Detroit Canada Tunnel Corporation Job Definition Worksheet – Internal Auditor
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	Position:


	Internal Auditor
	Name:
	Judy Providenti


Responsibility:  
Responsible for the internal audit and accounts receivable functions of the Detroit & Canada Tunnel Corporation.
	Task
	Standards
	Expectations
	Power to Act

	1. Ensure the reliability and integrity of financial information
	Assist in establishing the  means used to identify, measure and classify financial information as per audits:
· Toll

· Cash Room

· Collectors
	Work with accounting personnel to develop guidelines
	Full responsibility

	
	Review and appraise electronic data processing programs, documentation and systems for integrity  
	· Daily, monthly, annually
· Work with IT to correct report mistakes for new toll system
· Maintain old system in the interim
	Full responsibility

	
	Conduct random checks,  to identify unusual or erroneous financial transactions 
	· Daily
· Monthly
· Annually
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


· Trevor too busy to explain the new system and what is going wrong

· Up to 75% of time is reworking things or finding out how or establishing new procedures 
· Systems down at least 5 times a month
	Task
	Standards
	Expectations
	Power to Act

	2. Audit and facilitate the toll collection function

Related Processes

30-18 Reconcile Tokens Issued Receipts
	Set up a system for tracking toll collection and then conducting audits 
	Same
	Full responsibility

	
	Audit the toll collectors’ counts against the money room count daily
	
	Full responsibility

	
	Conduct periodic monthly audits of the token inventory
	Monthly audits of token inventory
	Full responsibility

	
	Conduct random audits of all toll collector and supervisor working funds 
	monthly 
	Full responsibility

	
	Ensure Toll, Token and Accounts Receivable Processes have limited business risks associated with them and control strategies are in place to limit risk.
	
	Full responsibility

	
	Review toll, token and accounts receivable policies and processes
	Ensure they are documented and up to date.
	Full responsibility

	
	Audit Toll Collectors and Money Room reports 
	For errors, fraud, irregularities and trends
	Full responsibility

	
	Work with Manager, Commercial accounts to ensure appropriate handling of cards, tokens and accounts


	
	Full responsibility

	
	
	
	

	
	
	
	


Issues

· Hard to get info from mechanized toll systems 
· Need to do an audit on the validity of all reports -  no audits of reports before they are sent out   
· 20 out of 30 days incorrect
· Voids of fees not being adequately explained
	Task
	Standards
	Expectations
	Power to Act

	3. Generate toll reports 
	Generate the following toll reports from the toll system on a daily basis:

· Collectors Tour of Duty

· Collectors Tour of Duty Modifications

· Vault report

· Mis-registration report

· Collectors Toll Log Out Sheet
· Traffic reports
	· Vault reports must be provided to Money Room on a daily basis

· Traffic reports are distributed daily

· Verify counts with Money room
	Full responsibility

	
	Generate the following toll reports after the money room completes its daily work

· Periodic System Revenue Report

· Tour Of Duty Reconciliation Report

· Money Room Vaults Counts Report
· Vault Reconciliation Report
· Money Room Bank Deposit Report
	· Verify bank deposits

· Vault and TOD’s are checked for overs and shortages

· Make adjustments to Periodic system


	Full responsibility

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	4. Audit a the Money Room function 
	Audit money room discrepancies 
	· Redeemed tokens vs. what toll collectors reported 

· Initiate appropriate remedial action to confirm
	Full responsibility

	
	Conduct random spot checks of cash room 


	Ensure procedures are being followed
	Full responsibility

	
	Initiate procedures and monitor access to the Money Room   
	Same
	Full responsibility

	
	Provide advice and support to Cash Room


	Same
	Full responsibility

	
	Provide support when electronic systems/data is down 
	Same
	Full responsibility

	
	
	  
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	5. Establish and maintain charge accounts 

Related Processes

30-03 Open New Charge Account

30-09

Collections
	Establish and maintain non revenue charge cards – issued to non paying people like consultants 
	Blacklist charge and non-revenue cards
 
	Full responsibility

	
	Review charge transaction reports

	Same
	Full responsibility

	
	Open and close accounts


	Same
	Full responsibility

	
	Charge collections are reviewed 
	On a bi-weekly basis to coincide with invoicing
	Full responsibility

	
	Review the numbers of non-revenue transactions for legitimacy 
	· In a 15 day period

· To coincide with over/short policy for toll collectors 
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	6. Administer  Accounts Receivable 
Related Processes

30-02 City of Windsor Billing

30-06 Accounts Receivable Deposits

30-07 Gasoline Refund

30-17 Commercial Discounts

30-19 Commercial Invoicing
	Conduct  reconciliation of accounts receivables 
	Monthly
	Full responsibility

	
	Ensure   Accounts Receivable Processes have limited business risks associated with them and control strategies are in place to limit risk.
	Develop new procedures book 
	Full responsibility

	
	Generate an Aged Receivables Report
	Monthly
	Full responsibility

	
	Enter cash receipts 
	Daily
	Full responsibility

	
	Periodic invoicing of all commercial accounts, conduit lease holders, GSA, the City of Windsor, AMMEX Duty Free, transportation companies (for rejects) 
	
	Full responsibility

	
	Prepare cheques for deposit
	Daily
	Full responsibility

	
	Prepare invoices for AP and payroll 
	Weekly 
	Full responsibility

	
	Prepare invoices for payroll 
	Weekly 
	Full responsibility

	
	 Invoice for rentals
	Monthly
	Full responsibility

	
	Invoice for charge accounts
	By weekly  
	Full responsibility

	
	Prepare and issue a discounts report for commercial accounts
	End of month
	Full responsibility

	
	Invoice companies for rejects taken back by guards 
	Monthly
	Full responsibility

	
	Clean up miscellaneous accounts with customers over/under with a phone call 
	Within 5 working days of receiving a payment 
	Full responsibility

	
	Invoice Gov’t Gasoline refunds from Gov’t of Canada

	Same
	Full responsibility

	
	Invoice Amex for utilities they use 
	Same
	Full responsibility

	
	Prepare customer statements for charge account customers
	Same
	Full responsibility


Issues

Over/short policy for toll collectors 

	Task
	Standards
	Expectations
	Power to Act

	7. Prepare and issue financial statements and reports
	Prepare journal entries and month-end reports for Windsor package:

	· Verify the traffic reports

· Scale truck revenues report

· Charge transaction report

· Miscellaneous invoices

· Balancing AR Ledger for month end reports

· Journal entries

· Transit Windsor Summary

· Rejects summary

· Amex bill
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


	Task
	Standards
	Expectations
	Power to Act

	8. Performs other related functions as assigned by manager.
	Maintains a safe and healthful environment by complying with policies and procedures and identifying and anticipating concerns and hazards.
	Same
	Full responsibility

	
	Develop a six month and twelve month work plan  for the Auditing function
	Same
	Full responsibility

	
	Review all processes for which this job is prime
	Identify disconnects and recommends  improvements
	Full responsibility

	
	Identifies development opportunities to improve skills and competencies for the job
	Same
	Full responsibility

	
	Maintains professional and technical knowledge by attending educational workshops and reviewing professional publications
	Same
	Full responsibility

	
	Maintains contacts with external agencies, attends conferences, reads publications and identifies trends to determine their viability   for improvement opportunities at DCTC
	3 – 5 significant opportunities per year
	Full responsibility

	
	Interfaces effectively with all levels of corporate management, supervisory personnel and staff
	Same
	Full responsibility

	
	
	
	

	
	
	
	

	
	
	
	


[image: image1.png]









� Periodic system adjustments need to be done daily on cash detail report  //  Only one side of account is being balanced = own work checked


� Is it worth it ?
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