UNIVERSITY OF HOUSTON SYSTEM

INTERNAL AUDITING DEPARTMENT

UHD DEPARTMENTAL REVIEW

INFORMATION REQUEST


COLLEGE/DIVISION LEVEL - GENERAL INFORMATION 

· Organizational Chart.
· Listing of Centers, Institutes, and Programs.
· Listing of Operational Activities.
· Goals and Objectives.
· Performance Measures.
· Operating budget, inclusive of salaries (current and previous fiscal year).
· Total FTE’s by faculty, staff, and student workers (current and previous fiscal year).

DEPARTMENT LEVEL – PLEASE PROVIDE THE ITEMS LISTED FOR EACH DEPARTMENT
GENERAL INFORMATION 
· Completed Employee Information Form (attached in email).
· Completed Cost Center Information Form (attached in email).
· Completed Departmental Review Self-Assessment (attached in email).

· Copy of your Organizational Chart.
POLICIES, PROCEDURES, REQUIRED TRAINING, AND REPORTING
· Copy of your Departmental Policies and Procedures/Desk Manual table of contents, or a listing of departmental policies.

COST CENTER MANAGEMENT
· Explanation for fund equity deficits (based on fund group, for non-project/grant cost centers only) at the end of the most recently closed fiscal year, and copies of exceptions granted.

· Explanation for current budgetary deficits (for project/grant cost centers only).

HUMAN RESOURCES
· Listing of the last three full-time employees who were terminated either voluntarily or involuntarily. 

CHANGE FUNDS & CASH RECEIPTS
· Request for Establishment or Modification of Departmental Cash Fund (Change Fund and/or Petty Cash Fund).
· Copies of Accounts Receivable policies and procedures.

CONTRACT ADMINISTRATION
· Listing of contracts entered into in the current and previous fiscal year, the person responsible for monitoring the agreement, and the agreement amount.
PROPERTY MANAGEMENT
· Copy of the Designation of Property Custodian form.
SCHOLARSHIPS
· Copies of written scholarship procedures (note – if College/Division procedures apply to all departments, please submit only one copy with an explanation)

