ROBINSON COLLEGE OF BUSINESS

EXPENDITURE REVIEW POLICY

PURPOSE:

This policy is implemented in order to comply with the University’s Internal Control

Policy and, more specifically, its Expenditure Review Policy, and thereby reduce the

College’s financial risk. The University’s policy, stated in a June 2, 2003 memo from former
President Carl Patton, states:

Expenditure review is an area needing continuing attention. Because of

financial risk exposure, department financial managers should review

expenditures (including payroll charges) for each account within their area

of responsibility. This internal control requires that Deans and Vice

Presidents take the necessary steps to ensure that such reviews are being

performed and documented on a timely basis. Job descriptions and

performance evaluations should clearly identify these responsibilities for

persons to whom you delegate budgetary management.

POLICY:

Each department/unit will designate a reviewer for each state funded account (to include indirect cost recovery, if applicable).  (Account is defined as a single speedtype.)   Each month after the previous month’s business activity has closed (around the 10th), the reviewer will begin the review process by printing out a detail report (Actuals Drilldown Report or Budget Progress Report) of the previous month’s expenditure activity for each speedtype.   After reviewing the expenditures for accuracy, appropriateness, and completeness (initiating any action necessitated by errors), the reviewer will sign and date the report. Next, the reviewer will share the information with the Administrator responsible for the account (e.g., Chair, Unit Head, Director). The Administrator will review, initial and date each report.  Signed reports and supporting documentation must be kept on file within the department/unit for review by university auditors.  By the 30th of each month, reviewer will send a copy of the signed reports to the Dean’s Office.  Dean’s Office staff will review submissions for completeness.

While this policy focuses on expenditures made from state funded accounts (to include indirect cost recovery accounts), departments should also perform the same review on all other accounts under the control of the unit (i.e., sponsored project accounts, continuing education accounts, departmental sales and services accounts, agency accounts, tech fee project accounts and any other areas of funding under the control of the unit.)  These reviews should also be kept on file within the Department for review by university auditors.
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