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INTRODUCTION

The purpose of the Accountability Audit Readiness Program (AARP) is to maximize audit readiness for successful financial audits. In July 2012, Dr. Fitzgerald requested the development of a new model and approach to coordinating all quality measurement, accountability and improvement activities inclusive of the auditing components of public health practice. As a result, an interdisciplinary workgroup made up of District and State Office Public Health representatives from the Inspector General’s Office, Office of Finance, District and County Operations, Office of Nursing, District Offices, and others was formed to develop tools and processes for strengthening current audit and quality measurement processes, by developing an audit readiness resource to improve readiness and accountability.  

Audit readiness is the ability of an organization to state with confidence that it is ready for a review of its financial statements and/or programmatic deliverables, and that it has all the required documents in order to support those assertions. The Georgia Department of Public Health Audit Readiness Toolkit is designed to help both State Office and District staff in promoting and achieving this level of readiness.
The guidance and tools within this toolkit are currently designed for the purposes of fiscal audits only and are adherent to Generally Accepted Accounting Principles (GAAP) and the State Accounting Office (SAO). Careful consideration is given to the differences in fiscal requirements between State Office and District administration. 

The Georgia Department of Public Health uses the term “Audit” to refer to an assessment of financial data, statements, records, operations and performances for compliance with GAAP, GAGAS and other federal guidelines conducted by the Office of Audits. It is the intent of the AARP to expand the toolkit to include guidance for “Program Reviews” which DPH considers assessments of compliance with required deliverables and standards of care conducted by State-level programs within the Georgia Department of Public of Health. These reviews may or may not be federally required and sometimes include a fiscal assessment. 

TAB 2

Policy #AU-02001

External Entities Audit Standards and Sanction Policy

(This policy is eight pages in length.)

  Policy AU-02001 Audits



TAB 3

Policy #AU-02002

Audit Exceptions, Fund Deferrals and Allowances Policy
(This policy is three pages in length.)

Policy AU-02002 Audit Exceptions, Fund Deferrals, and Allowances

TAB 4

Policy #AU-02003
Financially Weak and High Risk Contractors Policy
(This policy is four pages in length.)

 Policy AU-02003 Financially Weak High Risk Contractors

TAB 5

Policy #AU-02004

Audits Policy
(This policy is five pages in length.)

Policy AU-02004 Audits


Guiding Principles for Financial audits 

REVISED
Purpose: The purpose of the Guiding Principles for Financial Audits is to assist the Department of Public Health (DPH) and the District / County Boards of Health Contractors in: (A) fulfilling fiscal oversight responsibilities (B) guiding the preparation for the audit (C) conducting the onsite audit (D) following up after the onsite audit processes (E) improving audit performance.

All individuals involved in the financial audit are to abide by these guiding principles in a professional, transparent, cooperative and courteous manner. 

1. Communication:

(A) 
Auditors and district staff should follow the DPH Communication Protocol and complete the DPH communication online training course. A copy of the current organizational chart, or a list of persons in authority with whom the preliminary audit findings should be discussed, will be provided by the District/County and used by the auditor.

(B) 
There should be ongoing communication between the auditor and the District/County staff during the audit. The following Communication is expected periodically during the audit. The Auditor covers the points below and any others in writing, and the District/County management replies in writing using the AARP Daily Review Form or the e-mail equivalent of the AARP Review Form. (See Annex D of State-District Guidelines for Conducting an Audit)
· Items audited to date. 
· Observations recognized as exemplary. 
· Additional information or documentation needed upon specified date. (Also indicates whether or not the requested information was requested previously).

· Clarification regarding variance from standards. 
· Clarification regarding interpretation differences.

· Other Topics of interest or concerns. 
· Whether or not there is a need for the Director of Audits to be involved.
(C) 
It is unacceptable for anyone, auditors or district management to intimidate, frighten, threaten or imply misconduct. 

(D) 
Audit preliminary reports are considered confidential until the final audit report.  The final audit report is then public information. All findings will be deemed “preliminary findings” until the final report; however, please remember that preliminary audit reports are subject to open records requests. All preliminary reports should include the following disclaimer: “This is only a draft report.  It shows the auditors’ current preliminary findings based on an initial review of the documents. No conclusions should be drawn from this draft report.  It has not yet been presented to the subject of the audit, and the subject has not yet had an opportunity to point out mistakes or provide additional documents and information that might change these preliminary findings.  Only after that process has taken place will a final report be prepared.”
(E)
All issues should be resolved at the lowest level possible. Where this is not possible, the District Health Director, Director of Audits and Inspector General should be notified immediately. 

2. Accountability is the obligation to show that financial resources entrusted to the district are used for the purpose of the annex of the Master Agreement. Auditors are required to trace expenses to determine if obligations meet federal standards and to determine if the financial system employed by the district can be relied upon to produce those statements. 
3. Readiness.  Maximize readiness for financial audits. The standards, requirements and expectations should be clear and understood by the auditors as well as District/County staff for there to be success with audits. 
(A) State auditors should standardize a list of advance documents and summarize the items in one request 45 days prior to the audit, and present it to the District.  This is after the initial 60 day audit notification.
(B) All information and documentation is available for review at the District 

Finance Office. Most audits are conducted at the District office. If there is a need to visit an individual county, this will be coordinated with the District office.

4. Adherence to local operating hours and protocol.  Auditors need to be cognizant of the District/County site’s policies and procedures, business hours of operation and infrastructure limitations, such as staffing and space. Documents and materials provided during the audit process should remain on the premises, should not be removed from the premises and should be treated with confidentiality and care. The district staff nor the audit team should remove items from the audit room or insert/add items without the knowledge of the appropriate district staff and/or audit team members.
(A)  Local Board of Health have their own Policies and Procedures that should be followed by all auditors unless it conflicts with Generally Accepted Government Auditing Standards (GAGAS).
(B)  Auditors should accept the space provided by the District for the on-site review as long as the facilities are conducive to an audit. The room must have locking doors to secure the documents being reviewed and space in which to spread the work between the auditors.
5. Focus on Established Standards. Audits must be based on established standards which are referenced to the substantiate audit findings.

STATE-DISTRICT PREPARATION GUIDELINES FOR CONDUCTING AN AUDIT
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introduction

Well-planned, properly structured auditing programs are essential for effective risk management and ensuring adequate internal control systems are in place.

The guiding principles outline the expectations for effective audit functions. It is the duty and responsibility of every individual involved in the audit process to abide by these guiding principles in a transparent and consistent manner.

PREPARATION
Auditors’ Preparation

I. Auditors should be familiar with the program objectives and deliverables before conducting the audit.
Site Selection Process 

I. Site selection is based on State and Federal requirements.

II. The Office of Audits develops the timeframe for conducting district audits based on a 

bi-yearly schedule (i.e., every other year). This ensures that each district is audited within a 24 month time period. NOTE: Unannounced site visits are also included in the yearly Office of Audits schedule. 

III. Audit Manager and the Lead Auditors will identify within the yearly audit schedule a timeframe to conduct the audit as well as the Program(s) that will be audited.
At Least 60 Business (or calendar) Days Prior to the Audit:

I. The Audit Manager identifies the Lead Auditor(s) and team members who will conduct the on-site audit.
II. The District will be notified of the audit, the programs being audited, purpose of the audit, initial documents required upon the arrival of the audit team and the time frames of the audit. This will be done by an e-mail to the district with a letter of notification attachment and followed up with a phone call.
Notification letter should include (see Annex A):

(A) Date(s) of visit(s).
(B) Purpose and scope of the on-site audit.

(C) Location of on-site audit.

(D)  Pre-audit Conference

(E) Type of audit - Identifies whether the audit will be a single program audit (one program) or a combined audit of multiple programs.

III. Upon receipt of the Notice letter, the Auditee:

(A) Informs appropriate staff who may not be included on the notice letter such as District Nursing Director(s) and other designees.

(B) Assigns a staff person to serve as the primary contact or liaison during the on-site audit.

(C) Locates and makes available all records, documents, reports, etc. requested by Lead Auditor. 

(D) Notifies Lead Auditor(s) if requested documents are located at another site than the site(s) identified to be visited. 
(E) Notifies the Audit Manager and Lead Auditor(s) if the scheduled audit date(s) are not feasible for the District. The Audit Manager, Lead Auditor(s) and the Auditee will identify and mutually agree upon alternate date(s) to conduct the audit.
Forty Five (45) Business (or calendar) Days Prior to the On-site Audit:

I. Audit Confirmation 

(A) The District will receive an email confirming the scheduled audit. The email confirmation will include: 

1. Confirmation of the programs audited.
2.  The scheduled audit dates.
3. The approximate time of the Entrance and Exit conference.
4. The names and assignments of the audit team members. 

5. Notify the Auditee of infrastructures that will be needed, that is, desk, workstation space, telephone, and internet connectivity, etc.

6. The name(s) and contact information of the person(s), in addition to the primary liaison, who will be our liaison during our visit (This is in addition to the primary liaison). Each program being audited should appoint a liaison as well.
7. Notice that the auditors will conduct interviews and clinic visits.

8. Provide a list of documents needed as part of the preliminary review (separate email attachment). The preliminary documents are due 2 weeks (10 business days) after the email notice is forwarded to the district.  Electronic copies of the requested preliminary documents are preferred. 
II. Upon receipt of the Audit Confirmation Notice, the Auditee:

(A) Locates and makes available the infrastructure requested by audit team.

(B) Auditee will forward documents to the Office of Audits by the stated deadline.
(C) Contact the Audit Manager or Lead Auditor(s) if the auditee has any questions or concerns. 
III. Pre-Audit Conference

(A) Arrange a Pre-audit conference with the district to discuss the requirements for the audit, answer questions, address concerns and meet District personnel. The pre-audit also includes representatives from the State Program Office. 
1. A pre-audit meeting request is forwarded, via email, to the district. The request includes a listing of proposed meeting dates and time and a listing of the State Office members who will be present. Once the District confirms the dates and times, the Lead Auditor forwards a meeting invitation and schedules the appropriate venue. 
2. Pre-audit meetings are conducted at the District Administrative Office, via Video Interactive Conferencing System (VICS) or via Conference call. The location of the District determines the method used. 

3. The Pre-audit conference includes the following:
a) An overview of the Audit Process.
b) Audit Scope which includes a review of prior audit findings and Corrective Action Plan implementation.
c) Communication during the Audit.
d) Agency Liaison(s) Responsibilities.
e) Tentative Itinerary.
f) Debriefing Process (Daily and Mid-point debriefings). 

g) Question and Answer Session.
Three (3) business days prior to the Audit 

The Lead Auditor contacts the primary liaison by email and/or telephone to confirm the audit visit. The Lead Auditor will submit an e-mail confirmation which includes the two (2) week Audit Itinerary (see Annex B). 
Entrance Conference

Upon arrival, the Lead Auditor conducts an entrance conference for the District Health Director, District Administrator, Program Managers and other applicable agency employees.  The entrance conference will confirm the information discussed during the pre-audit meeting and will cover the following items:
I. Introductions
II. Purpose of the Audit visit (overview of the audit process)
III. Audit Scope which includes a review of prior audit findings and Corrective Action Plan implementation.

IV. Debriefing Process (Daily and Mid-point debriefings) 
V. Management Representation Letter

VI. Audit Communication Methods
VII. Confirms the name of the person who will serve as the Auditee primary contact/liaison during the audit

VIII. Sign-in sheet (record of attendees)

During the Audit

While conducting the audit, the Auditors should:

I. Respect the integrity of the documents, reports and records being reviewed. (Documents should not be torn or mishandled. Food handling should not occur while in the vicinity of District records).
II. Refer to the Auditee primary contact/liaison when in need of clarification; this ensures that you are talking to the right staff.
III. Complete the e-mail equivalent of the AARP Review Form at various points during the audit to summarize requests. (see Annex D)
IV. Allow Auditee the opportunity to clarify auditors’ questions or concerns or to provide missing documents.

V. Notify District staff when they are leaving making sure all records are secured either by the district or the audit staff and leave their space tidy and organized before leaving for the day.
VI. If the Auditee primary contact/liaison feels uncomfortable discussing concerns or questions about the audit with the Lead Auditor, then he/she should immediately notify the District Health Director, Director of Audits and Inspector General. Should the matter remain unresolved after having been brought to the attention of the above mentioned parties, the matter will be presented to the DPH Chief of Staff (or Commissioner) who will review the matter of concern and work with the Director of Audits to find a resolve. The same process should be observed by auditors. 

Exit Conference

Upon completion of the audit, the Lead Auditor conducts an exit conference with the District Health Director, District Administrator, Program Managers and other applicable agency employees. The Exit Conference discussion covers the following items:
I. Introductions.
II. Reconfirm the Audit Scope Audit Scope including the  review of prior audit findings and Corrective Action Plan implementation.

III. Preliminary Findings including possible disallowance of funds (Financial Settlements).
IV. Points of Excellence noted during the audit.
V. List of Items Pending Further Review including submission of additional documentation. 
VI. Supplementary Exit Conference – Additional findings discovered post-audit.
VII. Draft Reports and Final Report process.
VIII. Options available to the agency if management disagrees with the findings, financial results, or any other area of the audit.
IX. Sign-in sheet (record of attendees).
Post-Audit 

I. Comments and recommendations regarding the audit process should be submitted at the conclusion of the audit by way of the Audit Feedback Form. A copy should be provided to both the Division of District and County Operations and the Inspector General’s Office. 
II. The district will be notified of any additional deficiencies discovered. Documentation may be requested in response to the additional deficiencies.  A conference with the District and State Office staff will be held if the deficiencies result in additional preliminary findings. The debriefing will be conducted via Video Interactive Conferencing System (VICS) or conference call, prior to the release of the preliminary report(s). 

Preliminary Report(s)
I. The assigned auditors review the audit working papers and then compose the preliminary audit report(s), which is a draft report that includes any potential findings. 
(A) When audits of multiple programs are conducted, the Office of Audits will provide the Auditee separate reports for each program audited.  

II. The Department of Public Health (DPH) Audit section Director releases the draft preliminary audit report for discussion purposes only. Accordingly, the draft preliminary audit report is subject to change. Information contained in the report is proprietary and should not be forwarded. Only the following individuals/organizations receive a copy of the draft audit report: 
(A) The Auditee. 
(B) The applicable Division(s) and section Director(s). 

(C) Department of Public Health (DPH) Officials.
III. If a finding is found to be unsubstantiated it will be administratively removed from the preliminary report and will not be included in the final report. 

Corrective Action Plan (CAP)

I. A district must respond to each preliminary finding, either with a corrective action plan or with a statement as to why the preliminary finding is incorrect. The agency will be permitted 30 days to send in a Corrective Action Plan (CAP) in response to any findings. 
II. If the district is unable to respond within the 30 day time frame an extension can be requested. The request can be sent via e-mail or attached letter. It should be addressed to the Audit Director copy to the Audit Manager and Inspector General.
III. The corrective actions in the CAP should be numbered to correspond with the preliminary finding numbers and should give a brief description of the steps the district is taking to correct the discrepancy. All findings must be addressed.
IV. If a disagreement arises over some of the preliminary findings, they must be resolved within 60 days after the submittal of the Office of Audit’s Response to the CAP from the District. As required by our agreement with the programs, the programs will work with the district to settle any unresolved preliminary finding issues including financial settlements.  
Final Report(s)
I. If a finding is found to be unsubstantiated it will be administratively removed from the final report. Uncontested Corrective Action Plans will be included in the final report. 

II. The final report is released when queries have been resolved jointly. If queries are not resolved, the Auditee Agency can request a Formal Exit Conference. (Policy No. AU-02004).
III. If the Auditee finds any discrepancies within the final report once released, a request for Formal Administrative Review can be requested within 30 business (or calendar) days of receiving the final audit report transmittal letter. (Policy No. AU-02004)
Follow-Up 

The Department of Public Health (DPH) Audits Section will perform follow up visits to confirm implementation of corrective action plans. Subsequent audits always include a follow up to determine that Corrective Action Plans were implemented. 
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Date
Annex A     

District Health Director 

(Inside mailing address) 

Dear (District Health Director),

This letter is to provide you formal notification that the Georgia Department of Public Health, Office of Audits will conduct a combined review of the following the (Health District to be Audited) Public Health programs:

· Women, Infants and Children (WIC) for Federal Fiscal Year (Year Under Review)
· Emergency Preparedness (EP) for State Fiscal Year (Year Under Review)
· Ryan White Part B (RW Part B) for Federal Fiscal Year (Year Under Review)
The combined review is scheduled for two (2) weeks commencing Monday (Beginning date) through Friday (End Date). We will be using the Department of Public Health agreed upon procedures that are applicable to each program in accordance with Generally Accepted Government Auditing Standards (GAGAS). Please note that we reserve the right to revise or expand our work to ensure that our final report is complete and addresses the issues we determine are most relevant to the review.

The auditor in charge will contact you as well as your department staff to coordinate and schedule a pre-review meeting to discuss the review objective, procedures, standards, requirements and expectations. It will also provide the office of audits as well as the State program representative(s) the opportunity to answer any questions concerning the review that you or your staff may have.

The following original records and information for each program and each fiscal period(s) under review should be made available to the auditor(s) upon arrival at your agency on Monday (Beginning date).
1. Bank statements, reconciliations, canceled checks and deposit receipts.

2. Bank Signature Card(s) – the copy received from the bank.

3. Grant-In-Aid (GIA) documentation.

4. Documentation to support Indirect Cost charges.

5. Rental/Lease agreement(s) (if applicable).

6. Current Inventory listing(s). 

7. All journals and registers. 

8. Program expenditure documentation including supporting documentation.

9. Vendor contracts, including contracts for internal and external health care providers, and supporting documentation. 

10. Monthly Income and Expense Reports for Ryan White Part B grant year (Year Under Review).
11. Budget Allotment Summary Sheets for Ryan White Part B grant year (Year Under Review).

12. Budget Form(s) and Budget Revision Form(s) submitted to the state for Ryan White Part B grant year (Year Under Review).

13. Budget and Budget Revision Approval Letter(s) for Ryan White Part B grant year (Year Under Review). 
14. Quarterly Expenditure Reports submitted to the state for Ryan White Part B grant year (Year Under Review).
15. Inter/Intra Agency Agreements (if applicable).

16. Detailed payroll reports including documentation to support the payroll transactions.

17. Contract agreement between your agency and the Georgia Department of Public Health.

Your cooperation in making available all of the requested information is appreciated. If you have any questions or concerns, please contact (Audit Manager’s name) at audit.manager@dph.ga.gov  or telephone at 404-111-1234 or (Lead Auditors) lead.audtors@dph.ga.gov or 404-222-5678.

Sincerely,

Robert W. Gauspohl

RWG/(initials of person composing the letter)
cc: 


Annex B

Accountability Audit Readiness Program Guidelines

Site Visit Agenda

Sample

Date_______________________               Site______________________

Agenda 

Entrance Conference 

Audit Process 
 LUNCH 

Continuation of Audit Process

Exit Conference 

Annex C

Audit Feedback Form

Purpose:  This form is to be completed by the District/County audited after receiving the final report of the audit.  A copy of this form should then be sent to both the Inspector General’s Office and Office of District and County Operations, 2 Peachtree Street, NW, Atlanta, Georgia 30303.

	    
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	
	
	1
	2
	3
	4

	1.
	The audit process was consistent with the AARP Guiding Principles.  
	
	
	
	

	2.
	The audit identified opportunities for improvement in a constructive and helpful manner.
	
	
	
	

	3.
	The auditor(s) communicated with appropriate staff during the audit.
	
	
	
	

	4. 
	The requirements/standards supporting any audit exceptions and/or deficiencies are clear and substantiated.


	
	
	
	

	5.
	The written report was consistent with the exit conference. 
	
	
	
	

	6.
	The auditors conducted themselves in a professional manner.
	
	
	
	


7.  What was helpful about the audit process?

8.  Are there areas for continuous quality improvement that could be of benefit to the audit readiness process?

9.  Other comments:

Annex D
AARP Review Form

(An e-mail in a similar format can be substituted)

Date: _______________      

                      District: _____________________________

Auditor: __________________________               Program: _____________________________

	The following has been audited to date: 
	On Track

(Y/N)

	1.



	

	2.


	

	3.


	

	4.


	

	5.


	

	District Comments:



	The following observations are recognized as exemplary: 
	Staff Recognition

(Name)

	1.


	

	2.
	

	3.
	

	4.
	

	5.


	

	District Comments:



	The following information/documentation is needed for review during the audit by ______/_____/______.
	Previously

Requested

(Y/N)

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	District Comments:



	Clarification is needed regarding the following variances from standards or interpretation differences: 



	

	District Comments:



	Other Concerns: 

	

	District Comments:




Is there cause for the Director of Audits to get involved? (Yes   ( No
Signature of Lead Auditor ____________________________
            Date ____________

Signature of District/County Management _________________________ Date ____________

INTERNAL CONTROLS QUESTIONNAIRE

FINANCIAL MONITORING TOOL

Introduction

This Financial Monitoring Tool is the result of an inter-governmental partnership established by AGA in cooperation with the US Office of Management and Budget. The purpose of this tool is to provide uniform guidance for sub recipient monitoring. It is intended to be used by state agencies as a guide in establishing sub recipient monitoring programs and should be used in conjunction with the Risk Assessment Monitoring Tool,

This tool should assist with the following:

· Determining that the federal grant purposes are being met;

· Identifying and remedying problems before an audit;

· Ensuring that recipients and sub recipients understand program requirements and have policies and procedures in place to meet them;

Internal Controls

To the maximum extent possible, the organization should segregate responsibilities for receipt and custody of cash and other assets; maintaining accounting records on the assets; and authorizing transactions. In the case of payroll activities, the organization, where possible, should segregate the timekeeping, payroll preparation, payroll approval, and payment functions.

1. Briefly describe the segregation of responsibilities to provide an adequate system of checks and balances? Please attach any written policies or procedures that have been developed.

2. Are specific officials designated to approve payrolls and other major transactions? If so, please list names.

Yes_____ No_____

3. Do the procedures for cash receipts and disbursements include the following safeguards?

a. Receipts are promptly logged in, restrictively endorsed, and deposited in an insured bank account.

Yes_____ No_____

b. Bank statements are promptly reconciled to the accounting records, and are reconciled by someone other than the individuals handling cash, disbursements and maintaining accounting records.

Yes____ No____

c. All disbursements (except petty cash or EFT disbursements) are made by pre-numbered checks.

Yes____ No____

d. Supporting documents (e.g., purchase orders, Invoices, etc.) accompany checks submitted for signature and are marked "paid" or otherwise prominently noted after payments are made.

Yes____ No____

e. Checks drawn to "cash" and advance signing of checks are prohibited.

Yes____ No____

f. Are multiple signatures required on checks?

Yes____ No____

f-1. If yes, how many signatures are required (please include applicable thresholds)?

g. Please list the individual(s) who are authorized to sign checks

	Name
	Position/Title

	
	

	
	

	
	

	
	

	
	


h. Is the signing of the checks done electronically? Yes____ No____

h-1. If yes, please list the individual(s) who have authorized use of the check signature machine

	Name
	Position/Title

	
	

	
	

	
	


h-2. Is the check signing machine and signature plate(s) safeguarded and kept under effective control? Yes____ No____

h-2-a. Please explain.

i. If checks are signed electronically, are  alsoecks are signed electronically, zed to manually sign checks 






























































manual check signatures also permitted?

Yes____ No____

i-1. If yes, Please list the individual(s) who are authorized to manually sign checks

	Name
	Position/Title

	
	

	
	

	
	

	
	


k. Do any of the individuals listed as authorized check signers have signature stamps?

Yes____ No____ 

k-1. If yes, is the use of the signature stamps to sign checks permitted?

Yes____ No____

k-2. If yes, please list the individual(s) who have access to the signature stamps

	Name
	Position/Title

	
	

	
	

	
	

	
	


4. Are employees and other individuals in positions of trust covered by adequate fidelity bonds?

Yes____ No____

5. Are individuals in a position of trust required to take vacations and their duties performed by others while on vacation?

Yes____ No____

a. Please provide the name(s) and title/position(s) of the alternate staff member(s) performing the duties of the staff member on vacation. Please include the name(s) and title/position(s) of the individual(s) for whom the alternate(s) provide coverage. 

Accounting

1. Does the organization have written accounting policies and procedures to assure uniform practice in the following areas?

a. If so, are the policies/procedures mandated by the cognizant, Federal and/or State Agency?  Yes _____ No ______ N/A ______

If yes, please indicate by placing an X by the appropriate selection(s):

 Cognizant Agency ____

Federal Government _____

State Government   _____

2. Does the organization use the same policies and procedures for accounting for and expending Federal funds as it does for its State funds?

Yes____ No____

3. Are all appropriate accounting staff trained on, and have access to, current federal policies, procedures, and instructions on accounting for and expending Federal funds?

Yes____ No____

4. What system does the organization use to record accounting transactions? (i.e. QuickBooks, Visual Bookkeeper, Socrates Media, Peachtree or a custom System)? ____________________________________________

a. Has the organization changed the accounting system used to record accounting transactions within the previous 4 years?  Yes _____ No ____

b. If yes, please provide the name(s) of the previous system(s) used?

5.  Please identify key accounting staff and their specific job duties. Specific job duties and responsibilities  may be included as an attachment.

	Position/Title
	Name
	Position number
	Position Title
	Job Duties

	Procurement
	
	
	
	

	Contract 
	
	
	
	

	Administration
	
	
	
	

	Payroll
	
	
	
	

	Timekeeping
	
	
	
	

	Inventory
	
	
	
	

	Vendor Payments
	
	
	
	

	Grants Budgeting 
	
	
	
	

	Accounting
	
	
	
	

	Cash Management
	
	
	
	

	Supplanting
	
	
	
	

	Maintenance of Effort
	
	
	
	

	Allowable Costs
	
	
	
	

	Indirect Costs
	
	
	
	

	Audit Resolution
	
	
	
	

	Records Retention
	
	
	
	

	Other Positions:
	
	
	
	


6.  Pleaseplace an X by the accounting system used by the organization A. ____Cash Basis

B. ____Accrual Basis

C. ____Modified Accrual

7. If the agency reports on the modified accrual basis, are there adequate controls, such as checklists for statement-closing procedures, to ensure that open invoices and amounts for goods and services received are properly accrued or recorded in the books or controlled through worksheet entries?

Yes____ No____ N/A____

8.How are Federal funds identified and tracked in the accounting system?

9.Are sources of non-Federal funds identified and tracked in the accounting system?

Yes____ No____

10. Does the entity use a Chart of Accounts and Accounting Manual required by the state or cognizant agency?

Yes____ No____

11. Is there sufficient detail in the entity’s Chart of Accounts to meet federal reporting requirements?

Yes____ No____ Not Sure____

12. Does the entity’s accounting manual describe the criteria for an obligation?

Yes____ No____ Entity does not have an accounting manual____

      A. If yes, please provide a copy of the accounting manual.

13.  For each Federal grant, does the accounting system provide information the following? Please provide yes or no answer in the space provided.
	A. Authorizations Y / N
	

	B. Obligations Y / N
	

	C. Funds received Y / N
	

	D. Program Income Y / N
	

	E. Sub awards Y / N
	

	F. Outlays Y / N
	

	G. Unobligated balances Y / N
	


14. Are obligations recorded by?

      A. Funding Sources  Yes____ No____

      B. Object code  Yes____ No____15. Does the accounting system allow for the liquidation of prior-year obligations?

Yes____ No____

      A. If no, what is the entity’s policy for the liquidation of prior year obligations?

16.Are accounting records supported by source documentation (e.g., canceled checks, paid bills, payrolls, contract and sub grant award documents, etc.)

Yes____ No____

A. If not, why not?

B. Who is the custodian of the accounting records for the organization?

17. Are  checks identified by? Please provide yes or no answer in the space provided.
	A. Grant Number? Y / N
	

	B. Expense classification? Y / N
	

	C. Funding source? Y / N
	

	D. Transaction date? Y / N
	


18. Are purchasing and payment functions separate? 

Yes____ No____

19. Do accounting staff review the following prior to entry into the system (Please provide yes or no answer in the space provided):

	A. Authorizations Y / N
	

	B. Purchase Orders Y / N
	

	C. Payments? Y / N
	


20. Are requests for payment to the grantor based on information from the accounting system?

Yes____ No____

A. If not, how are such requests determined?

21. Does the system provide for prompt and timely recording and reporting of all financial transactions?

Yes____ No____

22. Are there controls to preclude?

A. Over-obligation Y ___ N___

B. Under- or Overstatement of un-liquidated obligations Y___ N___

C. Duplicate payments? Y___ N___

D. Inappropriate charges to grants Y___ N___

23. Are all reports prepared on the same basis as the accounting? 

(cash, accrual, modified accrual)? Yes____ No____

24.  During each state fiscal year(s), did the organization comply with the requirement to liquidate outstanding obligations within 90 days of the end of the grant period, in the time frame stated in the award or as prescribed in a program regulation?

Yes____ No____

A. If no, was a waiver obtained from the grantee?

Yes____ No____

Cash Management

1. Does the entity receive advances or receive cash or checks for all grants?

    Yes____ No____

2.  Are all receipts (e.g., Federal grant funds and all other funds including program income) deposited daily?

Yes____ No____

A. If no, how often are they deposited? _________________________________

B. Are all receipts deposited intact?

Yes____ No____

3. Are receipts controlled by registers?

Yes____ No____

4.  Is the cash receipts function performed by someone other than the person who is responsible for signing checks, reconciling bank accounts or maintaining noncash accounting records, such as accounts receivable, the general ledger, or the general journal?

Yes____ No____

A. Please provide the name(s) and position/title(s) of the individual(s) performing the cash receipts function?

	Name
	Position/Title

	
	

	
	

	
	

	
	


B. Please provide the name(s) and position/title(s) of the individual(s) who maintain the accounts receivable, the general ledger and the general journal?

	Name
	Position/Title

	
	

	
	

	
	

	
	


5. Does the organization have policies and procedures to ensure that the time elapsing between the transfer of funds and the disbursement of those funds is minimized?

Yes____ No____

6. Are bank statements received directly, unopened by the person who prepares the bank reconciliation?

Yes____ No____

7.  Are bank statements reconciled at least monthly?

Yes____ No____

b) The name(s) and position/title(s) of the individuals who reconcile the bank statements?

	Name
	Position/Title

	
	

	
	

	
	

	
	


8. Are paid checks examined for date, name cancellation and endorsements at the time the reconciliation is prepared?

Yes____ No____

9. Are checks or supporting documents identified by grant, number, date and expense classification?

Yes____ No____

10. Do supporting documents accompany checks when they are submitted for signature?

Yes____ No____

11. Are supporting documents canceled to prevent reuse? 

Yes____ No____

     If yes, please explain how?

12. Are invoices or vouchers approved in advance by authorized officials?

Yes____ No____

13. Are voided checks properly canceled and retained for future examination? Yes____ No____

A. Please explain.

14. Are blank checks secured? Yes____ No____

A. Please explain.

15. s the practice of drawing cash payable to “cash” or “bearer” prohibited?

Yes____ No____

 16.  Are procedures in place to prevent checks from being issued on verbal authority?

Yes____ No____

 17.  Are employees prohibited from having custody of any unrecorded cash or negotiable instruments of the agency?

Yes____ No____

 Record Retention and Access

1. Does the sub-recipient have or follow state-mandated policies and procedures governing the retention of records that are (Place an X by those that apply):

A. ____ Fiscal

B. ____ Programmatic

2. Do the entity’s policies meet or exceed Federal retention requirements for:

A. General Requirements: Three years from the final expenditure report or audit resolution or other action, whichever is later?

Yes____ No____

B. Real Property and Equipment: Three years from the date of disposition or replacement or transfer at the direction of the awarding agency?

Yes____ No____

3. Has the sub grantee retained all records related to pending litigation, claims negotiations, audits, or other actions involving records, beyond the regular record retention requirement?

Yes___ No____ N/A____

PROGRAM FISCAL

 Budget Formation and Administration

1. Does the Agency have an operating budget for each of its grants?

Yes___ No___

2. Who are the key persons responsible for developing and reviewing the budget(s) for the entity?

	Name
	Position/Title

	
	

	
	

	
	

	
	


3. Do the budgetary estimates of revenues and expenditures consider trends established in recently-completed budget periods and general economic conditions?

Yes____ No____ N/A____

4. Does the organization have fiscal controls that result in the following?

A. Control of expenditures within the approved operating budget?

Yes____ No____

B. Management review and approval prior to issuing budget amendments or incurring obligations or expenditures which deviate from the operating budget?

Yes____ No____

5. Is there timely, periodic financial reporting to management, including program managers, which permit the following:

A. Comparison of actual expenditures with the budget for the same period?

Yes____ No____

B. Comparison of revenue estimates with actual revenue (including program income, if applicable) for the same period?

Yes____ No____

6. Is the responsibility for maintaining budget control established at all appropriate levels?

Yes____ No____

7. What steps are taken if projected revenues are not sufficient to cover actual expenditures?

8. Has the organization reflected the receipt of program income, if any, in its operational budgets?

Yes____ No____

9. Are line items costs for the grant award consistent with the program-office approved budget for the grant?

Yes____ No____ N/A____

10. Were there expenditures recorded in the function that were not approved by

the program office?

Yes____ No____

11. Does the agency’s operating budget reflect sufficient non-federal funds to match the federal funds during the grant period of the fiscal years under review? (This control should assure continuation of services that the associated federal funds can be claimed.)

Yes____ No____

Program Income
This section is applicable to all programs, not just the programs under review. 

1. Does the entity receive program income as the result of activities of Federal programs?

Yes____ No____

If NO this section is NOT APPLICABLE.

If yes, identify the programs and activities that generate program income. Please include all programs and activities (if additional space is needed, you may add the program listing as an attachment).
2. Does the organization have written policies and procedures on the receipt and obligation/expenditure of program income?

Yes____ No____

3. Is a single individual assigned the responsibility for the receipt of program income funds?

Yes____ No____

a. If yes, please provide the name and position/title

4. Is a single individual assigned the responsibility for the obligation of program income funds?

Yes____ No____

a. If yes, please provide the name and position/title

5. Is the individual listed in question  number 3 and the individual listed in question  number 4 the same person?

Yes____ No ____ N/A____

6. Do the sub recipient’s policies and procedures assure that program income is obligated properly and during the required period?

Yes____ No____ N/A____

7. For the fiscal years under review, provide the dollar amounts for each source of program income (You may include as an attachment).

8.  Were there any costs incident to the generation of program income? Yes____ No____

A. If yes, were the costs deducted from gross income to determine net program income?

Yes____ No____

9. Was any interest earned on any program income received?

Yes____ No____

10. If the answer to #9 was YES, was that interest added to the program income account that gave rise to that interest income?

Yes____ No____

11. Does the sub recipient have procedures to identify and record program income to the correct accounts?

Yes____ No____

12. Do appropriate members of the entity’s staff understand and know how program income should be reported when using the deduction (reduce costs for the program) and addition (count as revenue) alternatives?

Yes____ No____

13. Was the program income used in accordance with the authorized use alternative?

Yes____ No____

14. Was program income reported on the financial status reports and Schedule of Expenditure of Federal Awards for the fiscal year(s) under review? 

15. Was any program income counted toward satisfying the non-Federal share requirement for the fiscal year(s) under review?

Yes____ No____

A. If yes, was there prior authorization by the grantee agency?

         Yes____ No___

17. If program income is not used during the fiscal year earned and is rolled over to the next fiscal year, is the income used during the next fiscal period? 

Yes ___ No ___

A. If no, why not?

Payroll/Time Distribution

1. Are there written policies and procedures governing payroll administration?

Yes____ No____

2. Are payrolls supported by time and attendance or equivalent records for individual employees, including part-time employees?

Yes____ No____

3. Are time and attendance records approved by the supervisors?

Yes____ No____

4.  Is the payroll periodically verified?

Yes____ No____

    A. Please explain? 

5. Are payroll charges reviewed against the program’s operating budget?

Yes____ No____

    A. Are deviations reported to management for follow-up action?

Yes____ No____

6. Where employees are expected to work on a single Federal award or cost objective, are the charges for their salaries and wages supported by periodic certifications that the employees worked solely on that program for the period covered by the certification?

Yes____ No____

    A. If yes, are the certifications prepared at least semi-annually?

Yes____ No____

 B. Are the certifications signed by the employee or supervisory official who has firsthand knowledge of the work performed by the employee?

Yes____ No____

7. Are there written policies on recording time distribution, such as timesheets, for employees who work on more than one program or cost objective?

Yes____ No____

8. Does the entity require time distribution records, such as timesheets, for employees who work on more than one program or cost objective?

Yes____ No____

If no, skip to question No. 16.

9. Where employees work on multiple activities or cost objectives, is the distribution of their salaries or wages supported by personnel activity reports, timesheets or equivalent documentation?

Yes____ No____

10. If the answer to question number 9 is yes, do the personnel activity reports, timesheets or equivalent documentation meet the following standards?

   A. They reflect an after-the-fact distribution of the actual activity of each employee?

Yes____ No____

   B. They account for the total activity for which each employee is compensated?

Yes____ No____

C. They are prepared at least monthly and must coincide with one or more pay periods?

Yes____ No____

D. They are signed by the employee? Yes____ No____

E.  Are signed by someone who directly manages/supervises the employee or an alternate authorized to sign on the behalf of the manager or supervisor during his or her absence?

Yes____ No____

11. If budget estimates or other distribution percentages are used to support salary and wage charges to Federal awards, are they used for interim accounting purposes only?

Yes____ No____

      A. If yes, please explain:

12. Does the entity’s system for establishing estimates produce reasonable approximations of the activity performed?

Yes____ No____

13. Are at least quarterly comparisons made of actual costs to budgeted distributions based on monthly personnel activity reports?

Yes____ No____

14. Are adjustments made to costs charged to Federal awards based on the activity actually performed? (Note: These adjustments can be made annually only if the quarterly comparisons show differences between budgeted and actual costs of less than 10 %.)

Yes____ No____

15.   Are the budget estimates or other distribution percentages revised at least quarterly, if necessary, to reflect changed circumstances?

Yes____ No____

16. . Does the entity utilize a substitute system for allocating salaries and

wages to Federal awards?

Yes____ No____

 A. If yes, was the substitute system approved by the Federal cognizant agency?

Yes____ No____

B. Was the substitute system implemented as approved by the cognizant agency?

Yes____ No____

 Purchases and Expenses/Expenditures

1. Are the budget(s) reviewed before ordering goods and services?

Yes____ No____

2. Who decides which budget and account an expense, including programmatic expenses, are charged to? 

3. The name(s) and position/title(s) of the Individual(s) who are responsible for ensuring that approval from the State Program Office is obtained prior to purchasing items that require State approval?

	Name
	Position/Title

	
	

	
	

	
	

	
	


4. Are the invoices recorded in the accounts payable journal immediately upon receipt?

Yes____ No____

5. Are invoices verified against the following (Please provide yes or no answer in the space provided):

	A. Purchase Orders Y/N
	

	B. Receiving Reports or Receipts Y/N
	


6. Are invoices approved by an authorized official?

Yes____ No____

a. Please explain?

7. Are invoices verified to a listing of authorized vendors and contracts prior to issuing payments?

Yes____ No____

a. Please explain?

8. Are checks, supporting documents and account distributions reviewed and initialed by an employee other than the person processing the payment?

Yes____ No____

A. If not, please explain

B. If yes, please list the individual(s) who are authorized to review and initial payments

	Name
	Position/Title

	
	

	
	

	
	

	
	


 Procurement

1. Does the organization have policies and procedures for procurement, including purchasing of goods and services for clients? If so, please include a copy.

Yes____ No____

2. Do the organization’s procurement policies and procedures meet the following standards?

A. Does the organization contract’s administration ensure that contractors perform in accordance with the terms, conditions, and specifications of the contracts or purchase orders?

Yes____ No____

B. Does the organization provide specific oversight to guard against fraud, waste, and abuse?

Yes____ No____

C. Does the organization conduct a cost or price analysis in connection with every procurement action?

Yes____ No____

D. Does the sub grantee attempt to obtain the most economical purchase?

Yes____ No____

E. Are purchases (including purchase orders) in writing?

Yes____ No____

F. Do purchases (including purchase orders) include a description of?

    1. Services to be performed or goods to be delivered?

        Yes____ No____

    2. Dates when services will be performed or goods delivered?

        Yes____ No____

    3. Locations where services will be performed or goods will be delivered?

        Yes____ No____

3. Does the organization ensure that any purchase order or contract includes clauses required by Federal statutes and executive orders and their implementing regulations?

Yes____ No____

4. Is all procurement conducted using full and open competitive procurement procedures?

Yes____ No____

A. Does the organization prescribe a minimum number of bids that should be required to proceed to procure goods and services?

Yes____ No____

B. If yes, what number is the minimum?________________________

C. If yes, what is the purchase amount required? _________________

5. Sole source practices

A. Does the organization ever use sole source procurements?

Yes____ No____

B. Does the organization have requirements that must be met for sole source procurements? 

Yes____ No____

B-1.If yes, please explain?

C. Have all of the organization’s requirements been met when sole source procurements have been used?

Yes___ No____ N/A____

D. Does the organization comply with Federal sole source requirements?

Yes____ No____

6. Is there a written code of conduct for the organization’s employees involved in procurements?

Yes____ No____

A. If yes, does the code of conduct address conflicts of interest? Please provide us with a copy of the procurement code of conduct. 

Yes____ No____

7. Does the organization have an evaluation process to ensure that awards are only given to responsible contractors?

Yes____ No____

A. Please explain. 

8. Do the organization’s records contain sufficient detail meet Federal requirements governing the history of procurements?

Yes____ No____

9. Does the organization set limits on the dollar amount of a procurement of supplies and equipment for which an official may be solely responsible?

Yes____ No____

10. Does the organization set thresholds based on the type of procurement method use?

Yes____ No____

A. Provide detail on these thresholds

B. When is approval needed to exceed these thresholds?

C. Who may approve exceeding these thresholds?

11. Is there separation of responsibility between an authorization to purchase and the subsequent authorization to pay?

Yes____ No____

12.  Are requisitions, purchase orders, and receiving slips pre-numbered?

Yes____ No____ 

      A. Are requisitions, purchase orders, and receiving slips safeguarded?

Yes____ No____ 

      C. Please explain.

13. Does the system have controls to ensure that payments are based on written invoices that include a description of:

     A. Services performed or goods delivered?

         Yes____ No____

     B. Dates services were performed or goods delivered?

         Yes____ No____

     C. The location services were performed or goods delivered?

         Yes____ No____

14. Does the organization check the Excluded Parties List System or otherwise ensure that the following entities are neither suspended nor debarred before awarding them sub grants or contracts?    
  Yes____ No____

If No, please explain

      A. All sub grantees regardless of award amount?

          Yes____ No____

      B. All recipients of procurement contracts of $100,000 or more?

          Yes____ No____

      C. All contractors that have procurement contracts regardless of amount of     the contract?

          Yes____ No____

15. Does the organization have policies and procedures requiring the submission of lobbying certification from all recipients of sub grants or procurement contracts in excess of $100,000?

Yes____ No____

16. Do contracts supported with federal funds contain the following required provisions?

A. Remedies for breach, sanctions and penalties?

Yes____ No____

B. Termination for cause and convenience?

Yes____ No____

C. Compliance with federal statutes and executive orders?

Yes____ No____

D. Reporting requirements?

Yes____ No____

E. Copyrights?

Yes____ No____

F. Access by federal agencies or the Comptroller General of the US to records of the contractor?

Yes____ No____

G. Retention of records for three years after final payment

Yes____ No____

A. ? If no, explain why not? 


17. Does the agency maintain a contract administration system that ensures contractors perform in accordance with the terms, conditions and specifications of the contract?

Yes____ No____

18. Does the contract administration system have controls to ensure that contracts are in writing (purchase order okay) and that they include a description of:

A. Services to be performed or goods to be delivered?

Yes____ No____

B. Dates when services will be performed or goods delivered?

Yes____ No____

C. Locations where services will be performed or good will be delivered?

D. The number of recipients to be served?

Yes____ 
No____
N/A____

Indirect Costs

If the indirect cost rate and/or the cost allocation plan is submitted on behalf of the entity by another agency, this section is then NOT APPLICABLE.

1. For the fiscal year(s) being monitored, does the entity have an approved, current:

A. Indirect cost rate?

Yes____ No_____

B. Cost allocation plan?

Yes____ No_____

2. If the answer to question number 1 is yes, which State agency approved the rate or plan?

3. Were indirect costs claimed during the fiscal year(s) in accordance with the

approved indirect cost rate or plan for the:

A. Unrestricted Program(s)?

Yes____ No____

B. Restricted Program(s)?

Yes____ No____

C. Other

Yes____ No____

4. Did the entity use provisional indirect cost rates to formulate a budget?

Yes____ No____

5. If the answer to question number 4 is yes, was there a re-calculation?

Yes____ No____

Property Management

1. Does the organization have written policies and procedures covering the use, management, and disposition of property acquired under Federal programs?

Yes____ No____

If not, why not?

2. Do the organization’s policies and procedures distinguish the following classes of property?

A. Real Property (land & buildings)

Yes____ No____

B. Personal Property:

1. Equipment (tangible personal property with a unit acquisition cost

of $5,000 (or a lesser amount set by the organization) and a useful life of one year (or longer set by the organization).

Yes____ No____

2. Valued, Non-Capitalized Property (VNCP) (tangible personal

property that does not rise to the level of equipment but which is

nevertheless vulnerable to theft (lap tops, blackberries, cell phones,

etc.)

Yes____ No____

3. Supplies (tangible personal property that is neither equipment nor

VNCP, and which is generally consumed in the course of use)

Yes____ No____

C. Intellectual Property (copyrightable ADP programs, training materials,

etc.)

Yes____ No____

3. The following items refer to property records:

A. Do the organization’s policies and procedures require equipment records to

Include (Please provide yes or no answer in the space provided):

	1. A description of the equipment? Y/N
	

	2. A serial number or other identification number? Y/N
	

	3. Source? Y/N
	

	4. Who holds title? (if not the organization, why not?) Y/N
	

	5. Acquisition date? Y/N
	

	6. Cost of equipment? Y/N
	

	7. Percentage of Federal participation in cost? Y/N
	

	8. Location? Y/N
	

	9. Use? Y/N
	

	10. Condition of equipment? Y/N
	

	12. Disposition data (date of disposition, sale price of equipment if applicable, etc.) Y/N
	


B. What records does the organization maintain on VNCP?

C. What records does the organization maintain on supplies?

4. The following items refer to control over and accountability for property:

A. Equipment:

1. Does the organization require a physical inventory or equipment and

reconciliation of the inventory results with equipment records at least

every two years?

Yes____ No____

a. If so, when was the last inventory completed?

b. If not, why not?

2. Does the organization maintain a system of internal controls that provides reasonable assurance against loss, theft, damage, or unauthorized use of equipment?

Yes____ No____

a. Please explain

3. Does the organization investigate loss, theft, damage, etc.

Yes____ No____

a. Please explain

B. Other Personal Property:

1. What policies and procedures does the organization employ to obtain reasonable assurance against the risk of loss, theft, etc. to VNCP?

2. Does the organization maintain a perpetual inventory system for supplies?

Yes____ No____

If not, how does the entity control the issuance and use of supplies?

5. The following item refer to maintenance of property:

A. Do the organization’s policies and procedures provide for keeping equipment in good condition?

Yes____ No____

6. The following items refer to the disposition of property:

A. Do the organization’s policies and procedures provide for the disposition of property when no longer needed for any federally-assisted activities?

Yes____ No____

Prepared By: ____________________
Title: _________________

Date: ______________            District: _______________________

Signature: _______________________

PUBLIC HEALTH CIRCULAR CLIFF NOTES 

FOR DISTRICT AND STATE OFFICE STAFF

FISCAL REQUIREMENTS FOR FEDERAL GRANTS

The references in the enclosed Cliff Notes incorporate the new Super Circular that became effective on December 26, 2014. The Super Circular combines eight OMB Circulars that relate to non-profits, universities and state and local government into one regulation. Though most of the Super Circular resembles the guidance of the previous circulars, it does streamline the grant application process, thereby, making it more competitive.  It eliminated duplication and conflicting guidance, increased the emphasis on performance, and strengthened oversight through mandatory disclosures and increased emphasis on internal controls. 

Internal Controls

References - 
TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .61 & .62, .302 & .303, 0.313(d) (2) (3) & .319(c)

45 CFR 92.20 (b) (3) - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments
Effective control and accountability must be maintained for all grant and sub-grant cash, real and personal property, and other assets. Grantees and sub-grantees must adequately safeguard all such property and must assure that it is used solely for authorized purposes.

To accomplish effective internal control over federal funds, certain duties must be segregated to insure that one person cannot totally control a transaction from the beginning to end. Segregation provides the agency with reasonable assurance that one person cannot misappropriate assets without another person’s support. In general, the principal incompatible duties to be segre​gated are:

· Custody of assets

· Authorization or approval of related trans​actions affecting those assets

· Recording or reporting of related transac​tions

· Reconciliations

To the maximum extent possible, the organization should segregate responsibilities for receipt and custody of cash and other assets; maintaining accounting records on the assets; and authorizing transactions. In the case of payroll activities, the organization, where possible, should segregate the timekeeping, payroll preparation, payroll approval, and payment functions.

In addition to segregation of duties, the agency should have documented procedures that ensure that:

· Receipts are promptly logged in, restrictively endorsed, and deposited in an insured bank account.

· Bank statements are promptly reconciled to the accounting records, and are reconciled by someone other than the individuals handling cash, disbursements and maintaining accounting records.

· Disbursements (except petty cash or EFT disbursements) are made by pre-numbered checks.

· Original supporting documents (e.g., purchase orders, Invoices, receipts, etc.) accompany checks submitted for signature and are marked "paid" or otherwise prominently noted after payments are made.
· Records must adequately identify the source and application of funds provided for financially-assisted activities. These records must contain information pertaining to grant or sub-grant awards and authorizations. This means written guidance (allocation sheets, budget revisions, e-mails, memos, action bulletins, letter, etc.) from state staff should be maintained and be readily available for an auditor’s review.
· Documentation must permit the tracing of funds to a level of expenditures adequate to establish that such funds have not been used in violation of the restrictions and prohibitions of applicable statutes.

Payroll 

Reference – TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Section - .430
Agency should have written policies and procedures on payroll administration. Employees must be accountable for the time that they work on federal programs. If a person works 100% for a federal program, he or she must document the time worked on that program. The document must be signed by the employee and a supervisory official who has firsthand knowledge of the work performed by the employee. Even though specific time and effort documentation is not required the agency must have quantifiable measure of work performed. Random moment sampling, rolling time studies and case counts could be used to justify work performed. 

If the employees work on two (2) or three (3) (multiple) programs, they must document the hours they worked on these programs either by using a Personal Activity Reporting System (PARS) or time sheets showing the hours worked in the programs. These documents should be prepared weekly or monthly and must be signed and dated by the employee and supervisor. The PARS or timesheets must document a forty (40) hours work week. Actual time must be used to support compensation to employees. Budget estimates can only be used for interim accounting purposes. Budgets should be compared to actual costs on a quarterly basis.

Procurement

References – 
45 CFR 92.36 - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments


TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .67 & .88, .112 & .113, .317, .318 -.326 
Procurement is a broad topic area to cover. So, only the highlights will be discussed in this section. To fully understand your responsibilities for expenditures, you need to read and understand the references cited above. The essential elements for procurement are listed below. All are important and the order of presentment does not necessarily relate to the importance of the element.

1. Agency should have an updated procurement manual detailing what steps to follow in any procurement performed by the agency. The manual must reflect applicable State laws and conform to applicable Federal laws and regulations. It should specify what the thresholds are for procurement and who has authority to sign the procurement. The procurement manual should have standards that ensure contractors perform in accordance with the terms, conditions and specifications of the contract or purchase order, and that someone has authoritative oversight to guard against fraud, waste and abuse. (Public Health Procurement can assist in establishing this procurement manual).

2. Agency must have a written ethical code of conduct that establishes standards of conduct for employees engaged in the award and administration of contracts. This should be signed by the employee. An employee must not participate in any award where a conflict of interest exists. Gifts from contractors should be forbidden. Problems in this area usually come to light when an employee works for or owns a business that provides services to agency clients.

3. All procurement must be conducted in a manner that provides full and open competition. Procurements should not: 

a. Place unreasonable requirements on firms in order to qualify.

b. Require unnecessary experience and bonding requirements.

c. Require noncompetitive pricing practices.

d. Specify “brand names” (unless absolutely necessary).

e. Discredit bidding requirements. If item is over what is specified in your manual in “funds being expended”, bids should be solicited and kept for review. Federal requirements require bidding for Capital procurement over $3,000.00. For items less than $3,000 federal law now allows procurement without a bid if the price is reasonable. If unsure on what is reasonable small informal bids, “three (3)” telephone bids will suffice.

f. Consist of a sole source. Sole source (single source) procurement should be avoided unless you can adequately document “why” this provider (vendor) is your only source.

g. Limit equal access regarding specifications and requirements. Sealed bids should be used if amount of funds being expended exceeds the amount specified in your procurement manual. Bidder must have equal access to specifications or requirements. If additional information is given to one bidder, all bidders must receive the same information.

h. Spend more than what a reasonably prudent individual would spend for the service or product.

i. Lack detailed records of procurement history. Districts must maintain records sufficient to detail the significant history of procurement. These records will include, but are not necessarily limited to the following: rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the contract price.

4. Records must be retained for a minimum of three (3) years; seven years after expiration of the contract.

Contracts

References – Title 45 CFR 92.20, b (3) Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .22 & .23, .330, .501 and Appendix II 
Most of the funds we lose in federal audits result from problems noted in contracts. The following list encompasses some of the items you need to keep in mind when contract are initiated:

a. Cannot contract with yourself – (e.g. Lead county cannot contract with itself in any form). There must be two independent parties. 

Per O.C.G.A. § 13-1-1, "a contract is an agreement between two or more parties for the doing or not doing of some specified thing." Thus, if a county contracts with itself, it does not meet the legal definition of a contract per state law. To be enforceable by a court, every contract (whether written or oral) must meet several requirements, including:

· Consideration - Each party has to promise or provide something of value to the other. 

· Offer and acceptance - There must be a clear, definite offer to contract and an unqualified acceptance.

· Legal purpose - The purpose of the agreement must not violate the law. 

· Capable parties. Both parties must be capable of/knowledgeable about contractual agreements. 

· Mutual assent - The contracting parties must intend to be bound by their agreement and must agree on the essential terms. (If you are contracting with yourself, there is no mutual assent; only one party has agreed to the terms).

b. Must have consideration to be a valid contract (usually in dollars).

c. Must be signed by both parties.

d. Must have deliverables (what you expect them to do to earn the funds).

e. Must have time frames to accomplish the contract (usually a fiscal year).

f. Should have a termination clause in the contract that allows for termination for cause and for convenience of the agency.

g. Contract should have all the necessary federal and state contract provisions (check with the Public Health Legal Section for provisions that should be included in a contract using state or federal funds). Contracts over $100,000 require a lobbying restriction statement.

h. The agency must have a procedure that ensures that debarred or suspended vendors (contractors) cannot be awarded a contract or grant. An excluded party’s list system is usually what is used.

i. Contracts usually require some method of monitoring to ensure the contractor performs in accordance with the terms, conditions and specifications of the contract, or that goods are delivered as specified. 

Contracts do not have to be long or complicated but must contain the details of the agreement. In fact, a one or two- page contract will work in most situations. The important point is that we show how the funds were used to achieve the mission of the program. Tangible deliverables in the form of reports, statistics, surveys, studies and documented times with clients must be maintained by the programs for review by the auditors. Performance contracts are recommended.


Equipment Inventory

References – 
45 CFR 92.32 - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments


Department of Public Health Policy #AM-01001


TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .02, .12 & .13, .20, .33, .48, .58, .89, .94, .313 and .439

Equipment purchased with Grant-in-Aid (GIA) funds should be used in the program that funds the purchase. Other programs supported by the original awarding agency can also use the equipment. The other programs are secondary and should not interfere with the original work (project or program) that funded the acquisition. When equipment is no longer needed in the original program, the equipment may be used in other activities funded by the federal government. If it cannot be used at the district that originally acquired the equipment, it should be offered to other programs supported by the federal awarding agency of the original program. With the approval of the awarding agency, equipment can be used as a trade-in or sold with the proceeds used to offset the cost of replacement equipment. The dollar value used to determine whether property records should be maintained on equipment is determined by the district and is usually detailed in the district’s procurement manual. Normally the amount is set at $1,000.00. Even though federal requirements classify computing devices costing less than $5,000 per item as supplies, it is important for the district to take inventory of these items, as they are considered high theft items.  Procedures for managing equipment acquired with GIA funding must meet the following minimum requirements:

(1) Maintain property records to include a description of the property, a serial number or other identification number, the source of property, who holds title, the acquisition date, and cost of the property, percentage of Federal participation in the cost of the property, the location, use and condition of the property, and any ultimate disposition data including the date of disposal and sale price of the property.

(2) Conduct physical inventory of the property. Inventory must be taken at least once every two years and the results reconciled with the property records.

(3) Establish a control system that ensures adequate safeguards to prevent loss, damage, or theft of the property. Any loss, damage, or theft should be investigated.

(4) Ensure that adequate maintenance procedures are developed to keep the property in good condition.

Public Health through Policy #AM-01001 requires that the district send in an updated list of equipment acquired with GIA funds on a semi-annual basis. The state will also help the district work with the federal agencies when offering the equipment to other agencies before the disposal, sell or trade-in of the equipment.

Accounting – Program Requirement (Fund Accounting)

References – 
45 CFR 92.20 - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments


TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .400 - .408
Accounting records must be sufficient to provide accurate, current and complete disclosure on each program (fund). They must identify the source (Annex 1 GIA Allocation Sheet & Revisions) and application of funds provided to the agency. Source documentation such as cancelled checks, paid bills, contracts, payrolls, timesheets, invoices (original), and receipts (original) must be available to substantiate accounting records and to provide evidence that the funds were used as described in each annex (grant). Actual expenditures must be compared to budgeted amounts on a regular basis to ensure actions are initiated as soon as possible to correct deviations from stated budgets and objectives of the program. 

The maintenance and provision of all source documentation should be compliant with HIPPA guidelines. All source documentation should be kept in a secure location.

Working Meetings/Lunch Meetings 

References – Title 5 USC para. 4109 & 4110

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Section - .432

If you are having a meeting that includes a lunch (working meeting) it must have:

· A duration of 4 hours or more.

· An agenda that relates to the program that is paying for the lunch.

· A list of attendees (attendance at the meal or refreshment break must be necessary for full participation in the program).

· A date that the meeting took place (the employee cannot be free to take the meal or refreshment break elsewhere).

· A receipt (s) for the cost of the food (the meal or refreshments must be incidental to the training).

· A purpose –Why the meeting is being held.

If a meal is provided at a meeting, reimbursement for the meal should not be requested when submit a travel claim. Careful attention should be made to specific grant requirements regarding the purchase of food items for lunch meetings. 

Travel – Program Funds

References – Statewide Accounting Policy and Procedure - Travel 7/1/2012

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .75, .438, .456 and .474
Travel must have a specific purpose which needs to be stated on the travel claim. Why did you go to the meeting? (An agenda from the meeting is considered great documentation).  The fund charged for the travel must support the travel.

Encumbrances – Program Funds

Encumbrances [commitments for the procurement of goods or services which have not yet been received by the agency] are accrued as expenditures at year-end and included in the expenditure totals of individual programs. This treatment is in accordance with the budgetary/legal basis of accounting.

The encumbered amounts should be accrued as an Accounts Payable. (Debit the expense account and credit the Accounts Payable Account). 

Orders for rentals, leases, maintenance agreements, etc., which involve periodic payments (monthly, quarterly) will be encumbered only for the amount applicable to the current fiscal year.  

If travel is taken before the end of the fiscal year, funds should be encumbered from the expiring appropriated funds to pay for these obligations. 

Sub-recipient Monitoring Requirements

References – 45 CFR 92.40 - Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections -.92 & .93, 328, .330 & .331

If you contract with a non-profit to perform services for clients, your contractor may be considered a sub-recipient of your agency. If your contractor is a sub-recipient, you are responsible for monitoring them just as the Office of Audits performs monitoring for its contracts with the counties as a sub-recipient. Even though your contractor would be considered a sub sub-recipient, it must be monitored in accordance with 2 CFR PART 200.328. The Office of Audits can help the Districts with the monitoring of their sub-recipients, but it must be added to their contract. The only time this does not apply is if your contractor is considered a vendor. See the following characteristics of sub-recipients vs. vendors:

Characteristics indicative of a Federal award received by a sub-recipient are when the organization:

(1) Determines who is eligible to receive Federal financial assistance; 

(2) Has its performance measured against whether the objectives of the Federal program      are met; 

(3) Has responsibility for programmatic decision making; 

(4) Has responsibility for adherence to applicable Federal program compliance requirements; and 

(5) Uses the Federal funds to carry out a program of the organization as compared to providing goods or services for a program of the pass-through entity.

Characteristics indicative of a Federal award received by a vendor/contractor are when the organization:

(1) Provides the goods and services within normal business operations; 

 
(2) Is not subject to compliance requirements of the Federal program;


(3) Normally operates in a competitive environment; and


(4) Provides similar good or services to many different purchasers.

There may be unusual circumstances or exceptions to the above listed characteristics. In making the determination of whether a sub-recipient or vendor relationship exists, the substance of the relationship is more important than the form of the agreement. It is not expected that all of the characteristics will be present. Judgment should be used in determining whether an entity is a sub-recipient or vendor. 

Cash Controls

References – 45 CFR 92.20 (3) Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections -.302 & .303
Receipts

1. The number of persons in each department/activity required to actually handle district (program) funds should be kept to the very minimum.  Individual accountability should always exist in handling funds, and all exchanges of funds must be documented.
2.  Each fund should be maintained separately. Funds should never be commingled with non-district (program) funds. If possible, the person actually receiving/receipting funds should not be assigned the responsibility for determining amounts due or owed to the district.

3.  Personal transactions with district (program) funds are strictly prohibited.  Monies may never be loaned from district funds, and no office is authorized to cash checks from district (program) funds except the district finance office.

4.  All persons responsible for the receiving/receipting of District funds will reconcile monies on hand to the receipts issued on at least a daily basis.  The reconciliation must be documented in writing and maintained until the next internal audit is complete.

5.  Activities and employees having district (program) funds in their custody should be constantly aware of the possibility of the loss of funds due to theft, robbery, or error.  Reasonable precautions to prevent losses should be taken.  Safekeeping facilities maintained for district funds and the amounts of monies retained on hand (and subject to loss) should be the absolute minimum necessary for that activity.

7.  Specific procedures should be established for departments which receive funds regularly by mail if the mail is not opened by the same individual who issues receipts.


Receipt Forms

1. A district receipt must be issued immediately upon the acceptance of any payment.  Departments/Activities which do not have receipting approval/facilities should direct the payer to the District's Finance Office.

2.  The District’s Finance Office is responsible for ordering and issuing all official receipt forms/books. Only those receipt forms which have been approved by the District’s Finance Office may be used.

3.  Receipt forms must be in a minimum of two copies (the original for the payer and the copy retained by the issuer), be pre-numbered, and fully accounted for from the time of delivery to authorized disposal.  Receipts should not be issued for a zero amount or a net negative amount.

4.  Receipt forms issued must contain the date issued, name of the payer, net amount received, and sufficient data to identify the purpose of the payment.  The receipt should indicate all available identifying numbers, such as invoice numbers, social security numbers, etc., as well as the form of payment (currency, check, charge card) and the initials of the individual accepting the payment.

5.  Under no circumstances should a receipt form be altered. If any type of change is necessary, both copies of the receipt form must be clearly marked "VOID" and a new receipt issued.  The original and all copies of all voided receipts must be retained with the file copies of all issued receipts.

Petty Cash

1. Petty cash accounts should be accounted for on an imprest basis. The agency should have a policy outlining the designated uses of the fund, who is responsible for the funds, the documentation required to support expenditures, how the fund will be replenished and how the agency is accounting for the various program funds used to support petty cash disbursements.

2. Responsibility for each petty cash account should be vested in only one person. A letter should be delivered to this person outlining the funds entrusted and their responsibilities for those funds.

3. Only original vouchers or receipts (no photocopies) should be used to support petty cash disbursements.

4. Petty cash checking accounts should be reconciled monthly by a person other than the custodian.

5. Surprise counts of petty cash should be made periodically by a person other than the custodian.

Disbursements

Before funds are disbursed (payment of claims), procedures at the agency should require the following documentation: 

· An approval for payment (Program Director, District Administrator, etc);

· An original invoice; 

· A purchase order and; 

· Receipt documentation

Procedures should also ensure that the correct program is charged and that the purchase is an authorized expenditure of the program.

Inter Agency Transfers 

References – 45 CFR 92.20 Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Section -.302 
This is to clarify the federal regulations in regards to intra agency transfers. Federal regulations require that accounting records sufficiently identify the source and the application of funds. To do this, accounting records must be supported by source documentation that provides a clear audit trail detailing both the generation of revenue and the expenditure of funds from inception to completion.  When funds are transferred from the lead county (district) to another county within the district, it appears that the district is following the intent of the federal regulation, but this misses the important point of the “application of the funds.” Just transferring the funds does not show the ultimate expenditure of the funds. This is why performance contracts are required whenever we transfer federal funds using inter agency transfers. 

Gift Cards

References – 45 CFR 92.20 Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments
TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Section -.303
Internal Controls over gift cards are required at all times. Each organizational unit must have written procedures in place that provide for the proper safeguarding of gift cards. The following internal controls at a minimum must be addressed and in place:

Approvals
All gift card purchases must be approved prior to procurement.  Gift cards should be purchased no more than one month before disbursement. If one month before is not practicable, purchases should be made as close to the date of the use as possible. 

Accountability

Purchased gift cards should be delivered to the Grant Program's Manager. The accounting office must maintain all accounting documentation.

Custody

For each purchase, a single individual must be the designated custodian of the gift cards. The individual will be responsible for ensuring that all purchasing, security, dispensing, tracking, and replenishing procedures are followed. 

Custody may be transferred temporarily from the designated custodian to other agency personnel. A receipt acknowledging the transfer of responsibility should be prepared, signed, and dated by both parties stating that the recipient agrees to be held accountable for the safeguarding of the gift cards and will dispense the payment in accordance with the business purpose of the clinical trial, protocol, survey, or recognition event. Each party to the agreement should receive a copy of the agreement, and a copy should be kept with the inventory. This process will ensure that responsibility rests with a single individual at any point of time.

Security

Gift cards must be secured all times (e.g. in a locked box in a locked cabinet or drawer) with limited access and accounted for as if they were cash. The responsible employee will keep its inventory in the safe.

Tracking 

Gift Card disbursements must be documented on a Gift Card log, designed to uniquely identify each payment in order to document the use of the card for audit purposes. Information to be included for each card shall include at minimum:

· Purpose of Payment

· Recipient Name (when not restricted by the program)

· Recipient Address (when not restricted by the program)

· Payment Amount (Amount of Card)

· Date of Disbursement

· Serial Number on Card

· Signature of the Recipient confirming receipt. If confidentiality restrictions apply, survey number and laboratory sample number can serve as a signature.

Physical Inventories 

Physical inventories should be performed on a weekly basis. The results should be reconciled to the current Gift Card Log. The inventory should be performed by someone other than the custodian (e.g., by the Program’s Director) but the responsible employee (custodian) should be present during the count.

Credit Cards

References – 45 CFR 92.20 & 36 Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments
TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .402 - .405
2 CFR PART 200.402 - .405 dictates that if we spend federal funds that we obtain quality goods and services at the lowest reasonable cost while achieving optimum results for the program. Credit cards are a means to accomplish this goal since it reduces the cost of procurement. Credit cards, like any other tool, require internal controls. Each organizational unit must have written procedures in place that provide for the proper safeguarding of credit cards. The procedures must address the following controls:

Approvals

Only one person should be authorized to approve credit card purchases. A backup person should be appointed to fill in if this person is unavailable. This person must work with budget (program funds) to ensure funds are available to purchase the good or services desired. Purchase orders should be completed on all procurements before use of the credit card, as is the case for any procurement.

Security

One person should be designated as custodian of the credit card(s). This individual will be responsible for ensuring that all personnel authorized to purchase good/services with the cards observe the following rules:

· The same level of care should be used as with personal credit cards;

· The card(s) should never be loaned to another person for use;

· Security of the account number, expiration date and security code should be maintained at all times;

· Card(s) should be maintained in an accessible, but secure, location;

· The card number should not be posted at a desk or written in day planners;

· The card number should not be displayed on any packing slips, labels or other supporting documents; and

· All necessary precautions should be taken for card number security. 

Allowable Purchases

The credit card(s) can be used for official purchase of supplies, materials, equipment or services where not otherwise prohibited or restricted. All purchases must be within assigned spending limits unless prior, written approval is received to exceed these limits. Receipts must be returned with all purchases. All purchases should have competitive solicitations if they reach the limits prescribed in your procurement manual. Sole source procurement should be prohibited. [Please refer to the Purchasing Section for other limits] The following are prohibited:

· Personal purchases of any kind;

· Cash advances of any kind from any location;

· Gift cards, calling cards, pre-paid cards or similar products;

· Entertainment;

· Alcoholic beverages;

· Tobacco products;

· Personal food (Unless approved in advance as part of an authorized travel expense);

· Personal memberships; and

· Sales and use tax (should not be paid on government purchases).

Exception-Declared Emergencies and Natural Disasters

Authority should be granted to forego standard procurement procedures in the event of natural disasters or emergencies. This should only be done in cases involving the welfare of the general public, extreme weather conditions, or official declared emergencies. 

Disputed Items/Lost, Stolen or Damaged Cards

If a card is lost or stolen, the agency’s instruction should ensure that the cardholder understands it’s his/her responsibility to notify the bank, district administrator and director as soon as possible. 

Credit Card Statements

Credit card statements should be reconciled within 10 days of receipt of the statement from the bank. If receipts do not match purchases, they must be investigated and resolved. All purchases must be verified.

Audit Requirements 

An independent person should conduct periodic reviews of bank statements and procedures to ensure:

· The agencies policies for procurement and credit card use are in compliance;

· The correct programs are being charged for the purchases;

· That bank statements are being reconciled;

· That credit card(s) security procedure are being followed;

· That purchased items are actually received; and

· That sales and use tax was not charged.

General Journal Entries

References – 45 CFR 92.20 & 36 Uniform Administrative Requirements for Grants and Cooperative Agreements to State, Local, and Tribal Governments

TITLE 2—Grants and Agreements PART 200—UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT REQUIREMENTS FOR FEDERAL AWARDS Sections - .302, .303, .333 & .335
General Journal entries must be supported by source documentation explaining the reason for the entry. All journal entries should be approved by the district administrator or district director.

Employee vs. Independent Contractor

References – IRS Publication 15-A Employer’s Supplemental Tax Guide
The Internal Revenue Service (IRS) examines three areas when determining whether a worker is an independent contractor or an employee: They are:

1. Behavioral Control

2. Financial Control and

3. Relationship between the Parties

Behavioral Control

If a worker is told when (what time to work), where (location), what equipment to use and where to purchase supplies and or services most likely the IRS will classify your worker as an employee. Even if no guidance is given, sufficient behavior control may exist if the employer has the right to control how the work results are achieved. “The key consideration is whether the agency has retained the right to control the details of a worker’s performance.”

Financial Control

If you are reimbursing your worker for expenses, buying their equipment (tools) or paying him/her an hour fee, the IRS will consider your worker an employee. Independent contractor usually have a significant investment in the equipment (tools) used in performing services for someone else and are paid a flat fee. If the worker works only for you instead of advertising on the open market, then the IRS will probably consider them employees. 

Type of Relationship

This is usually shown by the written contract between you and the worker, but can also be determined by the extent to which services performed by the worker are a key aspect of the regular business of the company. If the services performed are a key aspect then the IRS would say this indicates that the company is directing or has the right to control the work being performed and therefore the worker is an employee. If the relationship as shown by the contract as ongoing instead of limited to a specific project, then the IRS would consider this an employee relationship.  Finally, if you are providing employee type of benefits such as insurance, vacation pay or sick pay to a worker, then the IRS will consider him/her an employee.

The best advice is to just read the first nine (9) pages of the referenced publication. It provides industry examples that help to clarify the three areas.
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GUIDELINES FOR DEVELOPING FISCAL
POLICIES AND PROCEDURES

A GUIDE FOR STATE AND DISTRICT STAFF

Introduction
The Guidelines for Developing Fiscal Policies and procedures is designed to serve as reference for State Office and District staff for developing fiscal policies and implementing procedures that support those policies. Developing thorough fiscal policies and procedures will help staff better prepare for financial statements and reporting, which are governed by the Governmental Accounting Standards Board (GASB). The guidance and checklists herein references the Public Health Cliff Notes of Circulars and examples of policy and procedure best practices from Public Health Districts. All recommendations adhere to Generally Accepted Accounting Principles (G.A.A.P.). State Office staff should also adhere to the State Office Accounting (SAO) requirements. 
The Department of Public Health recognizes that District-specific policies and procedures will vary widely depending on the District’s financial software, chart of accounts, staffing, and business model. Though the structure proposed in this guide is recommended, each division, program and District must take into account any additional federal and/or local guidance. 

Developing and Maintaining your Guide

Procedure manuals should document financial processes to promote sound internal controls and risk management. Your policies and procedures should be designed to:

· Protect the assets of the organization;

· Ensure the maintenance of accurate records of the organization’s financial activities;

· Provide a framework for the organization’s financial decision making;

· Establish operating standards and behavioral expectations;

· Serve as a training resource for staff; and

· Ensure compliance with federal, state, and local legal and reporting requirements.

In developing your policies and procedures, the following processes should be implemented:

1) Review and build off of current policies and procedures, taking into consideration any recent changes organizationally, as well as federal/local requirements.

2) Only implement policies that make sense to your department or District.

3) Cite forms or other related material relevant to your policies. 

4) Maintain a list of the Districts’ approved abbreviations and only reference abbreviations from the approved list. 

5) Ensure that your personnel are provided with adequate training regarding your fiscal policies and procedures. 

6) Update your manual regularly and make it readily available for audits.

Internal Controls

Internal controls should be designed to prevent deliberate or misguided use of funds for unauthorized purposes.












      Checklist
· Lines of Authority








_____

· Segregation of Duties 








_____













Example(s):
Lines of Authority

Lines of authority must be adhered to when seeking approval for accounting-related actions and must be verified according to the organizational chart.



Segregation of Duties

Financial duties must be distributed among multiple people to help ensure protection from fraud and error. Check signers should not be involved in expense approval or basic accounting procedures. Someone outside of the accounting function should open and log all checks received.

Payroll

Agencies must have written policies and procedures for payroll administration. These procedures must promote the documentation of employees’ time, as well as effective processes for implementing payroll functions.

· Timesheet Preparation and Approval






_____

· Payroll preparation and approval






_____

Example(s):

Timesheet Preparation and Approval 

Employees must account for the time they work on Federal programs. When working on multiple programs, employees must document hours worked using (PARS) or designated timesheets for each specific program. 

Payroll preparation and approval

The Personnel Manager shall have written authorization on file to document withholdings and deductions.  Explanation of deductions must be given to employees in the form of a check stub.  The stub will contain gross pay amounts, payroll deductions and net pay.  

Procurement 










_____

It is important to define the processes of the acquisition of goods and services in a way that minimizing exposure to fraud and collusion.

Example(s): 

$2,500 or less requires written approval of the location program manager. $2,501 to $12,500 requires written approval of the location program manager and one level higher in the Line of Authority. $12,501 to $25,000 requires written approval of the location program manager, one level higher in the Line of Authority and District Administrator and the District Deputy Director or District Health Director. $25,001 to $100,000 requires written approval of the location program manager and each level higher in the Line of Authority, plus the District Administrator and District Health Director.

Purchase of any computer equipment must also have written approval of the Director of IT.  This includes printers, scanners, laptops, portable devises, software (of any type) as well as monitors, CPU’s, keyboards/mouse and external drives.  ANY computer equipment as listed above must be ordered on a separate purchase order and should NOT be co-mingled with other items.

Purchasing 










_____

Policies and procedures related to purchasing should specify purchasing amounts, purchase order number, bids/quotes and sole source documentation, approval processes, and descriptions of types of purchases (where applicable).

Example(s): 

Small businesses, Minority businesses or Women’s businesses shall be afforded a fair and equal opportunity to participate in the bidding process. Purchases from $1.00 to $3,000 do not require competitive bidding.  Purchases from $3,000 to $5,000 require (3) telephone bids. In accordance with the Georgia State DOAS manual, all purchases over $5,000 shall be based on a competitive bidding process whenever possible.  Purchases of $5001 to $10,000 must be documented by three (3) written bids.  If it is not possible to obtain three (3) written bids, an attempt should be made to acquire a mixture of written and telephone bids and presented to the District Administrator for approval.  Purchases over $10,001 must be documented by three (3) sealed bids. These sealed bids must be presented to the District Health Director or their designee for review and approval.
Contracts

Policies and procedures related to contracts should make clear the execution, enforcement, and signatory authority for all contracts. 

· Authorization of contracts







 _____

· Invoice payments 








 _____

Example(s): 

Only the District Health Director has the authority to sign Client service provider contracts.  No client service provider contract may exceed a term of three years in length without written approval of the management committee.  Any Client Service Provider Contract must contain a provision for termination based on lack of funding and 30 days without cause by either party.

After the Client Service Provider Contract has been signed it will be maintained in the Accounting office. A copy of the Contract will also be maintained by the program manager.  The Client Service Provider Contract must be approved and on file in accounting prior to any services rendered under the contract or payments outlined in the contract being processed.

Individual invoices submitted to accounts payable under a Client Service Provider Contract must include a legible written approval (in ink) of the program/location manager.  

Asset Management/Equipment 

Asset management policies and procedures should include processes for managing, maintaining, and disposing of assets.

· Cash Handling 








 _____
· Physical Security 








 _____
· Equipment 









 _____
Example(s): 

Cash Handling

Fee Collections will be done by each center/county health department and receipts issued to all clients to document their payments.  For payments made by check, a log of names and check numbers must accompany the money report. Receipts will be generated via the M&M (or designated system), unless your department has been authorized by management to use pre-numbered receipts. 

Physical Security

Funds received and not deposited due to timing of receipt, will be secured in a safe that is only accessible by designated employees.  

Equipment

Property records must be maintained to include a description of the property, a serial number or other identification number, the source of property, title holder, acquisition date, cost of property, location, use and condition of property and any ultimate disposition data including the date if disposal and sale price of the property.

Fund Accounting 











_____

Accounting records must be sufficient to provide accurate, current and complete disclosure on each program (fund source or grant allocation). 

Example(s):

Accounting records must identify the source (Annex 1 GIA Allocation Sheet and Revisions) and application of funds provided to the agency. Source documentation such as cancelled checks, paid bills, contracts, payrolls, timesheets, original invoices, and original receipts must be filed (indicate location) and remain readily available to substantiate accounting records and to provide evidence that the funds were used as described in each annex (grant). 

Meal Reimbursement/Working Meetings 


 



_____

Processes for working meetings/working lunch should be documented.

Example(s): 

Employees must fully describe the purpose and logistics of meetings that require a working lunch. Employees should accompany the meeting description with an agenda that relates to the program that is paying for lunch, list of attendees, date, and receipt.

Travel 










 _____

Descriptive procedures for travel should be made available to aid in properly and timely processing travel expenses. 

Example(s):

· Employees must submit travel expenses for daily travel within 10 days of last date of travel with a maximum of 30 consecutive days per submission.

· Employees must submit travel expenses for overnight trips on a separate statement from daily travel and within 10 days of completion of trip.

· Mileage travelled by Employees between their residence and primary work station is considered commute miles.

· There is no reduction for normal commute miles if travel occurs on a weekend (Saturday and/or Sunday) or holiday outside of the normal work schedule.  Note:  The District Management Team approved a normal work schedule for the District as Monday – Friday, regardless of flex schedules.

· Mileage travelled by Employees for non-business activities (lunch, personal appointments, etc.) is considered personal miles.

· Reimbursement for meals cannot be claimed if provided by another source while attending meetings

Encumbrances - Program Funds 







_____

Any commitment for the procurement of goods or services which have not yet been received by the agency are accrued as expenditures at year-end and included in the expenditure of totals of individual programs.

Example(s):

All encumbrance amounts should be accrued as an Accounts Payable. When accounting for encumbrances, the expense account should be debited and the Accounts Payable Account should be credited. 

Sub-recipient Monitoring Requirements





              _____

If you contract with a sub-recipient to perform services, procedures for monitoring your contractor should be well documented.

Example(s):

All sub-recipients shall receive monitoring in accordance with OMB Circular A-133. Managing programs will be responsible for monitoring sub-recipients at least once a year. Multiple audits must be justifiable with proper documentation and approved by the District Health Director.
Cash Controls 



· Receipts 









  _____

· Receipt Forms 








  _____

· Petty Cash









  _____

Example(s):

Cash Receipts

All persons responsible for receiving/receipting of District funds will reconcile monies on hand to the receipts issued on at least a daily basis. The reconciliation must be documented in writing and maintained until the next internal audit is complete.

Receipt forms

Receipt forms must be issued immediately upon the acceptance of payment. Activities which do not have receipting approval/facilities should direct the payer to the District’s Finance office.

Petty Cash

Program support staff will be responsible for verifying their total petty cash daily.  

Supervisors will conduct random checks of the petty cash (at a minimum twice monthly) to assure that what is reported is a true account of the total petty cash on hand.

Inter Agency Transfers 








_____

Federal regulations require that accounting records sufficiently identify the source and application of funds.

Example(s): 

Accounting records must be supported by source documentation that provides a clear audit trail detailing both the generation of revenue and the expenditure of funds from inception to completion. Performance contracts, which link compensation to actual results, must accompany all inter-agency transfers.  

Gift Cards 










_____

Written procedures must be in place to provide for the proper safeguarding of gift cards. Procedures should include approvals, accountability, custody, tracking, and physical inventories.

Example(s):

All gift card purchases must be approved prior to procurement. Purchases should be made as close to the date as possible and be delivered to the Grant Program’s Manager. The Finance Director must be the sole custodian of all gift cards and locked in a box or cabinet. Gift card disbursements must be documented on a Gift Card log.

Credit Cards 










_____

Procedures for safeguarding credit cards should include approvals, security, allowable purchases, exception-declared emergencies and natural disasters, disputed items (lost, stolen or damaged cards), credit card statements, and audit requirements.

Example(s):

The use of a County or District credit card is restricted to urgent purchases or purchases where payment by credit card is the most efficient and less costly method of a purchase. Cards will be maintained and locked in the accounting department for security purchases. A properly authorized purchase order is required to utilize the credit cards. All credit card purchases must be accompanied by supporting receipts or invoices indicating expenditure explanations. Lost, stolen and damaged credit cards must be reported to the Finance or Accounting Director immediately. All credit cards statements should be reviewed for consistency with receipts on a monthly basis. Statements and receipts must be maintained and readily available for audit purposes. 

General Accounting 

Although the State Office is on a modified accrual basis of accounting and counties are on a cash basis of accrual, general accounting policies and procedures should be in place for both methods.

· Approval of Journal Entries







_____


· Bank Reconciliations








_____

Example(s):

Journal Entries

General entries must be supported by source documentation explaining the reason for the entry. All journal entries should be approved by the District Administrator or Finance Director. 

Bank Reconciliations

Bank reconciliations must be completed no later than 10 business days following receipt of the bank statement. Reconciliation must be made independent of the person in the receivables function.



Codes of Ethics/Conduct








 _____

Written standards for governing the conduct and performance of all employees engaged in the award or administration of contracts in accordance with the Department of Public should be made available.
Example(s):


No employee, officer or agent shall participate in the selection, award or administration of a contract supported by Federal funds if a real or apparent conflict of interest exists due to direct or indirect affiliations. A conflict exists when an employee, a member of his or her immediate family, his or her partner or any organization which employs or is about to employ any of the above stated parties has any financial or other interest in the firm selected for an award.

Program-specific Fiscal Policies and Procedures 





_____

It is important to develop policies and procedures for programs that federally require separate guidance. These programs include:

· Babies Can’t Wait (BCW)

· (20 U. S. C. 1416(a)(3)(B) and 1442)
· Children’s Medical Services (CMS)

· Health check follows Medicaid policies and procedures

· Family Planning 

· 45 CRF Part 74   

AUDIT READINESS CHECKLIST

Date of Preparation: __________

Audit Period:  _______________

____________________________________________________

Abbreviation list 









_____

Bank signature cards (or copies) 







_____

Bank statements and reconciliations







_____

Cancelled checks 









_____

Checks (log of names and check numbers) 






_____

Contracts 










_____

Copy of contract between agency and State of Georgia


          

_____

Credit card statements









_____

Deposit receipts 









_____

Emails from state personnel  








_____

Equipment Labels/Log 








_____

Fiscal Policies and Procedures Manual






_____

Gift card logs  










_____

Highlights and explanations of unusual activities during the fiscal year        

_____

Journals and registers









_____

Organizational chart/lines of authority






_____

Payroll registers (PHEP, WIC, and RW Part B Personnel)




_____

Proof of Internal Controls (i.e. segregation of duties)  




_____

Receipts (i.e. third party billing, etc.)







_____

Rental/lease agreement (if applicable) 






_____

Supporting documentation for program expenditures 

(i.e. client files, provider contracts, paid bills, purchase orders, receiving reports, etc.)
_____


Timesheets  










_____

GLOSSARY OF TERMS

The terms defined below are commonly used accounting terms, some of which are used in throughout the AARP Toolkit. 

	Account
	A personal or impersonal record of one or more business transactions to enable a balance to be determined at any moment in time.



	Accounting

Accountability
	The process of analyzing, classifying and recording transactions and operations in terms of time, quantity and monetary values.

Accountability Term used by the GASB to describe a government’s duty to justify the raising and spending of public resources. The GASB has identified accountability as the “paramount objective” of financial reporting “from which all other objectives must flow.” It

encompasses being obliged to explain one’s actions and to justify

what one does; i.e., it is the requirement for a government to answer to its citizenry.



	Accrual Basis 

of Accounting
	A basis of accounting that recognizes the financial effect of transactions, events, and interfund activities when they occur, regardless of the timing of related cash flows. The accrual basis is used for proprietary funds, fiduciary funds and component units, as well as for government-wide financial statements.

	
	

	Asset
	Goods, resources and property of all kinds belonging to a company or to an individual, which are used in the business.

	
	

	Audit

Auditor
	An assessment of financial data, statements, records, operations and performances for compliance with GAAP and federal guidelines. 
A duly qualified person who conducts the audit.



	Balance (noun)
	The net difference between the debit and credit sides on an account.



	Balance (verb)
	To total the debits and credits in a ledger account and to enter, as a balance, the difference between the two.

	
	

	Bank reconciliation
	A statement explaining the difference between the balance of an account reported by a bank by way of a bank statement and the general ledger balance (see reconciliation statement).

	Book-keeping
	The technique of keeping accounts – of recording in a regular, concise and accurate manner the business transactions of an entity in a set of books kept for the purpose.



	Book of Accounts
	A set of books, which record the business transactions of a firm, company, entity etc (see bookkeeping).

	
	

	Capital

Consistency

Corrective 

Action Plan
	The money supplied by the proprietors of an agency in order to acquired the resources (Assets) with which to operate the agency.

A principle signifying that once adopted, an accounting principle or reporting method is used for all similar transactions and events. In keeping with consistency, if a change is required, then full disclosure of the nature, reason, and effect of the change is made.

A written plan describing improvements to an organization's processes taken to eliminate causes of non-conformities. In the case of a finding, plans should correct the discrepancy noted and describe preventive methods to keep them from reoccurring. 



	Credit (noun)
	An entry on the right hand side of a ledger account.



	Credit Note
	Document sent to a person, firm, etc, stating that his account is credited (reduced) with the amount stated (e.g. when goods are returned by that person, firm etc. or an allowance is made to that person, firm etc.)

 

	Creditor
	One to whom money is owed for goods, services, etc



	Current Assets
	That group of assets in cash or near cash state (e.g. Cash, debtors, stock).



	Debit (Noun)
	An entry on the left hand side of a ledger account.



	Debit (Verb)
	To ‘debit’ an account to make an entry on the left hand side.



	Depreciation

Encumbrance
	The systematic and rational allocation of the cost of a capital asset

over its estimated useful life [2005 GAAFR, Chapter 12].

A commitment related to an unperformed (executory) contract for

goods or services. For financial reporting purposes, encumbrance

accounting is restricted to governmental funds [NCGA Statement

1]. For GAAP purposes, an encumbrance is not an expenditure; it

represents the estimated amount of expenditure that will occur if an

unperformed contract in process, such as a purchase order, is

fulfilled.



	Entry
	The record of a transaction in a book of account.

	Expenditures
	Under the current financial resources measurement focus, decreases in net financial resources, not properly classified as other financing uses. Expenditures include current operating transactions requiring the present or future use of net current assets, debt service and capital outlays, and intergovernmental grants, entitlements and shared revenues.



	Expenses

External Independent Audit

Finding
	Under the economic resources measurement focus, decreases in

total net assets during the current period such as, outflows or the

other use of assets or incurrence of liabilities (or a combination of

both), regardless of the timing of cash flows. Examples include

salaries, compensated absences, pollution remediation, interest,

depreciation and amortization, and other outflows or uses resulting

from delivering or producing goods, rendering services or carrying

out other activities that constitute the entity’s ongoing major or central operations.

An examination by an independent, qualified expert (the auditor) of the accounts, supporting records, accounting principles and policies underlying them to allow for the formation of a professional opinion about the fairness of the organization’s financial reports and its compliance with applicable legal requirements. 

A nonconformity or noncompliance with program guidelines requiring a written response (a corrective action plan). NOTE: Findings should not be mentioned if already addressed in a corrective action plan that has been implemented as previously agreed to. In the event that an audit is done before a corrective action plan is complete, an explanation that the finding is being addressed is warranted.



	Fixed Asset

Fund

Fund Balance

GAAP

GAGAS
	An asset which is in permanent use within a business (e.g. Land, Buildings, furniture, plant, machinery, etc)

A fiscal and accounting entity with a self-balancing set of accounts

in which cash and other financial resources, all related liabilities and residual equities, or balances, and changes therein, are recorded and segregated to carry on specific activities or attain certain objectives in accordance with special regulations, restrictions or limitations (e.g., budget fund, general fund, capital projects fund).

The difference between assets and liabilities reported in a governmental fund. Refer to Net Assets for equity reported inproprietary and fiduciary funds, component units, and government-wide statements of net assets.

Generally Accepted Accounting Principles (GAAP) are guidelines for financial accounting used in any given jurisdiction; generally known as accounting standards or standard accounting practices.

Generally Accepted Government Accounting Standards (GAGAS) govern auditors' professional qualifications, the quality of audit effort, and the characteristics of professional and meaningful audit reports. 

	Gross

Imprest
	A total before any deductions.

An advance of money; loan.



	Intangible Assets
	An asset that lacks physical substance, is non-financial in nature,

and has an initial useful life extending beyond one year: Intangible

assets are either acquired through purchase, license, or donation, or internally generated within the agency. An intangible asset is a

capital asset, subject to the same accounting and reporting requirements of all capital assets.



	Internal Independent Audit

Inventory
	An examination by a qualified auditor(s) within the Georgia Department of Public Health’s Office of Audit of accounts, supporting records, accounting principles and policies, and compliance with federal grant requirements applicable to the program(s) being examined. 

The Stock-in-trade and work in progress of a business.



	Invoice
	A document showing the character, quantity, price, terms, nature of delivery and other particulars of goods sold or services rendered.



	Journal 

Ledger
	Literally, the book containing an account of each day’s transactions.

The principal book of accounts in which the entries from all the other books are summarized divided into Cash Book, Bought Ledger, Sales Ledger and Nominal Ledger.



	Liabilities 
	A term denoting the combined debts owed by a firm, company etc.



	Liquidity

Modified Accrual Basis 

of Accounting
	The excess of cash or near cash assets over current liabilities.

The basis of accounting used in conjunction with the current

financial resources measurement focus that modifies the accrual

basis of accounting in two important ways 1) revenues are not

recognized until they are measurable and available, and 2)

expenditures are recognized in the period in which governments in

general normally liquidate the related liability rather than when that

liability is first incurred (if earlier). All governmental funds are

accounted for using the modified accrual basis of accounting in fund financial statements.



	Petty Cash Book
	A book subsidiary to the Cashbook, in which are recorded all small cash payments.



	Posting
	The transfer of entries from the books of prime entry to their separate accounts in the ledgers.



	Preliminary Finding
	A nonconformity or noncompliance with program guidelines requiring a written response (a corrective action plan) that is identified prior to the final report. Preliminary findings will be used in all draft reports and will only show up as findings in the final report, if warranted.

	
	

	Preliminary Report
	A draft report that includes any potential findings.

	
	

	Prepayment 
	A payment made in the current accounting period of which part or all relates to a future period.



	Profit 

and Loss Account

Program

Program Reviews
	A summary account of all revenue and expense accounts, showing as its balance, the profit (or loss) for the period under consideration.

A discrete set of activities undertaken to carry out an agency’s core

businesses [OCGA §45-12-71 (2009), ¶13].

An assessment of compliance with required deliverables and standards of care conducted by State-level programs within the Georgia Department of Public of Health. (These reviews may or may not be federally required. Reviews sometimes include a fiscal assessment). 



	Provisions

Recommendations
	Amounts written off or retained out of profits to provide for depreciation, renewals or diminution in value of assets, or retained to provide for any known liability of which the amount cannot presently be determined with accuracy.

Suggestions made by the auditor to help prevent findings and/or correct existing findings.

 

	Reconciliation
	A statement showing the process whereby the balances of two accounts, independently written up in respect of the same transactions, which show an apparent discrepancy, are brought into agreement.  The most common reconciliation statement is that used to bring into agreement with the General Ledger Bank account balance and Bank Statement balance (see “bank reconciliation”).



	Reconcile (verb)

Relevance
	To ascertain the precise components of the difference between two related figures produced independently of each other.

A principle signifying that there is a close logical relationship

between the financial information provided and the purpose for

which it is needed, i.e., the information can make a difference in a

user's assessment of a problem, condition, or event.



	Revenues

Schedule 
	(1) Increases in the net current assets of a governmental fund type

from other than expenditure refunds, operating transfers, and "other financing sources." (2) Increases in the net total assets of a

proprietary fund type from other than expense refunds and transfers.

A detailed list of items, on a properly headed working paper, totaled to agree with the figure that is being analyzed or supported and cross-referenced.
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Federal Funding & Fiscal Accountability
Cliff Notes for Managers

Managers, Be Mindful...

Payroll (Time Accountability):

¢ All employees must be accountable for time
worked.

o Signed certifications are required for all staff paid
100% by a particular funding source or program
once each year (recommend twice). Supervisor
and employee must sign. Consider a tickler system
to prompt timely acquisition of signatures.

e For staff paid from multiple funding sources, time-
sheets must reflect the activities performed and be
aligned with the percentages of time paid from
each budget. Signatures of employee and supervi-

sor must be included, and it must be dated.

Contracts:

e Must be between two independent parties and
include original signatures by those with legal
authority over each entity.

e Must clearly delineate time frames, amount to be
paid, and terms of payment (e.g., $250 quarterly
upon receipt of invoice).

¢ Deliverables must be included which clearly
delineate what each party will do and their
contractual responsibilities (linked to payment).

e Should have termination clause for cause or con-
venience of the agency.

Procurement:

e The bidding process should allow for full and open
competition. Remember local and federal thresholds
for services and goods! Types of bids and processes
of bid solicitation should occur in accordance with
policies thresholds based on total purchases, not indi-

vidual items.

o Expenditure authorizations should include:
e Statement of need and purpose of service/
goods.
e Multiple levels of review and approval with
original signatures.
¢ Documentation of bid selection or cost com-
parisons should accompany expenditure au-
thorization, as appropriate.
e Documentation of receipt of goods or services
should also be maintained.

Equipment Inventory:

e Complete process(es) for state, district or local
inventory entry and maintenance.

e Ensure that items over $3,000.00 or items consid-
ered a high risk for theft (e.g., computing devices)
are inventoried.

¢ Update the inventory listing on a regular basis.

e Ensure appropriate disposal, sell, or transfer of
inventoried items, in accordance with federal

Lunch/Working Meetings:

Must Have:

e Agenda (topic for paying program with date and
times documented).

o List of Attendees.

¢ Documentation of Purpose/Need for Meeting.
(including explanation for reason(s) meal/
refreshments must be provided).

e Receipt(s) reflecting cost of food (reasonable for
number of attendees).

¢ Note: If a meal is included in a meeting, employees
should not claim that meal as per diem for reim-
bursement. Meeting must last for 4 hours.

Other Considerations:

Travel:

e Reimbursement should be submitted in

accordance with Statewide Accounting Policy and Proce-

dure—Travel.

¢ Travel should be relevant and appropriate to the
paying program.

¢ Travel reimbursement statements should include
purpose for travel.

¢ Work closely with your accounting office prior to
year-end closeout to appropriately plan and encum-
ber funds for anticipated year-end expenses.

¢ Non-profit entities providing services for your pro-
gram and other contractors may be considered sub-
recipients of federal funds and must be monitored.

e Access and controls for cash, credit cards and gift
cards should be strictly monitored in accordance with
federal and local policies/procedures. All usage, dis-
pensation and access should be clearly documented
and traceable and authorized for program use.







