


Internal Controls Mini-Assessment for Small Nonprofits & Businesses
A quick diagnostic tool to help nonprofits identify internal control gaps.
Segregation of Duties
Deposits and disbursements are handled by different people.
Yes ☐  Sometimes ☐  No ☐
Bank reconciliations are completed by someone who does not write checks.
Yes ☐  Sometimes ☐  No ☐
The Executive Director does not have sole authority over financial decisions.
Yes ☐  Sometimes ☐  No ☐
Two people review and approve changes to vendor or payroll information.
Yes ☐  Sometimes ☐  No ☐
Cash handling (if applicable) is separated from recordkeeping.
Yes ☐  Sometimes ☐  No ☐
Approvals & Authorization
Invoices and bills require documented approval before payment.
Yes ☐  Sometimes ☐  No ☐
Credit card transactions are reviewed monthly with receipts attached.
Yes ☐  Sometimes ☐  No ☐
Dual approval is required for payments over a set threshold.
Yes ☐  Sometimes ☐  No ☐
Grant budgets are reviewed and approved before spending begins.
Yes ☐  Sometimes ☐  No ☐
Payroll is reviewed by someone other than the preparer.
Yes ☐  Sometimes ☐  No ☐
Documentation & Recordkeeping
Supporting documents are retained for all expenses.
Yes ☐  Sometimes ☐  No ☐
Grant agreements and restrictions are stored and accessible.
Yes ☐  Sometimes ☐  No ☐
Board minutes document financial discussions and approvals.
Yes ☐  Sometimes ☐  No ☐
A financial policies and procedures manual exists and is followed.
Yes ☐  Sometimes ☐  No ☐
Restricted funds are tracked separately in the accounting system.
Yes ☐  Sometimes ☐  No ☐
System Access & Security
Accounting software access is restricted by role.
Yes ☐  Sometimes ☐  No ☐
Former staff or volunteers are removed from systems immediately.
Yes ☐  Sometimes ☐  No ☐
Only authorized staff can add or modify vendors.
Yes ☐  Sometimes ☐  No ☐
Bank account access is limited and reviewed regularly.
Yes ☐  Sometimes ☐  No ☐
Backups of financial data are maintained and secure.
Yes ☐  Sometimes ☐  No ☐
Oversight & Monitoring
Bank accounts are reconciled monthly.
Yes ☐  Sometimes ☐  No ☐
The board or finance committee reviews financial statements regularly.
Yes ☐  Sometimes ☐  No ☐
Budget-to-actual reports are reviewed monthly.
Yes ☐  Sometimes ☐  No ☐
The organization has a documented year-end close process.
Yes ☐  Sometimes ☐  No ☐
Prior audit findings (if any) have been addressed.
Yes ☐  Sometimes ☐  No ☐
Interpretation
- Mostly Yes: Strong foundation.
- Mix of Yes and Sometimes: Inconsistent controls.
- Several No responses: High exposure.
Next Step
If your assessment raised concerns, schedule a 30-minute Internal Controls Review to outline a 90-day plan to strengthen your controls. Contact info@penniescount.com or visit our website and schedule a free consultation.
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