Internal Control Policy Outline
Use this outline to develop or refine your organization’s Internal Control Policy in alignment with compliance requirements and operational best practices.
Purpose
Define the purpose of the policy and its role in supporting compliance, financial management, and organizational operations.
Scope
Describe who and what the policy applies to, including departments, staff, and services.
Policy Statement
Provide a clear, high-level statement of the organization’s approach and expectations.
Key Requirements
Outline the core requirements necessary to meet regulatory and operational expectations.
- Segregation of duties across key financial processes (e.g., cash handling, disbursements, reconciliation)
- Defined authorization and approval levels
- Accurate and timely financial reporting
- Safeguarding of cash, assets, and sensitive information
- Reconciliation of key accounts on a regular basis
- Prevention and detection of errors, fraud, and misuse of funds
Procedures
Describe how the policy is implemented in practice, including workflows, responsibilities, and documentation.
- Assign roles and responsibilities to ensure appropriate segregation of duties
- Implement approval workflows for financial transactions
- Perform regular reconciliations (e.g., bank, accounts receivable, accounts payable)
- Maintain documentation supporting all financial activity
- Train staff on internal control expectations and responsibilities
Monitoring & Oversight
Describe how the policy is implemented in practice, including workflows, responsibilities, and documentation.
- Ongoing review of internal control effectiveness
- Identification and correction of control weaknesses
- Periodic internal audits or management reviews
- Oversight by leadership and governing board as appropriate
Documentation & Record Retention
Explain how compliance with the policy is monitored and who is responsible for oversight.
Review & Updates
Identify required documentation and retention expectations.
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