Agency-Level Internal Control Assessment

Process or Transaction-Level Control Activity Assessment

Exhibit 27:  Purchasing – Issuing Purchase Orders


	

	This Control Implemented and Operating Effectively
	Agree/Disagree
	Comments

	1. Purchases of equipment, supplies, materials, or services of whatever kind, the cost of which are to be paid by the agency are made only by written purchase order duly signed by the official authorized to do so.
	    FORMDROPDOWN 

	      

	2. Employees have been made aware that if a purchase is made without a valid and approved purchase order (when one is required by law or regulations), it is not an obligation of the state.
	    FORMDROPDOWN 

	     

	3. Procedures are in place to periodically examine open purchase orders to determine if they should be adjusted or perhaps closed.
	    FORMDROPDOWN 

	     

	4. Procedures are in place to electronically submit purchase orders to be paid out of funds appropriated for any fiscal year by June 30 or the date specified by DFA.
	    FORMDROPDOWN 

	     

	5. Procedures are in place to ensure that proper expenditure object codes as set forth in Section 25.60.20 of the MAAPP Manual are used on purchase order documents and that all other required purchase order fields are populated with correct accounting codes.
	    FORMDROPDOWN 

	     

	6. Procedures are in place whereby vendors are notified on a timely basis (before service begins or goods are shipped) that a purchase order cannot be issued to them unless they first have a vendor number in SAAS.  Agency furnishes a vendor file maintenance form to new vendors.
	    FORMDROPDOWN 

	     

	7. Procedures are in place to consolidate orders in order to take advantage of quantity discounts.
	 FORMDROPDOWN 

	     

	8. Procedures are in place to insure budget authority/cash exists prior to solicitation for procurement.
	 FORMDROPDOWN 

	     

	9. Procedures are in place to ensure that only authorized employees within agency request purchasing staff to procure goods and services and that such request are through written communication.
	 FORMDROPDOWN 

	     

	10. Procedures are in place to ensure that segregation of duties exist between purchasing, receiving and payment of goods and services.
	 FORMDROPDOWN 

	     

	11. Procedures are in place which allows information pertaining to the results of any bid to be reviewed on the premises of the agency in accordance with Section 1.201-02 of the DFA Office of Purchasing and Travel Procurement Manual and the agency’s open records policy.
	 FORMDROPDOWN 

	     

	12. Procedures are in place whereby claims are filed promptly for goods damaged in shipment.
	 FORMDROPDOWN 

	     

	13. Procedures are in place to ensure that SAAS security profiles are consistent with segregation of duties.
	 FORMDROPDOWN 

	     

	14. A summary memo regarding the soundness of the internal controls over the purchasing function is included in the agency’s internal control plan.
	 FORMDROPDOWN 

	     

	Conclusions Reached and Actions Needed:
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