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Purpose
The segregation of duties is an essential part of the internal control system of the Foundation Finance and Accounting Department.

Policies

It is the policy of the Cal Poly Pomona Foundation, Inc. to ensure internal control over Foundation assets by maintaining segregation of duties in all areas of the Finance and Accounting Department.

Procedure

Employees who process payroll (review timesheets, review reports, prepare payroll batches) do not have access to blank checks, check processing, distribution of checks, and are not involved in bank reconciliation.  

Employees in Human Resources who set up new employees for Payroll do not have access to the Payroll processing system, or to blank payroll checks, check signing or distribution of payroll checks.

Employees in Payroll who process payroll checks do not have access to distribution of payroll checks.  With the implementation of the Human Resources-to-Payroll Interface, payroll staff does not have access to new employee set up or changes.

Employees preparing payroll do not have access to the general ledger or any subsidiary ledgers, to any check processing, to any blank checks, or to bank reconciliation. This function is completed by the Financial Systems Department.
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