Comptroller’s manual


Introduction

1. Purpose of the Manual

This financial management policies, procedures and control manual has been developed to strengthen the financial management practices of the University and to provide employees and other interested parties with an accessible source of information regarding the policies, procedures, flow charts and controls which are appropriate and/or required in each particular situation involving financial management.  In addition, this manual provides the University with a training aid, which all related employees can use in order to obtain a full and rapid understanding of their duties and responsibilities.

2. Structure of the Manual

The manual provides the readers with an explanation of those policies, procedures, and flow charts required to carry out their assigned duties. Furthermore, it is tailored to show the logical sequence of steps needed to perform the related activity.

3. Control and Maintenance of the Manual

Access to and maintenance of this manual is responsibility of the Office of the Comptroller.

4. Responsibility of Employee

The information in this manual is the property of the University. Employees shall not consider the manual as their personal property nor take copies with them if they leave the University.

5. Distribution of the Manual / Web site

The manual may be accessed at the university website by all the university employees.  This publication is not available for general distribution; however, copies are distributed to interested parties when approval has been obtained from the comptroller.







