	

	7) Do you maintain a file of all change orders or documentation for verbal change orders?
	
	


