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Georgia:




INTERNAL CONTROLS ANALYSIS CHECKLIST

Purpose

The purpose of the Internal Controls Analysis Program is to examine the Entity’s procurement process flow in order to determine if proper internal operating procedures are implemented and adequate oversight is exercised as mandated by the laws of Georgia (O.C.G.A.) and the Georgia Procurement Manual (GPM). 
Entities are required to have Internal Policies and Procedures in place which contain the business process flow of the Entity’s procurement activities to include P-Card policies and procedures.  The Internal Policies and Procedures should provide information for In-House Requisition, internal and State Purchasing approvals, authorized signatures, proper documentation maintenance, internal audits, and oversight.  A clear separation of accounting, receiving, and purchasing duties among procurement staff should be addressed.  Procedures for receiving should be detailed to ensure that all goods received are counted, examined, meet quality standards, and fulfill the requirements of the purchase orders.

The Internal Policies and Procedures should detail how updates are made to ensure the State Entity adheres to the GPM and O.C.G.A.  Clear language should be included in the Internal Policies and Procedures for communication of updates and any State Purchasing information, to include Official Memorandums and changes to the GA Procurement Manual to all appropriate procurement staff.   
	Internal Policies and Procedures
	Y or N

	1. 
	Does the State Entity have current Internal Policies and Procedures in place for procurement?
	

	2. 
	Does the Entity have current P-Card Policies and Procedures in place?
	

	3. 
	Do the policies comply with GA purchasing laws and State Administrative Rules (O.C.G.A and GPM)?
	

	4. 
	Does the Entity review the Internal Policies and Procedures periodically to verify that they meet the business needs of the Entity?
	

	5. 
	Are procedures in place to ensure the Internal Policies and Procedures are updated with State Purchasing Official Memorandums or GPM revisions?
	

	6. 
	Are policy updates communicated to other procurement staff (e.g. Official Announcements, Statewide Contract Announcements, etc.)?
	

	7. 
	Do the procedures address the proper business flow of requisitions, approvals, authorized signatures, and proper documentation?
	

	8. 
	Does the Internal Policies and Procedures address date-stamping of invoices in order to comply with the 30 day payment rule per the GPM?
	

	9. 
	Does the Entity have an established internal audit process to ensure proper oversight of procurement activities?
	

	10. 
	Does the Entity analyze the spending patterns of the various buying units?  
	

	11. 
	Is there a clear separation of accounting, receiving, and purchasing duties among procurement staff?
	

	12. 
	Are there procedures to ensure that all of the goods received by the Entity are counted, examined, meet quality standards, and fulfill the requirements of the purchase orders?
	

	13. 
	Are buyers immediately notified of any changes to their approving official contact information, if approving official is not their immediate supervisor?
	

	14. 
	Does the Entity keep an up-to-date authorized signature list?
	

	15. 
	Does the Entity have an In-House Requisition form?
	

	16. 
	Does the Entity have a records retention policy?
	

	17. 
	Does the Entity keep procurement records in a central location? 
	


	Internal Policies and Procedures (continued)
	Y or N

	18. 
	Does the Entity submit Vendor Performance Reports to SPD through the Supplier Performance Report System ?
	

	19. 
	Does the Entity maintain supplier complaint files?
	

	20. 
	Does the Entity inspect procurement files to ensure that they are being well maintained?
	

	21. 
	Does the Entity have remote locations that maintain additional files?
	

	22. 
	Does the Entity properly decal equipment over $1,000 as per State Requirements or BOR requirements?
	

	23. 
	Is the State Purchasing Division kept abreast of any changes to the Entity’s Organizational Information? 
	

	24. 
	Is State Purchasing notified of any changes to the APO/CUPO through submission of a Designation of State Entity Procurement Officer (APO or CUPO) form SPD-OP001?
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