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Recommendation:

To avoid the delayed recognition of revenue, we recommend that management require
that staff reconcile the trust funds to the FZ 403 report and prepare the Request for
Transfer document monthly.

Management’s Response:

The Surveyor concurs with the recommendation. The audit period was for June 1st
through November 30th of 2008. The accounting technician position that was
responsible for performing the reconciliation became vacant in June of 2008, and it has
since been re-filled. Implementation was expected to become effective as soon as the
new accounting technician had received sufficient training and the fiscal section’s back-
log of labor input had been reduced. It had been the Surveyor's practice for its
accounting technician to perform the reconciliation after the fiscal assistant had input
labor charges through the end of a given month into the Surveyors job cost system. This
was done in order to compare the charges that occurred during a month versus the
customer’'s FAS account balance for the same month. With limited staff, many times the
input of labor charges had been back-logged. As a result, the Surveyor has enlisted the
assistance of its office assistant Il to input labor charges and has reduced this particular
back-log. The target effective date for implementation is November 2, 2009.

Auditor’s Response:

The Division’s planned actions will correct the deficiencies noted in the finding.

Finding 3: Disbursements Were Not Always Made Timely

Per the Internal Controls and Cash Manual (ICCM)—Chapter 13, upon receipt of the
monthly FZ403 report the trust fund should be reconciled, all open trust cases should be
reviewed and trust money be disbursed as soon as possible in accordance with
applicable laws.

Out of 54 samples, 51 disbursements were not timely. These disbursements were for
April and May of 2008 but were not completed until August of 2008. Lack of compliance
with the Internal Controls and Cash Manual may result in inefficient management of
trust accounts and the unauthorized holding of money due to customers.

Recommendation:

We recommend that management require staff to disburse trust funds as soon as
legally available and at least monthly during the reconciliation process.

Management’s Response:

The Surveyor concurs with the recommendation. Implementation will become effective
with the appropriate staff members after receiving training as it relates to performing the
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monthly trust reconciliation and processing disbursements. The target effective date for
implementation is November 2 of 2009 at this time.

Auditor’s Response:
The Division’s planned actions will correct the deficiencies noted in the finding.
Finding 4: Duties Were Not Always Segregated

Per the Internal Controls and Cash Manual (ICCM)—Chapter 2, no one person should
be assigned concurrent duties that would allow him/her complete control over a
transaction or an asset.

Currently, the Fiscal Assistant maintains the trust records. In addition, the Fiscal
Assistant has the ability, as a backup to other staff members, to receive cash or checks
from clients, produce receipts, complete bank deposits and make deposit distributions.

Without segregating duties, any one person could conceal errors and irregularities in the
normal course of his/her duties, which could result in ineffective management of cash
and an increased susceptibility to theft.

Recommendation:

Management should reassign duties so that no one individual has access to the entire
trust fund process. Each of the following functions should be segregated: cash
receipting, bank deposits, bank reconciliation, cash disbursements, and maintaining the
trust records.

Management’s Response:

The Surveyor concurs with the recommendation. This has already been partially
implemented in that the fiscal assistant no longer receives cash or checks, produces
receipts, or completes bank deposits. The Surveyor’s fiscal staff is comprised of a staff
analyst, accounting technician and fiscal assistant. In order to help with segregating
fiscal duties, assistance has been enlisted from the division’s office assistant Il and its
secretary. The target implementation date is November 2, 2009. However, overlapping
of duties may occur when one or more of the staff members are absent. The Surveyor
does have a vacant office assistant Il position, but it is unable to fill the position due to
space availability until September. Subject to the Auditor's approval, the duties relating
to trust accounts have been tentatively segregated as follows:

Accounting Technician

e Performs monthly trust reconciliation, reviewed by staff analyst
e Performs alternate (a.m. or p.m.) daily cash receipt reconciliation
¢ Performs alternate (a.m. or p.m.) daily change fund reconciliation
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Fiscal Assistant

e Maintains the trust records (inputs receipts into the job cost system which
automatically updates the customer’s account) Prepares bank deposit
distributions, approved by staff analyst

e Prepares trust disbursements, reviewed by staff analyst, and approved by
County Surveyor

e Performs alternate (a.m. or p.m.) daily change fund reconciliation

¢ Processes NSF checks

Office Assistant |l
e Receives and logs in cash or checks received via mail
e Receives cash or checks from customers in person
e Receipts cash or checks
e Maintains change fund
e Inputs employee labor charges into job cost system

Secretary |

e Logs in NSF checks
e Prepares bank deposit

Staff Analyst I

Reviews and approves deposit distribution

Reviews and approves monthly trust reconciliation
Reviews trust disbursements, approved by Co. Surveyor
Performs monthly bank reconciliation

Auditor’s Response:

The Division’s planned actions will correct the deficiencies noted in the finding.

Finding 5: Disbursements Exceeded the Individual Trust Account Balances

Per Internal Controls and Cash Manual (ICCM)—Chapter 13, deposits that may need to
be returned to the depositor must be uniquely identifiable to prevent a withdrawal

exceeding the amount on deposit in a specific trust account.

Five of the 54 sampled, disbursements were made in excess of the individual trust
account balances.
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Recommendation:

Management should ensure that each individual trust fund balance is uniquely
identifiable and that disbursements never exceed that balance. Once gone, these funds
may be difficult to recover from the overpaid customers.

Management’'s Response:

The Surveyor concurs with the recommendation. Each individual trust fund balance is
uniquely identifiable with an account number. The Surveyor makes every effort not to
disburse funds that would bring the county’'s FAS account balance for any individual's
account below zero. However, the Surveyor's internal system contains accounts that
are in deficit, and additional funds from the customer are required. The input of labor
and other charges into the Surveyors internal job cost system has been back-logged,
resulting in charges exceeding the customer's account balance. The target effective
date for reducing the deficits of the internal account balances is September 1, 2009.

Auditor’s Response:
The Division’s planned actions will correct the deficiencies noted in the finding.

Thank you very much for the cooperation extended by your staff during the course of
this audit.

Respectfully submitted,

Larry Walker
Auditor/Controller-Recorder
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