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General Control Environment 

Answer YES or NO to the following questions:  

Employees  are  familiar with and have access to UNF  Policies and Proced ures Manual 
http://www.unf.edu/president/policies_regulations/A - to -Z.aspx    

The d epartment  has developed written  internal procedures , handbooks, or department -specific 
expectations  to document practices . 

University and department -specific  procedures are communicated  (e.g. through staff meetings and 
training sessions)  to employees  consistently and on a recurring basis.   

Budget Management 

Answer YES or NO to the following questions:  

The department  desig nates specific individual(s) to attend Self Service Budget Development (SSBD) and 
Finance Self Service training .  In addition, divisional year end and auxiliary budget workshops  may be 
necessary.  

The department  head has practices in place to monitor and review departmental financial transactions.  

The department  head designates specific individual (s)  to reconcile budget queries  in Banner  to supporting 
expenditure  documentation.   

The department  head designates specific individual (s)  to reconcile budget queries in Banner  to supporting 
revenue  documentation.  

The reconciliation s are  documented and reviewed by the department head  or other  designated 
individual(s) . 

The department  has an organized filing system in place for financial documents and requir ed supporting 
documentation to ensure  easy retrieval.    

General Expenditures and Procurement 

Answer YES or NO to the following questions:  

The d epartment  has  reviewed the  expenditure matrix �R�Q���W�K�H���3�U�R�F�X�U�H�P�H�Q�W���D�Q�G���&�R�Q�W�U�R�O�O�H�U�¶�V���Z�H�E�V�L�W�H����
https://www.unf.edu/procurement/  and https://www.unf.edu/procurement/PCard.aspx  

Purchases using University funds are made only for business purposes
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Information Technology Management continued 

Staff are skeptical of emails from unknown users and phishing scams  and report all suspicious email via 
�W�K�H���³�3�K�L�V�K���$�O�H�U�W�´���R�X�W�O�R�R�N���E�X�W�W�R�Q����https://www.unf.edu/its/info/phishing -alert.html .  

Access to the department al shared dri ves (including  O:drive , OneDrive , and Teams)  is reviewed at least 
annually  by the data  owners using the UNF Data A ccess Governance tool . https://unf.s ervice -
now.com/help?id=kb_article&table=kb_knowledge&sysparm_article=KB0010129  
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