Washington University

Internal Audit Department

Internal Control Questionnaire – Clinic operations

Clinic:  ___________________________________

                                                                                                         Manager                                                                                        Auditor

   Question
                                                                                     Response                                                                     W/P          Sign-off                                                                                      


	1
	a.
What are the names of the physicians that see patients in this clinic?

b.
Which days of the week do the physicians schedule patients?


	
	
	

	2
	Who schedules patients for appointments in IDX (specify employee name(s), position, and location)?


	
	
	

	3
	a.
Who enters patient “arrivals” and cancellations in IDX (specify employee name(s), position, and location)?

b.
Are “arrivals” entered in IDX at the time patients arrive for their appointment?  If not, when are “arrivals” entered in IDX?

c.  Are the employee(s) who enter “arrivals” and “cancellations” restricted from the following:

-      collection responsibilities and from access to cash drawer?

-    charge entry capabilities (via IDX FN2 or FN1000)?

-    posting receipts (via IDX FN4)  

-    clearing items on the Missing Charges list? 


	            yes            ____   no

            yes            ____   no

            yes            ____   no

____    yes                       no 

____    yes                       no 


	
	

	4
	a.
Who collects payments from patients (specify employee name(s), position, and location)?

b.
How do you determine the proper copayment amounts to collect?

c.
Are the employees who collect payments from patients restricted from the following:

-   entering patient “arrivals” and cancellations in IDX?

-  IDX charge entry (via IDX FN2 or FN1000)?
-    posting receipts (via IDX FN4)  

-  clearing items on the Missing Charge List?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no
	
	

	5
	a.
Are records, such as logs, maintained in detail of cash, checks, and credit card payments received?

b.
Are receipts issued for all payments received regardless of the form of payment, i.e., cash, check, credit card?

c.
Are two-part receipts used so that one copy is given to the payor and one copy is kept by the department?


If not, please explain.

d.   Are the issued receipts:  

-   pre-numbered

-   maintained in a secure location

-   reconciled to monies received

e.
Are checks restrictively endorsed immediately upon receipt with the following “For deposit only, Washington University, department name”?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no
	
	

	6


	a.
How much money is maintained in the petty cash fund (to change patient copays)?

b.
Is this change fund kept separate from patient collections (i.e., so as not to commingle change fund with copayments received, but both can be kept in the same drawer).  

c.
How much are patient collections on a daily basis (please estimate)?

d.
Who balances cash drawer (specify employee name(s), position, and location)?

e.
Who closes out credit card machine transactions (specify employee name, position, and location)?

f.
Is the cash drawer balanced by custodians at the end of every day by ensuring total monies in cash drawer equals record of payments received plus the starting petty cash fund?

g.   Is the supervisor notified immediately if the cash drawer is found to be out-of-balance?

h.
Is the cash drawer safeguarded in a locked area or facility prior to deposit?  

-
    Please explain

i.   Is access to the petty cash fund and patient payments restricted to the custodian and a back-up person?

-  Who all has access to the cash drawer (specify employee name(s), position, and location)?

j.
Are periodic surprise counts of the cash drawer performed by someone in the department, other than the custodian, to ensure the fund is reconciled? 

k.
If the answer to 6.j. is “yes”, how frequently are these surprise cash counts performed?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no


	
	

	7
	a.
Who prepares the deposit, including RV entry into FIS (specify employee name(s), position, and location)?

b.
Who delivers the deposit to the bank or to the Medical School‘s Cashier or to the depository located at the CAM (specify employee name(s), position, and location)?

c.
Are deposits of patient payments made on a daily basis (i.e., no later than the next business day? 

d.
If the answer to 6c. is “no”:

-  How frequently are deposits made?

-  Has a dollar threshold been established above which deposits are made at the end of the day?   What is the dollar amount?

e.
Is the employee who prepares the deposit restricted from:

-   entering patient “arrivals” and cancellations in IDX?

-   IDX charge entry (via IDX FN2 or FN1000)?
-   posting receipts (via IDX FN4)  

-   clearing items on the Missing Charge List?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no
	
	

	8
	a.
Who is responsible for entering charges (specify employee name(s), position, and location)?

b.
Are the employees who are responsible for charge entry restricted from:

-    entering patient “arrivals” and cancellations in IDX?

-    posting receipts (via IDX FN4)  

-    clearing items on the Missing Charge List?

-    access to the cash drawer or undeposited patient payments?  


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no
	
	

	9
	a.
Who is responsible for researching items on the Missing Charges List (specify employee name(s), position, and location)?

b.
How frequently is the Missing Charges List reviewed?

c.   Is the employee responsible for reviewing the Missing Charges List restricted from:

-    IDX charge entry (via IDX FN2 or FN1000)?
-    posting receipts (via IDX FN4)  

-    access to the cash drawer or undeposited patient payments? 

d.  Does a Supervisor / Manager monitor whether items are cleared timely?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no
	
	

	10
	a.
Who is responsible for ensuring all fee tickets are collected (specify employee name(s), position, and location)?

b.
Are all fee tickets required to be turned in by the clinic to the Business Office (including those for cancellations, no-shows, and no-charge visits)? 

c.
Are fee tickets required to be turned in to the Business Office on a daily basis?
d.
Does an employee with no cash handling responsibilities verify all fee tickets are collected by comparing fee tickets turned in by clinics against the expected number per the original, first-run patient appointment log? 

e.
Who is responsible for performing the function described in 10.d.? (specify employee name(s), position, and location)?

f.
Does an employee with no cash handling responsibilities reconcile actual patient payments received (per original records of payments received) to that day’s deposit per the cashier-verified RV entered in FIS? 

g.    If the answer to 10.f. is “yes”:

-    Are reconciliations reviewed by a supervisor?

-    Are reconciliation differences between FIS and records of payments received researched and corrected on a timely basis and reviewed by a supervisor?

h.
Who is responsible for performing the function described in 10.f.? (specify employee name(s), position, and location)?


	____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no

____    yes            ____   no


	
	

	11
	a.  Does WU Physician Billing Services (PBS) post payments in IDX?

b.   If the answer to 11.a. is “no”, who posts payments to IDX (specify employee name(s), position, and location)?

c.  How frequently are the records of receipts forwarded to payment posting?

d.   How are records of receipts delivered to payment posting (e.g., inter-office mail, electronically transmitted)?


	          yes            ____   no
	
	

	12
	a.  Are ALL clinic charges (office visits, procedures, products purchased) processed through IDX?

b.  If the answer to 12.a. is “no”, please explain.  


	          yes            ____   no
	
	

	13
	a.  Are there any products or medical supplies sold to patients?  

b.  If the answer to 13.a. is “yes”, please list such products.  

c.  For those products listed under 13.b., are periodic inventories taken of these products so that net inventory usage is reconciled to actual charges processed in IDX using the following formula:
Beginning inventory 1

 

+
Total quantities received 2

-
Ending inventory 1   
Inventory usage

-
Actual charges processed in IDX 3       


   Difference (to be analyzed if material) 4

1 Source:  Inventory count records

2 Source:  Delivery records or on-line receiver in FIS.

3 Source:  IDX charge activity

        4 Difference could be due to unbilled charges or inventory theft
d.  Do separate employees perform the following duties and include names of employees responsible:

     -  initiate inventory order 

     -  approve inventory order

     -  receive inventory

     -  distribute inventory 

e.  Are inventories of patient products stored in a locked, restricted facility, accessible only by a few employee(s)?  
f.  List name(s) of employees having access to inventory.


	          yes            ____   no

          yes            ____   no

          yes            ____   no

          yes            ____   no
	
	


1

