TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
Monday, January 12, 2015
Audrey P. Beck Building
Conference Rcom B

6:00pm

AGENDA

. Call to order

. Approval of the minutes for December 8, 2014

. Opportunity for Public Comment

4. Staff Reports

. BlumShapiro — Financial & Operational Controls Review — Project Status
Update

. Communications/Other Business/Future Agenda ltems

. Adjournment



TOWN OF MANSFIELD
FINANCE COMMITTEE MEETING
MINUTES OF DECEMBER 8, 2014

Members Present: Bill Ryan (Chair), Paul Shapiro, Virginia Raymond

Other Council Members Present: Betty Wassmundt, Alex Marcellino, Toni Moran. Betsy Paterson joined
at 6:15pm.

Staff Present: Matt Hart, Cherie Trahan
Guests: Jeff Ziplow, BlumShapiro
1.

2.

Meeting called to order at 6:00pm.

Approval of the minutes for November 10, "2’014

Move to approve the minufes of November 1 0 2014 by Pau! Shapfro Seconded by Vrrgmra
Raymond. Motion passed unammously : _ .

Opportunity for Public Comment — Nqne
Staff Reports — None at thls fime.

BlumShapiro — Ftnanmai & Operatlonal Controis Revtew Pro;ect Status Update. Jeff Ziplow
provided an overview of work accomphshed to date, work in progress, and future actions with
regards to the fmanoiat & operational controls review. Jeff provided a list of all policies,
procedures _and controls. that are being reviewed and answered questions from the committee.
Jeff will attend the Januaiy 12 meeting to present the Control Matrix and a special Finance
Comm!ttee mesting oh February 2™ to provide the testing resulis.

Propos"ed Salary Transfers for FY 2014/15 — Cherie Trahan reviewed the proposed transfers and
answered questions from the committee.

Move effective December 8, 2014 to approve the Salary Transfers for FY 2014/15 as proposed
by the Director of Finance by Paul Shapiro. Seconded by Virginia Raymond. Motfon passed
unanimously.

Communications/Other business/future agenda items —
= Review & explanation of Personal Property Grand List Report
= Proposed Capital Improvement Budget Adjustments FY 14/15
= Parameters for building permit fee reductions

Adjournment. The meeting adjourned at 6:45pm.
Move to adjourn by Paul Shapiro. Seconded by Virginia Raymond.

Respecitfully Submitted,
Cherie Trahan, Director of Finance



Mansfield Policiés, Procedures and Controls Discussions
Version 1 —12/8/2014

1. Purchasing/AP
a. Bid Type
i. Competitive Bid
it. Competitive Quote
il. Waivers
b. Purchasing Agent and Purchasing Ethics
¢. Purchase Order Processing Procedures
1. Issuing Department
ii. Finance Department
d. Entities with Requisition Capabilities in the FMS
i. Requisition Approval Process
e. Blanket Purchase Orders
f.  Emergency PO Processing .
1. When Approval w/o the Finance Director is Allowed
g. Fund Transfer Requests
h. Vendor management
2. Purchasmg Cards
a. Cardholder Agreement Form
b. Purchasing Card Use Policy
c. Monthly Expense Reporting
3. Petty Cash
a. Request, Approval and Reimbursement Process
b. Reporting Changes to the Account
4. Reimbursement Procedures
a. Mileage, Travel and Other Expenses
b. Request and Approval Process
5. Payroll
a. Timekeeping
b. Weekly Payroll Procedure
c. Check Distribution
d. Worker’s Compensation
6. Revenue/Receivables
a. Recording receipts/revenue
i. Funds to Credit
ii. Personnel Responsibility
b. Collector’s Office S
i. Daily, Monthly and Quarterly responsibilities
i1. Town-wide Collection Policy _
iti. Procedures for Verifying & Completing Deposits
tv. Procedures for Investigating Discrepancies
v. Short/Over Policy
¢. Bank Deposit Procedures
d. Posting of Receipts




10.

11.

12.

13.

14.

15.

16.

17,
18,

19,

Student Activity Fund
a. Fund Setup _
b. Employee Responsibilities
c. Approval and Reconciliation
d. Disbursements

Athletic Activity Fund
a. Fund Setup
b. Employee Responsibilities
c. Approval and Reconciliation
d. Disbursements
Budgeting
a. Region 19, Mansfield BOE and Town Procedures
b. Detailed Budget Calendar (preparation into presentation into adoption)
¢. Preparation, Monitoring and Adjustments
d. Quarterly Budget Reporting
Grants
a. Review Process
b.  Accounting Methodology
c. Monitoring & Reimbursement
d. Reporting
Human Resources/Personnel .
a. New Hires and Substitutes
b. Employee Changes
c. Employee Terminations
d. Employee Personnel Files (required policies and forms)
Journal Bniries
a. 'Who can post to the General Ledger
b. Review and Approval Process
Financial Management System Administration

a. System Security and Support
b. Establishing a New User Process
c. Modifying a User’s Privileges
d. Removal of Terminated Employees
e. Data Backup
£ User IDs and Passwords
g. DR Plan
Chart of Accounts (COA)

a. Who can add a new account to the existing COA ~the process
Closing Procedures/Reconciliations

a. Monthly

b. Quarterly

c. Year-End
Capital/Fixed Assets

a. Qualifications of a Fixed Asset
b.  Responsibilities for Recording and Maintaining Fixed Assets
c. Forms and Approval Process for Disposal or Transfer

Town Vehicle Use

Use of and Charges Associated with Personal and Town-owned Cellphones
Other



Town of Mansfield

_ Draft- Financial and Operational Controls Matrix -

As of January 5, 2015 - Version 1

- What is the Control

ftem Control Type Control Brief Control Details Testing of Controf .
Test that gran expen
BOE Expensé *BOE mambers must have advanced approvat, subrmit Bdvanced approval snd supporting r:ii;;us:mer:fsdhigi adf:nz:d approval
1, Accrued Expenses Reimb:resr;ment vouchers and supporting documentation, and have receipts  documentation/receipts are requsred #¢ evidience for BOE prior to reimbursement. Ensyre t:a i evidence
1o e reimbursed for expenses expense reimbursement, . - i, . )
of the actual expenses incurred is provided.
*Clear guidelines of what you get reimbursed for mieage, o . - .
ho is eligible fi i nt, an alifie o : hat gran ileage rei
] . w.o is eligible ?; reimbursement, and what qu Le:H] Advanted approval on the Town's intranet site is required Test that granted mileage .e;rnbursements
2. Actrued Expenses Mileage Reimbursement reimbursable milteage as evidence for mileage reimbursement have advanced approval prior to the actual
*Must use mileage log form on Town's intranet site - need a o reimbursement.
reasen/nature and approval
*Dataited policy governing travel expenses, including the Tast that granted trave] expense
Travel Expense approval process, allowed expenses, payment and Advanced approval Is reguired for any travel expense R g A P
3 Accrued Expenses _ A : ) .. reimbursements have evidence of advanced
Reimburgsement reimbursement process, appropriate payroll cording and reimbursements. - approval
exxceptions {form included) - approve
” R The Human Resource Department documents thé -
. . *Detailed new hire checklist and policies agreement form .an Reso partment i ts.th T Test that new hire documents are completed
4. Administrative Mew Hire Procedures ) onboarding process to ensure new hires are given @ o
must be completed when on-boarding an employee appropriate access to Town resources . and maintained by the HR Depariment.
*Detail inati ist from leted duri R T
tl?::ii'tei:':ezvr?ew tion checklist from 1o be comp during The Human Resource Depariment documents the ! Test that employee termination documents
5. Administrative Termination Procedures ‘Miscéllan:mjs Check-Off fist for emplovees resigning or employee termination process to ensure terminated . are completed and maintained by the HR
retiring pley gning employaes are removed from access to Town resources. . Department.
. ) A Personnel Action Form must be complated for fuils E%me'
6 Administrative Employee Change *Detailed personal action form checklist to be completed and part-time- employee changes, hzresp and terminations - Test that all employes changes are
’ Procedures when making changes to an employee’s status musfbe signed., B ’ ) - documented in Personnel Action Forms.
*Quarterly budget reports have required line items and are ) )
reviewed by the BOE I R Tl T . ) .
., i Tewn man ent reviews and modifies allbudget =~ Test that the budget review proces
7, Budget Review of BOE Budget *The Superintendent reviews Administrator and Frincipat anagem s and budg . get processis

estimates prior to presenting his/her proposed budget to the

BCE

estimates prior to final appropriation by.Town Coungil,

- followed prior to budget adoption,




Town of Mansfietd

. Draft - Financial and Operagiona Controls Matrix .

As offan_uary 5, 2015 - Version 1

ftem

Control Type

Control Brief

Lontrol Details

. What is the Contro

i w..Testing of Control.

8

4,

Budget

Budget

Review of Town Budget

New Position
Reguest/Change in Status
to Current Position for BOE.
employees

*Quarterly budget reports have required line Rems and are

reviewed by the Finance Committee

*The Town Manager and Finance Director review
Cepartment Head estimates prior to the Town Manager
proposing a budget to the Town Council

*All new positions or changes 1o positions reguire the

completion of a Position Request Form, and approval, before

they can be budgeted for

Town management reviews and modifies ali budget”

estimates prior to final appropriation by Town Council, '

Department Heads and Administrators-arerequired {s
document and submit réqﬂests for qeiﬂv positiens, or ..
changes to positions, to-appropriate management, The’
requests must be approved before-any changes to the ©

budget are made. -

Test that the budget review process is
followed prior to budget adoption.

- Test that Department Heads and
. Administrators submit proper requests and
-gain approval from agpropriate management

before the budget is mediiied for new

positions or changes to current positions,



Town of Mansfield

Draft - Fmanc]a! and Operatmnal Contm!s Matrr
T As ofjanuarys 2015 Version. 1

tem Control Type Control Brief Control- Details What is'the Contr Testing of Contral". : -
New Position *A memo or email must .be sent to. thfz F»inance Director Departiment Heads a.rtd'AéniinEStmtors are l:e‘quiréd t;'f " Test th'at Department Heads and
Request/Change in Status rqu.xesting a specific position and justifying the reason for the document and sl‘zbmlt reguests for nlew positions, or- .Adminlstrators submit prop.er requests and
10. Budget o Current Position for posttion ] ) changes to positions, to appropriate’ management. The . gain approvai from appropriate management
Town employees *The Town Manager and Finance Director review and requests must ke approved before: any changes to the . before the budget is modified for new
approve budgetare made, i . positions or changes to furrent positions.
*Clear definition of what qualifies as a Fixed Asset
*Accountant or Accounting Manager are respensible for Fa
record maintenance - changes to G/L, distributing annual : T S ST
fisting of record property and inventory : Current policies and procedures cutline whatqualifies as a Test that fixed assets meet qualification
11, Capital Assets Fixed asset management *Clear degantmental responsibilities for handling FAs - report  fixed asset, who is responsible for.ma'intaini'ng' fixed: . guidelines and are properly maintained and
the ioss of an FA within a day, review the annual fisting of assets, and how to transfer/dispose of fixed assets, .- recorded.
property inventory, properly safeguard assets ; S C L -
*FA disposal requires a form and approval
*£A transfer requires a form and approval
*Accountant reviews the expenditure ledger for CIP activity  The Ac:ountirig Manager and Accountant work tbgéthér " Test that there are adequate review and sigh
12.  Capitat Assets Construction in Progress and records in @ separate excel document - Accounting o ensure ail fixed asset racordkeepmg is accurata and~: - off procedures for monitoring and racerding
Manager reviews annually (not documented}) comp[eted " fixed asset changes,
*Capital outlay expenditures and capitel asset acquisitions  The Accolniting Manager' and ‘Accuunkant work tagethar  Test that there are adeguate review and sign
13,  Capital Assets Reconcifiation are reviewad and reconciled by the Accounting Manager and  to ensure ali fixed. asset recnrdkeepmg Is-accurate ami * off procedures for monitoring and recording
Accountant completad. - . + " fixed asset changes.




Town of Mansfield -

Draft Fmancaal and Operatxonal {fontrois Matnx

As of January 5, 2015 - Vgrs!oﬁ_l '

Control Type

Controf Brief

Conirol Details

- What is the Cohtrbl~;_‘_ .Testing of Controf

i5.

16,

i7.

Capital Assets

Cash Managament

Cash Management

Cazh Management

Depreciation

Management of Petty Cash

Disbursing Accounts

Cash Receipts

*Aliccation and assumptions of depreciation expense is
reviewed and recorded in 2 report by the Accounting
Manager and Accountant.

*The report is initisled and dated by the Finance Director.

*Petty cash withdrawals cannot exceed $100
*Supervisor must sign off on 4l withdrawals

*ail payments need original receipt for reimbursement
*Supervisor must approve all cash advancements

*All reimbursements must be submitted during the fiscal vear

ofthe actual purchase

*The report on petty cash funds presented by the fund
administrator must completely document changes (the
proper G/ code, amount paid, and program to be charge -
original recgipts, documented invoices, cash stips or the like
must be properly endorsed by the redpient of funds)

*Accounting Manager reviews bank (ecencﬂlatlcas for Town
and Region 19 disbursing accounts

*Raceipts recorded on a daily summary sheet

*Checks are stamped with an endorsement stamp when
received and batched

*Daily receipts balanced against Dally Summary Shest

The Accounting Manager and Accountant work together . Test that there are agequate review and sign
to ensure all fixed asset recordkeepmg is accurate and off procedures for momtormg and redording

completed, F wed asset changes.
. . e ... . Testthat grasted petiy cash withdrawals do
The Town enforces-withdrawal limits and approval . not excesd the enforced withdrawal limit and

contrals to actively manage pettycash accounts, e have appropriate approval prior to
- ’ T “withdrawal.

© *Test that Bank reconcifiations for dishursing
accounts are completed and documented by
- the Accounting Manager.

Accounting Managér performs a bank reconciiiation and
initials the reconciliation worksheet to'document review

The Accounting Manager reviews dally révenue totals -

provitled by the Collector's Office’priorto creatinga . “Test that the Accounting Manager actively
Jjournai entry. The Daily Summary Sheet is rewewed ) reviews daily revenue totals.

against printed out batr.hes. - R




- Town of Mansfield :

’ Draf;t - Finaneial and Oge?étid};al-Controis Matrix
) “As éfJanuar:,_i 5, 2015 Ve;siah 1 .

item

Control Type

Control Brief

Controf Detalls

U Whatis the Control

esting of Control - = . -

1B,

19,

20.

21,

Cash Managemeant

Chart of Accousnts

Chart of Accounts

Closing Procedures

Cash Disbursements

Arcount Management

MNew Account Reguest

Monthly Closing

*Only certain employees are authorized to print and sign
checks

*Access to the specific firancial module is limited by iT
*Accounting Manager reviews payroll distribution st phorte
sending check files to the bank - signed and dated

*Bank transfers must be released by someone other than
who set it up

*Only certain employees have access rights to add new
accounts in the FMS

*Accounting Manager is respensible for building and adding a
new account

*Procedures are followed for closing the end of the month,
incleding journal entries and inventories.

The payroll ?Iist}iﬁbtion' list isreviewed prior to sending - Test that the payroll distribution list and bank
check files to the bank. Bank transfers are notto be transfers are reviewed prior to final cash
released by an employee who set the original transfer up.  disbursement.

The Finance Director, Aceeuﬁt';r'z_g'Marsager.and‘audgét
Analyst are tha only users.in the FMS with:the ability to-
add new accountsita the Chart of Accounts.:

) Test that only authorized users have the
ahlfity to add new zccounts in the FMS.

Test that requests for new accounts must be
sent directly to the Accounting Manager, via
email, for review, approvel and creation,

Emails requests for.adding a new accountgo-directly -
through the Accounting Manager for review,and approval.:

¢ . Test that the Accounting Manager reviews
journal entries and bank statements on e

Ll T T s T monthly basts. Confirm that the Accounting
The Accounting Manager reconciles fournal entrdes. .
: Manager keeps a cash control spreadsheet for

against-bank statements, reconciles inventory counts and . . .
is . ) . the People’s checking accounts and maintains
maintains & cash controf spreadsheet for month-end: . ) N .
oo R ) it on & daily basis . Confirm the Accounting

closin
& Manager uses sales and purchase reports to
cempare final inventory counts against
physical inventories,




- Town of Mansfield

Draft - Financial and Operational Controls Matrix

_As of January 5, 2015 ~Version ' '

Control Type

What is the Contro

. Testing o Control |

22,

24,

25.

Closing Proceduras

Closing Procedures

Debt

Financial Management
System Administration

Controf Brief Control Details -
The Accounting Manager and Finance Birector perform an
Quarterly Closing informal financial close in preparation of the financial

statements to be reviewed by the Finance Committee.

The Accounting vianager and Firanse Director perform the

Year-End Closin
& formai financial close.

*Director of Finance reviews the use and maintenance to of

Bond Proceeds )
bond proceeds to ensure compiiance

*The Accounting Manager, Finance Director and IT Director

User Administration
only can add and remove users in the FMS

On a guarterly basis: journat entrles, dsset and lability
accounts, revenue and expenditure detail for each
account, and purchase orders are reviewed and reconciied

At the end of the fiscal year: all informal (guarterly)
ciesing procedures are performed, Receivabias, payables,
deferred revenues, year end journal entries; and fixed
assits and depreclai’lon arg rewewed and reconm[ed as
well.

Test that the Finance Director reviews sl
guarterly journal entries. Confirm that the
Accounting Manager performs a detaifed fund
review by reconciling asset and Jiability
accounts, and by reviewing reveaue and
expenditure detail for each account. Confirm
that a purchase order reconcitiation is
completed and reviewed by the Finance

" - Director.

Test that the formal financial dese inciudes all
processes completed in the informal financial .
close. Confirm that the recording of all

receivables, payables, deferred revenues, year

“-.end journal entries, and fixed assets and
. depreciation are reviewed by the Finance

- Dirgetor.

The Finance Direttor reviews the iise-of bond proceeds to
ensure compliance with legal’ :equsrements, as well as the
maintenance of bond sale cash proceeds for ccmphance
with RS arkitrage raqu;remeats. N -

Only autharized employaes have administrative fights in”

Test that the Finance Director reviews the use

of bond proceeds in addition to the reviews
performed by the Town's financial advisor and
the Bond Counsel.

" Test that only authorized employees have

the FMS, The Accounting Manager is soleiy rasponsible for access rights in the FMS to add, remove and

adding and remowﬂg user.-,

reodify user settings



. Town of Mansfield .

Draft - Financlal and Ogerational Conirols Matrix-

_As of lanuary 5, 2015 < Version 1 [T

‘ontrolDetails .ol -t .','What;fé'tﬁ'e:t:ontrol

approval emails in labeled foldars
*Monthly report of &l of the Accountant's entries are
reviewed and signed off by the Accounting Manager

item Control Type Control Brief 3 Testing of Control:.
fix s ha rnn + iahts i - n
Financial Management Adding, Removing and *Accounting Manager 15 responsible for adding, removing, Only authosized employess have administratlve'rights in. - Test that the Accounting Manager is
pd ‘. s ip s . the FMS. The Accounting Manager is solely responsikle. for- responsible for user administration in the
System Administration Modifying Users and modifying users and is aierted to do 50
adding and removing user.- e system.
*Users of financial systems must first authanticste to Active Users of ﬁnancsal systems must frst authenzicate to " Test that user 10 and password reguirements
Financial Managament o Directory and then a separate user il and password for Active Directory and then a separate use: 15 and password are configured to adequateiy protect access (o
27, . . System Sacurity . -
System Administration accessing the application for accessing the appfication, Al access 15 role~based . the FMS. Confirm: that users of the FiVIS are
*All access s role-based based on job function based on job. funct;on S . -attive employees.
" - . "Test that Grant Administrators ide & ¢
*Grant applicants also administer thelr grants N at sran Inistrators provide  copy
) N _ The Finance Department must receive a copy of the Grant -of the Grant Award Letter prior to spending
*The Finance Department requires receipt of the Grant
Award Letter before they ralease any funds for spendin Award Letter before the Grant Administrator is aliowed to any grant funds. Confirm that the Budget
28. Grants Management Reporting/Sefecting . Y Y P 5 spend any of the funds, Howevar, not all grants are - - Analyst reviews the funds quarterly 1o check
) The Budget Analyst reviews the funds quarterly to check for . E .
: ) . act:veéy tracked by the Finance Department, 1} thlS--« for grants, as weli as to make sure they're not
grants and make sure they're not overspending and spend 1t . . , N
time conerol applies cmly to those bemg tracked, overspending and also spend their funds on
. on R - time.
*The Accounting Manager approves the Accountant's entries
via hard copy and signature
l L+ T i IOV a
*The Finance Director approves all of the Accounting ::? J:::na! er:is arett?:e‘;ife?iloi:z ;;::;TLE dnEr. Test that journat entries posted to the General
29, Journal Entries Pasting Process Manager's entries via email - Accounting Manager saves perviserp @ Eetine P g " - ‘ledger are reviewead angd approved prior to

At this:time, the invalved empleyees do. not foliow a- .
posting.

umform process. ¢ -




Town of Mansfeid '

Draft - Firancial and Ogezatxonai Controés Matrrx,. ' -
As ofJanuaryS 2015~ Vers.von i

_..LL....

Item Control Type Control Brig Control Details “Testing.of Control..
&F§ i Actounti r, Account 0 Test thet ondy authorized employees have the
Finance Directar, Attoufiting Manager, . atant and Only authorized employees have the ablllty tu postjoumai Y ploy
30, Journal Entries Bosting Process Budget Analyst are the only employees with FMS access entries in the FMS system access rights needed to post a journal
rights to post journal enirigs ’ antry.
*Thmeshests require Supervisor review and signature e R
. , Employes hours are reviewed and El roved priorto ;
Payroll Runs. and Timesheet *Payroll runs are reviewed and signed by the Payroll ploy ik 3 Test that payroll runs are reviewed and
3L Payrell Revi Administrator - timeshzats halanced against a system checks being distributed. At this tlme, standardnzeé approved before emplovees are paid
aview istratar - ime: are & ¥ timesheets do not exist for 2ach Department. . PP piey peic.
generated report ) .
o Coeee e BTl Confirm that the Accounting Manager reviews
8 *941 ¥ a roved before submissions  Accounting Mianager reviews and-slgns 9415 . : .
32 Payroil Tax Reports 941 quarterly tax repors are approv brmissis ing Vg : g s and signs 941 tax reports prior to submission,
The Accounting Managar conducts 3 pay period estimate ) )
- *Pay period estimates are completed to confirm the payroll & & pay e Test that pay period estimates are completed
3%, Payroll Employee Pay Validation L . to make sure the final employee pay is eqmua[entto the - :
administrator does net enter incorrect employee pay . for each payrolt run.
estimated amount . .
*Department Heads must request approvai from the Finance o .
N . ; ; The Fina 1 revi d s ure Test that puird! f
34 Purchasing/ AP PO Processing over $5,000  Dicector for 2il purchases in excess of $5,000 - before e Finance D:rector must re |ew an| ap;! Ove p hases est that p hasgstn exce;s of $5080 are
in excess of $3000. . S approved by the Finance Director.
purchase order can be generated e : -
*Salection reasons and signed spproval for purchases in Best Value Method Source Selection formi misthave . " Confirm that a completed Best Value Method
35.  Purchasing/ AP PO Processing over $7,500  excess of $7500 are required - must attach confirming form to signature approval and be attachad ze the Po far Tuwn  Source Selection form is attached to purchase

PO

purshases over. $7500 -+ orders in excess of $7500 for the Town,




- Town-of Mansﬁeld

Cprafts F:nancza] and Operatnonai Controls Niamx

As ofjanuary 5, 2015 Vers:on 1

ftem

Control Type

Control Brief

- Control Details

.....zi_.....

36,

37,

38

3g,

Purchasing/ AP

Purchasing/ AP

Purchasing/ AP

Purchasing/ AP

P.Cards

P-Cards

P-Lards

Management of Gift Cards
{Huyman Resources, Town
Manager, Food Services)

*Detailed P-Card policy explaining ethics, general policies, the

purchasing process, recortkeeping requirements,
discrepancies of unauthorized sccount usage, card
deactivation and reporting lost, stolen, or damaged cards
*Powerpoint fraining program

*E£mployees must sign Cardholder Agregment Form
*Employees must sign Credit Card Use Policy

*$1000 daily and 55000 monthly limit for some empioyess
*$5000 daily ang 525,000 monthiy limit for some emplovess

*Cardholders print off expense reports, attach their receipts,
and sign every month - Dpt Head reviews and signs as well -
turned over 1o Finance for review and journal entey creation

*Purchase of gift cards must be approved by the Director of
Finance'or the Town Manager, and the original request must.
be signed by Depariment Head - must include: number of
cards to be purchased, the merchant, the denomination of
each card, the intended recipient(s), and the reason/purpose
*durchased cards must be inventoried by the requesting
Departmant and recorded on the Gift Card Inventory List
*Monthly basis - report documenting physical inventory of
cartis in your possession cormpared to the Gift Card lnventory
List, Department Head approval required and a copy of the
report must bg sent to the Finance Office

©" Test that employees granted P-Cards are
" -suthorized and sign the proper usage policies.

Employees.granted p-Cards must sign the-cér&hélderj
Agreement-Form and the Credit Card:Use Policy: . -

Employees granted ?-Carés are hel to daliy and monthty Test that cardholders are held to appropriate
spen&mg hrm:s. . spending limits due to jeb function.

- Test that cardholders complete monthly
expense reports {summary reports) in order
7 to distlose their spendiag 1o the Finance
"-Department.

Employees gramed P-Cards are requlred to dsscluse the[r
mumhhf spendmg o the Fmance ﬂepartmem o .

g Test that the purchase of gift cards must be
- approved and inventoried.

The purchase of g:ft cards must be approvad and
mventeﬁed




. © Town.of Maasfreld
- P raft Fmancnal and Ogerayoga] ggn;r'g1§ Matrix
, "AS'ofJanuaryr.’i,.Z(}lE ~ Version a

.....8 L.....

ite Control Tyne Control Brief Control Details Testing of Controf I

*Campetitive 8id Process must be followed by the Board of

Education for certain purchases

* il ifications, advertising, cpenin : B - - - - R

- ) Must fo ow speciications, rLising, apenings anfﬁ s e - ... ‘Review BOE purchases in excess of $7500 and
" Purchasing/ AP Guidelines for managing awards, security and rejection guideiines as outlined inthe  BOE purchases in excess of $7500 m_us_t go to competitive confirm the competitive bidding process was
) hids/proposals Wansfieid Board of Education Fiscal Managernent policies bidding to ensure b_est va%_ue. . followed

*Must go to competitive bid ifthe purchase is over $7500 ' o " '

*Bids below 520K awarded to the Superintendent, bids above

$20K are awarded to the Board of Education

£ " d P N ol L T Tl T e . . I

o ) £xplanation not to use a name or department as a PO # and PO fis da not.have the issers name or. depar:ment and :__‘“Test that pnly the orsg:rlaal invoice is used to
41 Purchasing/ AP Guidelines for managing  attach all order farms to the PO only orlginal invoices only are accepted for processing =« process purchases, Review purchase orders
) purchase orders *Explanation of how to handie the PC slips - what and when .. and confirm the FO numbers do not contain
X L packmg s%ups and ccples of rﬂcelpts net: accepted. S

to send copigs to the Finance Office etc... issuer name or department name.

*Finance Department keeps record of all purchase orders and F T R . oL

invoices Accounts Payable is responsible for maintaining . - Review the purchasing process and confirm

. General Purchase Order . o . N P i

42z, Purchasing/ AP Processing Procedures The Accounts Payabie Clerk reviews checks against purchasing records and matching checks against - 7. ... “the proper procedures for recordkeeping and

corresponding invoices and purchase orders prior to sending correspondzng purchase orders and mvmces, Lo review are followed.

the payment to the vendor




" Town af Mansﬁeié

Draft Fmanmal and Dperatronal Controls Matrlx

ftem

Lontrol Type -

Controf Brief

. Control Detalls:

I
.
T

43,

44,

45.

Revenue/ Receivables

Revenue/ Receivakles

Student Activity Fund

Recording Datly Revenues

Shorts and Overs

Fund Management
Procedures

*Repert of Collection form: sccompanies.deposits brought to
Coliection Office - form has revenue details, G/L acct number,
description, amounts of deposit split by cash and check totals -
total verified by Collection Office - then signed and dated by
the verifier and recorded on 3 form calfed the Daily Revenue ; L AR T

Sheet {lists each deposit with Dept Name, total Chegk The receipt and récording of daily ravenues {cash and . " Review the revenue recording process and
Amount, Total Cash Amount, and a Grand Total} checks) requires the use of standazénzed §nrms and rev;ew ensure all required reviews and documents
*Original Report of Collection retained with Daily Revenue by the Collector's fo'ce and Ahe anance Department._ ~ are utilized.

Sheet in Collaction Office - copies provided o Finance Dept :
and the depositor

*Next Moraing: totai cash and checks summarized on Daily
Revenue Sheet - checks and cash ¢ounted physically and
verified - then prepared to deliver to the bank

*Discrepancies over $1.00: adjusted in o7 put of the deposit ) :
and a separate Report of Collections form is filled out for the Dlscrepanc;es aver $1 DG in. the re:urding of daiiy revenues Test that short/over adjustments are manually
amwount - jougnal entry is made to move to the proper are adjusted manuglly to ensiire accuzate. reportmg A - cregted with a journal entry and by

account if a resolution is discovered separate’ Repnrt of Coilectians is filled'out to. ccmpiete cnmpieting & corresponding Report of
*Amount under $1.00: not adjusted - held in separate this process.- L - " Coltections.

envzlope and used to offset other shortages up to $1.00

*Setup as a pelty cash fund

*Single signature checking account - only two peopie ,
authorized to sign checks (as directed by the Superintendent) The Supermtendent‘s Oﬁ' ce aid the Flnance Departmerst
*Adimin Asst for Finance has custody of the checkbook are responsibie for cverseemg the account. Only ~

*Admin Asst subinits month-end voucher to repienish the authorized employees are allowsd to sign’ ‘acpount checks,
account - coples of the checks drawn are attached The Superintendent's approval is Tequired for month'emi
*Superiatendent approves the voucher agcount raplemshment. :

*Finance Dept does monthiy recondiliation (with bank ; "
statements)

Test that the proper controls and approvals
are in place to actively manage the Student
= Activity Fund. Ensure funds are not being
disbursad without review &nd approval.

- Confirm & manthly account reconciliation is
performed.
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" Testing of Control == -

. What is'the Controf

_QL_

add vendors to the FMS

ftem Control Type Controf Brief - Centrol Details
*Setup as a petty cash fund : : .
*Single signature checking account - only two people The Supériétendént s Dffice a;{a-.{he'-Fin:i.hEe ﬁer;énrhent. -Test that the proper controls and approvals
. authorized to sign checks are resnonsible for oversesing the account. Onl are in place for actively managing the Student
o Athletic Accourt Activity Fund Management *Admin Asst for Finance has custody of checkbook authnr:;ed emntovees are aligwe& ‘o st ;:cco:nt b ks Activity Fund. Ensure funds are not being
" Fund Procedures *Admin Asst submits month-end voucher to replenish acct - the Superinter? de;t s approval is reqmri d fcr mon:h :1 d disbursed without review and approval.
copies of checks drawn attached account re tenishment Confirm an account reconciliation is
*Superintendent approves voucher # " performed.
*finance Dept does monthly reconciliation {with statements)
*Admins Unified Community, Quality Data Services and
Vision Systems are the applications in use that have data with - sk
47, System Interfaces interface Security financial reparting implications. Exc?lan[ge of d:;a bez‘ween f‘nancnal systems is thrcugh 'En‘surzthat no e:}ec:omc.mterfacmg of data
*No electroaic interfaces exists between the financial manuaimpe exists between the financial systems.
systems.
o I . The ahility to add vendors in Admins Ux;xifieﬁ Communit;
*The Finance Director, Accounting Manager, Accounts is Iim%te?',cc authorized employees onbv..Mo formal iy Confirm that the sbility to add vendors in
48, Vendor Managemeng Adding a Vendor Payable Clerk and Finance Clerk are the only users that can v i Admins Unified Community 15 limited to

process for reviewing vendeors pnor to addltlon ta file -

exists at this time. - - authorized employees,
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ite Control Type Control Brief - Controf Details . ~:.-% .. . +Testing of Contro :
Verliying Legitimate *The Accounts Payable clerk takes checks off the printers and Pa Imerit-s tor.ven&ors (chacics).'e:re revsew-e-n-:l:b Accuun:s " -Review Town purchases and test that all
49, Vendor Managernent Pa menis € manually verifies them against the invoices to confirm Pa;abze riot to beln dEstr%bu'ted‘ ) : ,_Y'__ C7T payments {checks) are reviewed and verified
¥ . legitimate vendor payments . P . £ . T e - - priof 1o being distributed,
Use of and Charges . N o R '-'7 S . o - Test that employees granted Town-owned
50.  Associated with Town Accentabie Use Employees and Yolunteers, and an approver must sign and  Employees granted a Town-owned:celiphone are required ceflphones sign the Cellular Telephone s

Cellphones

date a personal use agreement to adhere to the Town's acceptablerusage policy.: Poicy.
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Control Area: Administrative Control Document(s): Undocumented Control Date: N/A
s . Document Owner: Town & BOE
Control Subject: New Hires
Control: The Human Resource Department documents the cnboarding process to ensure new hires are given appropriate Risk Impact: High
) access to Town resources.
4 _ Risk Probability: High
Control Frequency:  As-Needed Sample Size:
. - Status
Praocadure: Test thal new hire documents are compieted and maintained by the HR Department. _
: Pass Fail Not Tested
o O ]
Test Resuit Auditor Pass Fail

Confirm thal new hires have a compieted and signed
New Hire Checklist.

o O
Cenfirmn that new hires have a signed New Hire Policies
via Infranet Acceptance Agreement.

L0
Confirm that new hires have a completed Perscennei
Action Form,

o o

Sample
Document




