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CHAPTER 2:
GENERAL AUDIT PROCEDURES
TO BE PERFORMED AT LEAST EVERY THIRD YEAR


This chapter of the State Compliance Audit Guide identifies compliance testwork that auditors can generally rotate. (Not all of the compliance requirements apply to all entity types.) Auditors should divide the applicable requirements approximately in third and test a third of them with each audit, budgeting a similar amount of tests for each audit cycle unless the risk of noncompliance warrants testing of these requirements every year.  

Auditors should not rotate/omit a specific compliance test if the prior audit identified noncompliance or if evidence supports an elevated risk of noncompliance for the current audit.

This chapter does not apply to nonprofit organizations EXCEPT FOR charter schools structured as nonprofit organizations, which are considered public schools and are, therefore, subject to this chapter, similar to school districts.  


A. CASH MANAGEMENT

Information Contact:  Ann Pedroza, 801-538-1883, Secretary to the Utah Money Management Council

	Legal
Ref.
	Appli-
cable
to: *
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA 
51-7-15(3)
	ALL
	1. Entities are required to file a written report with the Money Management Council (Council) on or before January 31 and July 31 of each year.   This report, entitled the “Deposit and Investment Report Form,” provided by the Council (see http://utah.gov/treasurer/documents/utah-state-treasurer-deposit-investment.pdf),  contains  information about the deposits and investments of that entity during the preceding six months ending December 31 and June 30, respectively.  The Council uses this form to determine if the entity is in compliance with the Money Management Act.

Review the entity's fiscal year-end report and determine that the report agrees to financial institution statement year-end closing balances (‘bank’ balances NOT ‘book’ balances) and includes all accounts (both deposit and investment) held by the entity.
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	






B. STATEMENT OF TAXES CHARGED, COLLECTED AND DISBURSED –
CURRENT AND PRIOR YEARS

Information Contact:  Jennifer Condie, Assistant Division Director, Property Taxes, Tax Commission, (801) 297-3636

	Legal
Ref.
	Appli-
cable
to: *
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA
59-2-913
	C
	1. Determine if the Statement of Taxes Charged, Collected, and Disbursed - Current and Prior Years (also called the Treasurer's Settlement Statement) that was submitted to the Tax Commission as form PT-750, agrees to applicable county records and is complete.
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	




C. IMPACT FEES

When considering materiality for the auditor’s testing of the impact fee schedule, a potential user may include those who pay the impact fee.  Those who pay the impact fee may be concerned about amounts typically considered immaterial in comparison to total impact fees or the total project.  Due to audit efficiency considerations, the OSA does not expect the auditor to test the impact fee schedule to the level of materiality of each individual who pays the impact fee.   

	Legal
Ref.
	Appli-
cable
to: *
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA
11-36A-601
	C, M, D, IL
	1. Determine that the entity prepared a schedule identifying impact fee funds and that:
a. The schedule detailed the year in which they were received, the project from which the funds were collected, the capital projects for which the funds are budgeted, and the projected schedule for expenditure. 
b. Disbursements reported on the schedule agree to the entity's accounting records.
c. Receipts reported on the schedule are reasonable. 
	
	

	UCA
11-36A-602 (1)
	C, M, D, IL
	2. Determine that impact fee proceeds disbursed in the current year were used only for public facilities identified in the capital facilities plan and for the specific public facility type for which the fee was collected.
	
	

	UCA
11-36A-602 (2)
	C, M, D, IL
	3. Determine that the impact fee proceeds were used in a timely manner and that reasons for holding fees longer than six years were appropriate and documented.
	
	

	UCA
11-36A-603
	C, M, D, IL
	4. Determine that the entity has appropriately refunded any unused impact fees.
	
	

	UCA
11-36A-601(5)(d)
	C, M, D, IL
	5. Determine that the entity submitted the impact fee schedule to the Office of the State Auditor.  See reporting.auditor.utah.gov, option #8.
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	





D. SCHOOL FEES

The objective of these procedures is to ensure that fees are not being charged in the public school system for kindergarten through sixth grade students for activities occurring during the regular school day.  Secondary schools (grades 7-12) may impose fees if authorized by the Legislature and local boards consistent with local board policies and state law and used in a manner consistent with their original design.

	Legal
Ref.
	Appli-
cable
to:
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	R277-407
	LEA
	1. For schools selected for testwork for the LEA’s agreed-upon procedures engagement for aggregate student membership (see the Guide for Agreed-Upon Procedures Engagements for Local Education Agencies and Community-Based Organizations, issued by the Office of the Utah State Auditor), review such items as the registration packet, board minutes, LEA’s webpage, parental letters, fee schedule, donation requests, and accounting records, etc. to gain an understanding of fees or charges for individual students and assess an appropriate risk level. 
	
	

	R277-407
	LEA
	2. Select a representative sample of fees/charges collected, focusing on months during the beginning of a school year when fees are more likely to be collected.

Determine whether the fees collected complied with the following:
	
	

	R277-407 and 
UCA
53A-12-102 (1-2)
	LEA
	a. Fees for Regular School Day Activities:  

Elementary Schools – The school did not charge school fees of any kind for activities that took place during the regular school day, including materials, textbooks, supplies, snacks, drinks, or for any class or activity, including assemblies and field trips.  Additionally, students were not required to bring items from home, unless the student was replacing supplies provided by the school which were lost, wasted, or damaged by the student through careless or irresponsible behavior. 

Secondary Schools – Fees charged for secondary school activities were 1) approved by the local school board in a public meeting and were allowable by statute, 2) listed on the fee schedule, and 3) subject to waiver compliant with R277-407-6.    NOTE:  Textbook fees may be charged in grades 7–12 and students may be required to provide their own student supplies subject to the provisions of R277-407-6.
	
	

	R277-407
	LEA
	b. Fees for Activities Occurring Outside of Regular School Day – Participation was voluntary and the fee was 1) approved by the local school board in a public meeting, 2) listed on the fee schedule, and 3) subject to waiver compliant with R277-407-6.
	
	

	R277-407
	LEA
	c. Donations or Contributions – Donations or contributions were solicited and accepted in accordance with LEA policies and IRS regulations, and all requests clearly stated that donations and contributions were voluntary.  

NOTE:  A donation is considered a fee if a student is required to make a donation in order to participate in an activity.
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	





E. GOVERNMENT RECORDS ACCESS MANAGEMENT ACT (GRAMA)

	Legal
Ref.
	Appli-
cable
to: *
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA
63A-12-103
	ALL
	1. Verify that the entity has a written policy defining how to respond to a GRAMA request. 
	
	

	UCA
63G-2-203
	ALL
	2. If fees are charged for GRAMA requests, verify that the entity has adopted a uniform fee schedule and that the schedule was formally approved by the entity’s governing board.
	
	

	UCA
63G-2-103 (25)
	ALL
	3. [bookmark: _GoBack]Determine whether the entity has appointed a records officer to work with State Archives.
	
	

	UCA
63G-2-108
	ALL
	4. Through inquiry with entity officials, and observation of certificates or other relevant evidence, determine whether the records officer has completed the annual online training course provided by State Archives on the requirements of GRAMA.  
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	





F. CONFLICTS OF INTEREST

	Legal
Ref.
	Appli-
cable
to:
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA 67-16-7

Charter Schools:
53A-1a-518
	ALL
	1. Determine that the entity has a written policy and procedure to disclose conflicts of interest and that it has been effectively communicated to public officers and employees of the entity.
	
	

	UCA 67-16-7
& 67-16-4
Cities/Towns:
10-3-1304
Counties:
17-16a-4
Charter Schools:
53A-1a-518
	ALL
	2. Inquire of those charged with governance and management whether they are aware of any conflicts of interest.  If conflicts of interest are identified, ensure documentation disclosing the conflict was maintained.

NOTE:  A public officer or employee may not:
1) Use or attempt to use their official position to further substantially their personal economic interest  or secure special privileges or exemptions for themselves or others;
2) Accept employment or engage in a business or professional activity that might impair their independence of judgment or interfere with the ethical performance of their public duties.  
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	







G. NEPOTISM 

	Legal
Ref.
	Appli-
cable
to:
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA 52-3

Charter Schools:
53A-1a-518
	ALL
	1. Determine that the entity has a written policy and procedure established to disclose nepotism and that it has been effectively communicated to public officers and employees of the entity.
	
	

	UCA 52-3-1

Charter Schools:
53A-1a-518
	ALL
	2. Determine if the entity is complying with State nepotism and hiring laws by inquiring and observing (such as scanning the entity's payroll or personnel records) whether there are any employees being directly supervised by a relative.  
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	





H. SPECIAL AND LOCAL SERVICE DISTRICT BOARD MEMBERS

	Legal
Ref.
	Appli-
cable
to:
	AUDIT PROCEDURES
	Performed by and Date
	Workpaper
Index

	UCA
17B-1-311
	D
	1. Through inquiry of management and scanning payroll or personnel records, determine that no member of the board is also an employee of the district at the same time.
	
	

	UCA
17B-1-312
	D
	2. Through inquiry with officials of the entity and observation of certificates or other relevant evidence, determine that each member of a board of trustees of a district, within one year after taking office, completed training developed by the Office of the Utah State Auditor in cooperation with the Utah Association of Special Districts.
	
	



	CONCLUSION (adequacy of the controls, significant deficiencies/material weaknesses, and management letter comments):
	Performed by
and Date
	Workpaper
Index

	
	
	





*  C=County; M=Municipality (City/Town); D=Special Service or Local Districts; IL=Interlocal Entity;
    LEA=Local Education Agency (School Districts and Operating Charter Schools, including charter schools organized as nonprofits)
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