Thurston/Mason Developmental Disabilities Administration
State Funded Professional Services Agreement General Terms and Conditions

2019 FISCAL REVIEW
Agency:       
Person Completing This Document:      
Type of agency:       
MANAGEMENT/ORGANIZATION STRUCTURE/BUDGETING:

Who has responsibility for administrative control?  How long in that position?

     
Who has responsibility for financial control?  How long in that position?

     

 FORMTEXT 
     
Who is involved in budget development and monitoring?

     

 FORMTEXT 
     
	Does the budget monitoring process include a comparison of budget to actual expenditures?
	Yes  FORMCHECKBOX 


No   FORMCHECKBOX 


	Are revenues and expenditures classified in the books of account in the same categories included in the budget?
	Yes  FORMCHECKBOX 


No   FORMCHECKBOX 



ORGANIZATIONAL ACTIVITY:

Is this agency subject to the single audit requirement? 


Yes  FORMCHECKBOX 


No   FORMCHECKBOX 

- $500,000 or more of federal funding 

What amount of the organization’s annual income comes from DSHS/DDD Thurston-Mason Developmental Disabilities grant funds?      
Date of last financial review or audit and by whom?       
Did the last financial review or audit contain recommendations?  

Yes  FORMCHECKBOX 


No   FORMCHECKBOX 

If yes, what were they and have they been implemented? - Use attachments as needed.
     
	ACCOUNTING RECORDS, POLICIES AND PROCEDURES

	YES
	NO

	Established accounting policies and procedures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do the following functions exist?
	
	

	Cash-receipts
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Cash disbursements
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	
	YES
	NO

	Grant/projects ledger
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment/inventory tracking
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Billing system
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Payroll tracking
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Does the financial system provide an adequate audit trail for each grant program or contract by budget category?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the general ledger maintained in a manner that provides ease in the preparation of financial reports?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are bank accounts reconciled monthly?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is the accounting system automated?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If so, what system?      


What internal control procedures does your organization have in place?       
PROGRAM INCOME (for agencies providing group supported employment)

	
	YES
	NO

	Is there program income received from this program?

(Gross income received by the grantee directly generated by the grant supported activity.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are there sufficient records to identify the amount of program income received and how it was spent?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



How is program income used?      
SERVICE REVENUE
	
	YES
	NO

	Are other funding resources utilized to assist individuals in payment of employment services?
(Examples include DVR, PASS, IRWE)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are private funds being used to pay for employment services?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



What system is in place to ensure the prevention of duplicative funding for services paid for by the County?      
PERSONNEL COSTS

	
	YES
	NO

	Are salaries/wages supported by monthly time and attendance records?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are time and attendance records supported by adequate documentation?

	 FORMCHECKBOX 

	 FORMCHECKBOX 



If the staff assigned to work on the County funded programs work on other programs, how do you ensure that costs are allocated correctly?      
TRAVEL COSTS 

	
	YES
	NO

	Are expenditures charged to travel supported by travel claims?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is travel charged to the appropriate cost code (i.e. program vs administration)?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



What is the rate of reimbursements for: 

Lodging:      
Meals:      

Mileage:      
VENDOR PAYMENTS
	
	YES
	NO

	Is there approval for payment of invoices prior to payment being made?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Do initials on the face of the invoice show evidence of approval?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are invoices cancelled when paid?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are invoices coded with account codes to facilitate tracking?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are documents supporting payments filed in such a way as to be readily located?


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are expenditures made within the time restraints of the contract and charged to the correct accounting period?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are purchases limited in amount before requiring executive or board approval? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If so, what is the limit?      

	If so, is prior approval being obtained when required?      


PETTY CASH AND PROCUREMENT POLICIES

	
	YES
	NO

	Do you have petty cash?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are there written petty cash and procurement policies?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are disbursements limited to amount and purpose?
	 FORMCHECKBOX 

	 FORMCHECKBOX 



FUNCTIONS PERFORMED AND PERSONS PERFORMING THEM

ACTION





RESPONSIBLE PERSON AND TITLE
APPROVES

- Invoices and vouchers for payment

     
- Journal entries



     
- Personnel entries



     
- Replenishments of Petty Cash Fund

     
- Petty Cash vouchers



     
- Purchase orders



     
- Employee Timesheets


     
- Capital Expenditures



     
ACTION





RESPONSIBLE PERSON AND TITLE
SIGNS

- Checks




     
- Receiving Documents


     
REVIEWS TIMESHEETS



     
CERTIFIES PAYROLL FOR

- Accuracy




     
- Authenticity of payee


     
PREPARES PERSONNEL ACTIONS


     
DISTRIBUTES PAYROLL CHECKS


     
OPENS

- Mail





     
- Bank Statements



     
PREPARES

- Daily receipt log



     
- Daily Bank Deposit



     
- Bank Reconciliation



     
MAKES BANK DEPOSITS



     
CUSTODIAN OF

- Blank Checks



     
- Mechanical Check Signer


     
- Undeliverable Checks


     
- Petty Cash




     
RECORDING OF TRANSACTIONS

- Leave transactions to employee records

     
- Transactions to Cash Receipts Journal

     
- Transactions to Cash Disbursements Journal
     





- Transactions to General Journal


     
- Transactions to General Ledger


     
PREPARES TRIAL BALANCE


     
MAINTAINS


- Equipment Records



     
- Supplies Inventory Records


     
- Employee Personnel Files


     
	COUNTY REVIEWER OPINION:

Based on the answers to the preceding questions, your general observations of the overall management aspects of the organization, and review of financial records, is the contractor fully capable of administering, accounting for, and safeguarding Thurston County funds? If no, explain.

Are there any problems that need immediate corrective action? If yes, explain.

Does contractor staff need specialized training with respect to matters covered in this fiscal monitoring program? If yes, explain.

Is there sufficient evidence of problems to require additional review of the contractor? 

If yes, explain
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