


















































































































































b} For those entities reporting on the governmental accounting model, review the minutes
from all regularly scheduled board/finance committee meetings held during the fiscal year
and observe whether the minutes from at least one meeting each month referenced or
included monthly budget-to-actual comparisons on the general fund, guarterly budget-to-
actual comparisons, at a minimum, on all proprietary funds , and semi-annual budget-to-
actual comparisons, at a minimum, on all special revenue funds. Alternatively, for those
entities reporting on the not-for-profit accounting model, observe that the minutes
referenced or included financial activity relating to public funds if those public funds
comprised more than 10% of the entity’s collections during the fiscal period.

Results: No exceptions were found as a result of applying the procedure.

¢} For governmental entities, obtain the prior year audit report and observe the unassigned
fund balance in the general fund. if the general fund had a negative ending unassigned fund
balance in the prior year audit report, observe that the minutes for at least one meeting
during the fiscal period referenced or included a formal plan to eliminate the negative
unassigned fund balance in the general fund.

Results: Per the prior year audited financial statements, the unassigned fund balance of the
general fund was not negative at the end of the prior year.

d) Observe whether the board/finance committee received written updates of the progress of
resolving audit finding(s), according to management’s corrective action plan at each
meeting until the findings are considered fully resolved.

Results: There were no findings in the prior year audited financial statements, as such, this
procedure is not applicable.

Collections (excluding electronic funds transfers)

2. Obtain a listing of deposit sites for the fiscal period where deposits for cash/checks/money
orders (cash) are prepared and management’s representation that the listing is complete.
Randomly select 5 deposit sites {or all deposit sites if less than 5}.

Results: CRI obtained a listing of deposits sites and management’s representation that the
listing was complete. There is only one deposit site.

3. For each deposit site selected, obtain a listing of collection locations and management’s
representation that the listing is complete. Randomly select one collection location for each
deposit site {e.g., 5 collection locations for 5 deposit sites), obtain and inspect written policies
and procedures relating to employee job duties (if there are no written policies or procedures,
then inguire of employees about their job duties} at each collection location, and observe that
job duties are properly segregated at each collection location such that

a} Employees responsible for cash collections do not share cash drawers/registers;

Results: No exceptions were found as a result of applying the procedure.



b} Each employee responsible for collecting cash is not also responsible for preparing/making
bank deposits, unless another employee/official is responsible for reconciling collection
documentation (e.g., pre-numbered receipts) to the deposit;

Results: No exceptions were found as a result of applying the procedure,

¢} Each employee responsible for collecting cash is not also responsible for posting collection
entries to the general ledger or subsidiary ledgers, unless another employee/official is
responsible for reconciling ledger postings to each other and to the deposit; and

Results: No exceptions were found as a result of applying the procedure.

d} The employee(s) responsible for reconciling cash collections to the general ledger and/or
subsidiary ledgers, by revenue source and/or custodial fund additions, is {are} not also
responsible for collecting cash, unless another employee/official verifies the reconciliation.

Results: No exceptions were found as a result of applying the procedure,

Obtain from management a copy of the bond or insurance policy for theft covering all
employees who have access to cash. Observe that the bond or insurance policy for theft was in
force during the fiscal period.

Results: No exceptions were found as a result of applying the procedure.

Randomly select two deposit dates for each of the 5 bank accounts selected for Bank
Reconciliations procedure #3A (select the next deposit date chronologically if no deposits were
made on the dates randomly selected and randomly select a deposit if multiple deposits are
made on the same day)}. Alternatively, the practitioner may use a source document other than
bank statements when selecting the deposit dates for testing, such as a cash collection log, daily
revenue report, receipt book, etc, Obtain supporting documentation for each of the 10 deposits
and

a) Observe that receipts are sequentially pre-numbered.
Results: The District does not utilize pre-numbered receipts.

b} Trace sequentially pre-numbered receipts, system reports, and other related collection
documentation to the deposit slip.

Results: No exceptions were found as a result of applying the procedure.
¢} Trace the deposit slip total to the actual deposit per the bank statement.
Results: No exceptions were found as a result of applying the procedure,

d} Observe that the deposit was made within one business day of receipt at the collection
location (within one week if the depository is more than 10 miles from the collection
location or the deposit is less than $100 and the cash is stored securely in a locked safe or
drawer}.

Results: One of the deposits selected for this procedure was not made within one husiness
day of receipt.



e} Trace the actual deposit per the bank statement to the general ledger.
Results: No exceptions were found as a result of applying the procedure,

Non-Payroll Disbursements (excluding card purchases, travel reimbursements, and petty cash
purchases)

6. Obtain a listing of locations that process payments for the fiscal period and management’s
representation that the listing is complete. Randomly select 5 locations (or all locations if less
than 5}.

Results: CRI obtained listing of locations that process payments and management’s
representation that the listing was complete. There is only one location that processes
payments.

7. For each location selected under procedure #7 above, obtain a listing of those employees
involved with non-payroll purchasing and payment functions, Obtain written policies and
procedures relating to employee job duties (if the agency has no written policies and
procedures, then inquire of employees about their job duties), and observe that job duties are
properly segregated such that

a} At least two employees are involved in initiating a purchase request, approving a purchase,
and placing an order or making the purchase;

Results: Purchases over $2,000 require Board approval. The Executive Director has the
ability to initiate a purchase request, approve the purchase, and place an order/make a
purchase under $2,000.

b) Atleast two employees are involved in processing and approving payments to vendors;
Results: No exceptions were found as a result of applying the procedure.

¢} The employee responsible for processing payments is prohibited from adding/modifying
vendor files, unless another employee is responsible for periodically reviewing changes to
vendor files;

Results: The employee responsible for processing payments is also responsible for
adding/modifying vendor files. Another employee does not periodically review changes to
vendor files.

d} Either the employee/official responsible for signing checks mails the payment or gives the
signed checks to an employee to mail who is not responsible for processing payments; and

Results: No exceptions were found as a result of applying the procedure,

e} Only employees/officials authorized to sign checks approve the electronic disbursement
{release} of funds, whether through automated clearinghouse (ACH), electronic funds
transfer {EFT}, wire transfer, or some other electronic means.

Results: No exceptions were found as a result of applying the procedure,



8.

For each location selected under procedure #7 above, obtain the entity’s non-payroll
disbursement transaction population (excluding cards and travel reimbursements) and obtain
management’s representation that the population is complete. Randomly select 5
disbursements for each location, obtain supporting documentation for each transaction, and

a} Observe whether the disbursement, whether by paper or electronic means, matched the
related original itemized invoice and supporting documentation indicates that deliverables
included on the invoice were received by the entity, and

Results: No exceptions were found as a result of applying the procedure,

b} Observe whether the disbursement documentation included evidence (e.g., initial/date,
electronic logging) of segregation of duties tested under procedure #7 above, as applicable.

Results: Except for the lack of segregation previously described in procedure #7 above, no
exceptions were found as a result of applying the procedure.

Using the entity’s main operating account and the month selected in Bank Reconciliations
procedure #3A, randomly select 5 non-payroll-related electronic dishursements {or all
electronic disbursements if less than 5) and observe that each electronic disbursement was (a)
approved by only those persons authorized to disburse funds (e.g., sign checks) per the entity’s
policy, and (b} approved by the required number of authorized signers per the entity’s policy.
Note: If no electronic payments were made from the main operating account during the month
selected the practitioner should select an alternative month and/or account for testing that
does include electronic disbursements.

Results: There were no non-payroll electronic disbursements during the fiscal period, as such,
this procedure is not applicable.

Credit Cards/Debit Cards/Fuel Cards/Purchase Cards {Cards)

10. Obtain from management a listing of all active credit cards, bank debit cards, fuel cards, and

11.

purchase cards {cards} for the fiscal period, including the card numbers and the names of the
persons who maintained possession of the cards. Obtain management’s representation that the
listing is complete.

Results: CR! obtained a listing of all active credit cards, bank debit cards, fuel cards, and
purchase cards (cards) for the fiscal period and management’s representation that the listing is
complete.

Using the listing prepared by management, randomly select 5 cards {or all cards if less than 5}
that were used during the fiscal period. Randomly select one monthly statement or combined
statement for each card {for a debit card, randomly select one monthly bank statement). Obtain
supporting documentation, and

a) Observe whether there is evidence that the monthly statement or combined statement and
supporting documentation (e.g., itemized receipts for credit/debit card purchases,
exception reports for excessive fuel card usage) were reviewed and approved, in writing (or
electronically approved) by someone other than the authorized card holder (those instances
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