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Re: Mt. San Antonio Community College District: Independent Accountants' Report on Agreed Upon
Procedures Applied to Management and Accounting Controls for Fiscal Independence

We have performed the procedures which were agreed to by the Mt. San Antonio Community College
District (the District) and the Los Angeles County Superintendent of Schools for a review of the
Mt. San Antonio Community College District's Accounting Controls as part of the District's application
process to obtain Fiscal Independence status. Mt. San Antonio Community College District
management is responsible for the District’s accounting records. This agreed upon procedures
engagement was conducted in accordance with attestation standards established by the American
Institute of Certified Public Accountants. The sufficiency of these procedures is solely the responsibility
of those parties specified in the report. Consequently, we make no representation regarding the
sufficiency of the procedures described either for the purpose for which this report has been requested or
for any other purpose. A report is attached which details the results of our procedures.

We were not engaged to, and did not, perform a financial audit, the objective of which would be the
expression of an opinion on the Mt. San Antonio Community College District's accounting records.
Accordingly, we do not express such an opinion. Had we performed additional procedures, other
matters may have come to our attention. These matters would have been reported to you.

This report is intended solely for use by the Los Angeles County Superintendent of Schools and the
Mt. San Antonio Community College District, and should not be used by anyone who has not agreed to
the procedures and assumed responsibility for the sufficiency of the procedures for their purposes.

Rancho Cucamonga, California
September 23, 2011
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

OBJECTIVES

The objective of the procedures was to determine the effectiveness and efficiency of the
Mt. San Antonio Community College District's (the District) financial management and accounting
controls for obtaining Fiscal Independence status. Specific functional areas have been outlined by the
California Community Colleges Chancellor's Office checklist for fiscal independence.

Standard I: Adequate Fund Balances - The District has avoided deficit balances in its funds and has
maintained a prudent reserve in its unrestricted general fund over the preceding five fiscal years.

Standard 2: Statute and Governing Board - The District makes only lawful and appropriate
expenditures in carrying out the programs authorized by statute and by the governing board.

Standard 3. Adequate Internal Controls - The staff of the accounting, budgeting, contracts,
management information systems, internal audits, personnel, and procurement departments are adequate
in numbers and skill level to administer administrative programs independent of detailed review by the
county office of education and to provide an internal audit function that assures adequate internal
controls.

Standard 4. Legality and Propriety of Transactions - The staff of the accounting, budgeting,
contracts, management information systems, internal audits, personnel, and procurement departments
exercise independent judgment to assure the legality and propriety of transactions.

SCOPE

At the request of the Los Angeles County Office of Education, the scope of our procedures was
primarily limited to an observation of processes and documentation related to the 2010-2011 fiscal year.
For the issues noted above, we interviewed District personnel and observed financial systems' processes,
while reviewing updated internal controls, operating procedures, and reviewing the prior five years'
audited financial reports.

At the time of our review, the District was on the financial software system called Banner. Once the
approval of the District's Fiscal Accountability was approved in 2008, the District began to issue its own
commercial warrants. As of March 2009, the District has began to issue its own payroll warrants as
well. The District has continuously revised procedures to improve the processing of all its warrants.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

BACKGROUND INFORMATION

The District has initiated the process for becoming fiscally independent from the Los Angeles County
Superintendent of Schools (the County) in accordance with California Education Code 85266.5. As
such, it must demonstrate to the County that its financial management and accounting controls are
capable of functioning without County oversight. Per Califonia Education Code, a survey of the
District's accounting controls is to be performed by an independent certified public accountant in
accordance with standards prescribed by the board of governors. (Exhibit 1) Upon a determination that
the District has developed adequate accounting controls for this endeavor, a decision to grant or deny
fiscal independence will be made. If an approval is granted, the District will prepare for fiscal
independence status.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

PROCEDURES PERFORMED

Specific procedures applied to the District's financial management and accounting controls were
performed as outlined in the California Community Colleges Chancellor's Office checklist for fiscal
independence.

%% General Procedures:

*

*

Questionnaires were completed with assistance of key District personnel, followed by interviews
to determine background information related to operations.

Performed walkthrough of key controls.

% The Internal Control procedures will include the functional areas of Cash Receipting,
Disbursements, Payroll and Personnel, Purchasing, and Data Processing. The following procedures
will be utilized in these areas:

*
7S

Review of pertinent policies and procedures and other relevant documentation.,

Read designated Board Policies for identifying and defining the duties of Disbursing Officer,
Board members, and employee travel and conference reimbursements.

Collection and analysis of data as it relates to the scope of the review.

Analysis of the daily transactions and related books and ledgers, records, and reports to
management.

Manual review and walk through of selected transactional details and supporting documents.
Assessment of the efficiency, effectiveness, and integrity of processes.

Observe and document the District's cash receipting controls, disbursement controls, and payroll
and personnel controls, as well as purchasing and data processing controls.

Observe and document the District's budget financial and budget controls. This will include
financial reporting and budget development.

Read the District's Fiscal Independence Implementation Plan as to adequacy and reasonableness
of meeting established dates.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

OBSERVATIONS

There were no items noted that indicated the necessity for significant enhancement or improvement.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

CONCLUSION

Based upon completion of our procedures, the conclusion is that the District has been successful in
building a system capable of achieving fiscal independence. The District currently has been
successfully issuing its own commercial and payroll warrants for two complete fiscal years. There has
been constant review performed by the management of the District to ensure that the data input into the
Banner software system and the warrants issued are functioning properly. Given the observations
performed at this time, there are no apparent impedances from the continued endeavor towards fiscal
independence.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

Yes/Met Met No/Not
Adequate Fund Balances Consistently Partially Met

The District has avoided deficit balances in its funds and
has maintained a prudent reserve in its unrestricted general
fund over the preceding five fiscal years.

For the past five fiscal years, the District has maintained fund

balances in its unrestricted general fund at or above the

minimum established by the California Community Colleges

Chancellor's Office. v

Comments:

Over the past five years, the District has maintained a reserve that meets the minimum requirement as
recommended by the California Community Colleges Chancellor's Office.

The District has avoided deficit fund balances in its funds for the
past five fiscal years. v

Comments:

The past five fiscal years' audited financial reports were reviewed with the Assistant Vice President of Fiscal
Services. In each fiscal year, the District has avoided deficit fund balances.

Appropriation balances are checked before orders are
forwarded. v

Procedures are established to assure sufficient funds are in the
County treasury before issuing/requesting warrants. v

Provision is made early in the fiscal year to assure adequate
cash to operate the District until receipt of local taxes and State
subventions. v

Comments:

On a weekly basis, the District performs a cash flow analysis over the general fund to assure that adequate
cash flow is maintained throughout the year. On an annual basis, the Assistant Vice President of Fiscal
Services receives the Board approval to allow any inter-fund borrowing if deemed necessary.

Purchase orders are verified for availability of funds within
budget limits authorized for division, campus, or program. v
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Mt. San Antonio Community College District:

Independent Accountants' Report on Agreed Upon Procedures Applied to

Management and Accounting Controls for Fiscal Independence

Statute and Governing Board

The District makes only lawful and appropriate
expenditures in carrying out the programs authorized by
statute and by the Governing Board.

All funds are established in accordance with applicable statutory
requirements in the Education Code, the Government Code, and
the California Code of Regulations (Title 5).

The Board has adopted a conflict of interest policy consistent
with the Government Code, beginning at Section 87300, and
has ensured wide distribution to all staff and contractors.

Payments, loans, and advances to employees from undeposited
receipts are prohibited.

State regulations on adoption of the District budget are followed.

Comments:

The District has adopted a Board policy in regards to the adoption of a budget that meets Education Code
requirements. The District has been able to meet the deadlines presented in the Board policy for several

prior fiscal periods and the 2012 fiscal year.

The accounting system is established and maintained in
accordance with the Community Colleges Budget and
Accounting Manual (BAM).

Debt records are centrally maintained.

If the District maintains a revolving fund, it is established in
accordance with the BAM.

Controls are established over advances to and receivables from
employees.

The local Board authorizes all sales of real or major personal
property.

The required notice is given before major sale of equipment
or real estate.

Sales of District property to Board members and District
employees are prohibited (Government Code, Section 1090).
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

Each purchase order is verified for legality before issuance. v

Procedures are in place to preclude unallowable costs and
expenditures on State and Federal grants. v

Additional authorizations and signatures are required on major
purchases. v

Bids are solicited as required by Public Contract Code, Section
52011. e

Comments:

As required by Public Contract Code, the District receives competitive bids for all purchases for materials
and supplies that exceed $72,400 and for public projects that exceed $15,000.

Safeguards are in place to prevent conflict of interest by Board
members and employees. v

Controls are established to assure that payroll costs charged to
grants are in compliance with agreements. v

The Board has adopted a conflict of interest policy consistent
with the Government Code and has ensured wide distribution to
all staff and contractors. v

The District has a written policy that clearly prohibits use of the
revenues or expenditures of the student body funds for the
District's operations. v

All internal and external audit exceptions and recommendations
are promptly reported to the campus president, District
superintendent, and Board. v

All internal and external audit recommendations have been
reviewed, acted upon, and resolved in a timely manner. v

Comments:

Based on review of previous audit reports and communication with the Assistant Vice President of Fiscal
Services, it was noted that the District develops a corrective action plan to address all findings as they
become aware of them. The auditor reviewed the 2009-2010 recommendations and observed that the
District is in the process of implementing the findings as recommended.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

Adequate Internal Controls

The staff of the accounting, budgeting, contracts,
management information systems, internal audits,
personnel, and procurement departments are

adequate in numbers and skill level to conduct
administrative programs independent of detailed review
by the Los Angeles County Office of Education

and to provide an internal audit function that

ensures adequate internal controls.

A plan of organization that provides segregation of duties
appropriate for the safeguarding of District's assets. v

Comments:

The auditor obtained and reviewed the Organizational Chart and detail of job assignments and noted proper
segregation of duties within the Fiscal Services Department. The auditor noted proper segregation between
recordkeeping, asset custody, authorization, and reconciliations.

Procedures are established to monitor compliance with:

* Financial reporting requirements v
* Use of funds and other grant terms v -
* Timely billing of amounts due under grants v

For entittements and apportionments, comparisons are made of
the amount anticipated and the amount received. Variances are
investigated and resolved. v

A responsible official reviews statistical and data reports before
they are submitted. v

Comments:

Based on inquiry and review of multiple reports, it is noted that there are multiple levels of review of reports
and statistical data prior to submission to the Board. The auditor obtained Quarterly Financial Status
Reports submitted to the Board and noted that it was prepared by the Assistant Vice President of Fiscal
Services, reviewed by the Vice President of Administration Services, and recommended by the
President/CEO.

Controls are in place to ensure adequate follow-up on
unmatched invoices, purchase orders, and requisitions. v

Purchases have been centralized in the business office under an
employee designated by the Board. v

The person responsible for signing warrants is bonded in
an amount fixed by the governing board. v
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

Comments:

The Assistant Vice President of Fiscal Services is the person responsible for signing warrants and is bonded
by a $1,000,000 bond that is approved by the governing board.

The District maintains security (control) over payroll and

commercial warrants at all times in the process (i.e. from raw

stock to mailing of warrants including security over signature

plates and/or software embedded signatures). v

Comments:

The check printer and all check stock is held and utilized in a locked vault at the District Office. A tour of the
facility was conducted and noted the vault is located in a locked room and is stationed by two employees at
all times. All checks and signature plates are contained in the locked vault under dual control which two
separate codes are needed to gain access.

The IRS 1099 requirements are met. v

The procedures are adequate for placing personnel on the
proper salary schedule. v

The personnel information, current and historical, is available
to meet all reasonable District requirements. v

For open, on-line systems of procurement and budget reports,
adequate controls of access to files and security of data are
maintained. v

There are adequate controls over the distribution of reports. v

There is adequate follow-up on unmatched transactions
between master record and transaction records. v

Controls over master files are adequate. v

Copies of important programs, records, and files are kept in
separate fireproof storage. v

Documentation is kept up to date and record keeping practices
are adequate to support transactions (for audit trail purposes). v

Comments:

All documentation is kept up to date and maintained within the Banner System for audit trail purposes. The
auditor walked through the AP function and verified proper approval and recording to the general ledger.
The auditor obtained requisitions, purchase order with approval, invoice, packing slip noting documentation
of receipt by the warehouse, and entry into the Banner System and approval for payment.
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

r. Safeguards are adequate to prevent unauthorized entry of
program changes and/or data. v

S. There are systems and procedure manuals for the administrative
activities of the District. v

t. The District has an adequate business continuation plan to
ensure that the District could continue to process payments in
case of a disaster that destroys the District's computer facilities. v

Comments:

The auditor obtained and reviewed the Data Back-up and recovery policies and procedures and reviewed for
adequacy and reasonableness. The District's data is backed-up and stored securely offsite by an outside
data storage facility. In case of a disaster, the District would have access to all tapes and data with little to
no downtime.

u. The external auditors report on the lack of or weak internal
control procedures and make recommendations to
management. v

4, Legality and Propriety of Transactions

The staff of the accounting, budgeting, contracts, internal
audits, management information systems, personnel, and
procurement departments exercise independent judgment
to ensure the legality and propriety of transactions.

a. The accounting office staff exercise independent judgment on
the legality and propriety of accounting transactions. v

Comments:

Per inquiry with key accounting staff, employees have access to the President/CEO, Governing Board, and
legal counsel which includes authority to follow the advice of counsel in reference to determining legality and
propriety of accounting transactions if necessary. In addition, the Fiscal Services Department has created
positions that enable segregation of duties.

b. The fiscal officer exercises independent judgment on the legality
and propriety of accounting transactions. v

C. The person signing warrants exercises independent judgment
on the legality and propriety of all District expenditures. v

d. The purchasing agent exercises independent judgment in the
legality and propriety of purchases made on behalf of the
District. z
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Mt. San Antonio Community College District:
Independent Accountants' Report on Agreed Upon Procedures Applied to
Management and Accounting Controls for Fiscal Independence

The District has a separate independent receiving division to
handle receipt of all materials and equipment. v

The warrants are audited by someone other than the person
responsible for warrant payments to ensure sufficient oversight
to support the legality and issuance of warrants. v

The custodian of the inventory is independent of the purchasing
and receiving departments. v

The personnel office exercises independent judgment in
assuring the legality and propriety of personnel transactions. v

The District performs accurate and timely STRS, PERS, FICA,
Workers' Compensation, and Unemployment Insurance reports,
as well as Federal/State Withholding Tax reports. v

The staff of the management information systems department
exercises independent judgment in assuring the legality and
propriety of data processing activities. v

The management information systems department is
independent of all operating units it serves. v

Comments:

The Information Systems Department is located separately from the Fiscal Services Department,
Purchasing, and Human Resources. Information Systems personnel do not have access to initiate or
authorize transactions and personnel operate independently of the Fiscal Service Department.

An independent internal audit function is performed to determine
compliance with policies, laws, regulations, and accounting
procedures. v

Comments:

Although the District does not employ a dedicated internal audit staff, audit procedures are implemented to
ensure accurate, complete, and timely reporting of data to the Los Angeles County Superintendent of
Schools such as external audits. In addition, the Fiscal Services Department created a position that
conducts informal audit tasks.

Adequate safeguards have been established to maintain the
independence and integrity of the accounting function. v

if the District is too small for a separate receiving department,

controls are in place to ensure receipt of items before invoice is

paid; staff is identified to verify quantity and quality of items

received and to match receiving documents against purchase

orders. v
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INTRODUCTION

Mt. San Antonio College (District) is requesting Fiscal Independence status to assume statutory
and legal responsibilities, as specified in California Education Code 85266.5 (Appendix J), of the
County Superintendent of Schools with regard to the approval and examination of District
warrants and accounts.

Mt. San Antonio Community College was granted Fiscal Accountability status effective July 1,
2009. Mt. San Antonio Community College District is now requesting to apply for Fiscal
Independence status. The District would issue both payroll and commercial warrants directly
against the County Treasury.

The assumption of “Fiscal Independence” permits recognition of District's competence, minimizes
duplication of effort between the District and the Los Angeles County Superintendent of Schools,
and grants increased control at the local level, while maintaining adequate safeguards over the
expenditures of public funds.

ANNUAL REVIEW

In accordance with Education Code 85266.5, the Los Angeles County Superintendent of Schools
will continue to provide oversight of the District and will review on an annual basis, the Annual
Audit Report. The Governing Board must notify the County Superintendent of Schools of
proposed actions on the findings and recommendation after receipt of such findings and
recommendations. If at any time upon determination that the District's financial or management
controls are inadequate, the Los Angeles County Superintendent of Schools may recommend to
the board of governors that the approval be revoked. The Annual Review performed by the Los
Angeles County Superintendent of Schools may consist of, but is not limited to the following:

e Review of the Annual Audit Report
e Discussion with the District's Auditor

e On-site visitation by the Los Angeles County Superintendent of Schools for further review
of the District's Financial Transactions

.  Governing Board Actions

A. Request for Fiscal Accountability Status

On August 27, 2008, the District's Board of Trustees formally approved the
submission of an application on behalf of the Governing Board and the College
President/CEO to the Los Angeles County Superintendent of Schools requesting
Fiscal Accountability Status, effective July 1, 2009.

Board Agenda ltem: Request for Fiscal Accountability Status (Appendix A)
Completed and signed Fiscal Accountability Application (Appendix B)
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B. Governing Board Designation of the District's Disbursing Officer

The District's request to implement fiscal accountability from the Los Angeles County
Superintendent of Schools for both commercial and payroll warrants pursuant of
Education Code 85266 - Warrant for District Expenses is contingent on the District's
designation of a Disbursing Officer. The District's Governing Board designates this
position. The position description for the District's current Associate Vice President,
Fiscal Services has been revised to include the Disbursing Officer functions of the
District.

The District's Governing Board designated the position of Associate Vice President,
Fiscal Services to include the District's Disbursing Officer functions at the February
22, 2008 board meeting.

Board Agenda Item: Designation of Disbursing Officer (Appendix C)

C. Disbursing Officer Fidelity Bond Amount

1. The Disbursing Officer authorized by the Board to issue warrants pursuant to
Education Code section 85266 would execute an official bond in an amount
fixed by the Board conditioned upon faithful performance of his/her duties
under this section. Fidelity Bond Amount $1,000,000.00 is the current fixed
amount.

2. Coverage is provided by ASCIP. (Appendix D)

D. Request for Fiscal Independence Status

On August 24, 2011, the Districts Board of Trustees formally approved the
submission of an application on behalf of the Governing Board and the College
President/CEO to the Los Angeles County Superintendent of Schools and the
California Community Colleges System Office requesting Fiscal Independence
Status, effective July 1, 2012.

ll.  Organizational Structure

A. Organizational Chart
(Appendix E)

B. Associate Vice President, Fiscal Services
C. Disbursing Officer's Job Description (Appendix F)

D. Budget & Accounting Technician Job Description
(Disbursing Officer's Designee) (Appendix G)
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E. Disbursing Officer Responsibilities

Duties & Responsibilities

The role and responsibilities of the District's Disbursing Officer shall include
independent access to the Governing Board, President/CEO and legal counsel,
which includes the authority to follow the advice of counsel in reference to
determining the legal expenditures of the community college district.

The District Disbursing Officer shall:
Have independent access to legal counsel and independent authority to disapprove
purchases where legal or operational deficiencies exist.

Issue warrants in accordance with laws, regulations, and procedures prescribed by
the Los Angeles County Superintendent of Schools claims division for all debts and
demands within categories designated by the Los Angeles County Superintendent of
Schools against the District when amounts are legally approved.

Be covered by a fidelity bond and separate resolution in the amount of
$1,000,000.00.

It shall be the responsibility of the Governing Board to approve expenditures and it is
the Disbursing Officer’s responsibility to issue warrants, and the Governing Board
shall have the responsibility to approve the related expenditures.

Detailed responsibilities of the designated District Disbursing Officer or designee to
include the following:

e Ensure the legality and accuracy related to all warrants and ACHs issued.
Determine that funds are available to cover payments of the claim.
Determine that adequate documentation exists to substantiate the
appropriateness and authenticity of financial transactions.

e Determine that there has been compliance with budgetary, legal, procedural and
specially-funded program’s requirements.

o Maintain a record of all transactions reviewed, together with notations regarding
rejected warrant requests.

e Issue warrants and ACHs in accordance with procedures prescribed by the Los
Angeles County Superintendent of Schools.

e Ensure organizational independence between operating, custodian, accounting
and internal auditing departments.

e Ensure that the separation of duties is properly controlled.
Ensure a degree of independence of the District Disbursing Officer of other
management offices sufficient to maintain positive integrity of responsibilities.

e Review the Requisition to Purchase Order Differences Audit Report and

document differences; if a Purchase Order was issued by Purchasing for ten (10)

percent or more than the purchase requisition, an exception will be printed on the

audit report and these exceptions will be investigated.

Ensure controls between the Purchasing and Accounts Payable Departments.

Ensure controls between the Human Resources and Payroll Departments.

Ensure control of warrant and signatures.

Ensure adherence to Board rules and policies.

Provide financial information to the Board of Trustees.

Ensure budget controls and procedures are in accordance with good business

and management practices.

e & @ o @ @
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¢ Prepare Financial Statements and Cost Analysis Reports, independent of the

District's accounting function.

Monitor the integrity of the encumbrance process.

Monitor the integrity of the accounting procedures and internal control systems.

Coordinate internal and external auditing activities.

Ensure that there are audit trails through operational data processing systems.

Review and interpret legislation as it relates to the collection and disbursing of

funds.

o Prepare or coordinate the preparation of written reports of audit findings and
recommendations: 1) Internal Audit, 2) Reply to Certified Audit Reports.

¢ Audit Revolving Cash funds and bank accounts.

Review annual closing and reopening of the Book-of-Accounts for compliance to

State accounting requirements.

Review preparation of annual State reports.

Issue duplicate warrants.

Detect, account for, and recover monies lost due to forged warrants.

Process garnishments and tax liens against employees and/or vendors.

lll. Fiscal Services Internal Control Procedures

A. Timely Reconciliation

The District's accounting records are to be reconciled against control records of the
Los Angeles County Auditor-Controller.

B. Management Review of Reconciliation
Management will review and approve all Bank Reconciliations on a monthly basis.

C. Removal of Authorized Custodian (Check Signer)

Ensure immediate notification to the banks when the authorized check signer leaves
the employ of the District.

Any changes to authorized custodian will result in the immediate completion of new
signature cards with notification to the Board of Trustees at the next Board Meeting.

D. System of Authority
Determine responsibility of staff for financial transactions.

Fiscal Services has developed an organizational chart identifying positions in a
hierarchy structure. (Appendix E)

Access to Banner modules is restricted to authorized personnel. This is
accomplished by Fiscal Services implementing a role-based security module to
assign rights and privileges to employees based on job function and department
ensuring appropriate internal controls.

E. Separation of Duties

Ensure there are no incompatible job functions to mitigate process risks associated
with functional business areas.

Fiscal Services maintains proper separation of duties by implementing policy that no
employee should be responsible for two or more of the following four functions for a
single transaction class:
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Recordkeeping (creating and maintaining departmental records).
Asset Custody (Access to and/or control of physical assets).
Authorization (Reviewing and approving transactions).
Reconciliation (Assurance that transactions are proper).

F. Internal Audit Staff
Audit procedures are implemented and executed to ensure the integrity of reporting.

Although the District does not employ a dedicated internal audit staff, audit
procedures are implemented to ensure accurate, complete, and timely reporting of
warrant data to the County. After the payments have processed been processed by
the Accounts Payable staff, these payments are forwarded to an approval queue.
This approval queue receives all payments prior to the issuance of warrants. A
Budget and Accounting Technician is assigned to this approval queue and is
responsible for reviewing and approving all payments under the direction of the
Associate Vice President, Fiscal Services (designated as the District's Disbursing
Officer).

G. Audit Findings
Ensure audit findings are followed-up in a timely manner.

District policy requires management to prepare a response (follow-up) to any finding
brought forth. Management will investigate and implement corrective action
necessary as it relates to the finding. All findings are communicated to the Board of
Trustees.

H. Rotation of Duties
Ensure duties of Fiscal Services personnel are rotated periodically.

The District employs a practice of periodically rotating job duties, including measures
to cross-train and develop skill-sets. The purpose of this rotation is to promote
efficiency and effectiveness while mitigating the risks of concentrating knowledge in
one individual.

I. Employee In-Service Training
Ensure personnel knowledge and skill-sets are adequate to perform job function.

District provides an array of training and workshops to fiscal services personnel to
hone currently skill-sets and attain new ones. Such programs include CASBO
training, customer service workshops, Banner application training, 1099 processing
workshops, and staff development workshops.

J. Review of internal controls

Ensure Fiscal Services personnel continually review internal control policies and
procedures.

Internal controls are evaluated and reviewed annually during the financial audit. In
addition, management reviews internal controls when new work assignments
(projects) are assigned. Automated system-configured Banner controls were
discussed and reviewed during system implementation.

K. Detailed Records
Ensure detailed records for specially-funded projects are properly maintained.
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File information is maintained for each funded project. Support documents include
written correspondence and claims.

L. Credit Card Controls
Ensure effective control over credit cards.

Fiscal Services controls the initial issuance of credit cards, establish reasonable
purchase/spending limits, promptly reviews credit card statements, provides support
for purchases, and notifies cardholders of credit card policy.

M. Custodian of Records
Designated person as custodian of records retention and cataloging.

Fiscal Services has appointed Assistant Director, Fiscal Services as file custodian for
all fiscal documents with the exception of payroll documents. Payroll document
management will be the responsibility of the Payroll Manager.

IV. Commercial Warrant and ACH Audit Process

Procedural Steps

1.

Accounts Payables prepares commercial warrant request package, includes approved
purchase order, itemized invoice, and receiving documentation. The invoices for
Financial Aid ACH (automated clearing house) payments are initiated by the Banner the
Banner Student Account Receivable module where refunds are processed. The refunds
are processed to the Banner Finance module and then the warrants or ACH are
processed.

Accounts Payables forwards completed package with commercial voucher register to
Disbursing Officer’s office for audit. The invoices for Financial Aid ACH are fed directly to
the Disbursing Officer or designee for audit.

Disbursing Officer's staff (Budget & Accounting Technician) audits commercial warrants
using the Los Angeles County Office of Education — Commercial Claims Document
Checklist (Appendix H) as a guideline for supporting documentation required to support
compliance with education codes, governments codes, public contract codes and audit
standards, as they relate to specific types of payments.

The Disbursing Officer or designee audits the payment packages and approves using the
Banner online approval process prior to the printing of warrants. The Disbursing Officer
or designee will review the Invoice Selection Report by totaling the payment packages
and verifies the total to the total of the Invoice Selection Report. Any warrant not
approved will remain in suspense. The use of the word “suspense” signifies that the
Disbursing Officer or designee must approve before the system will release and permit
printing of the warrants.

To ensure proper separation of duties, a designee, other than the Accounts Payable
Staff, will print the commercial warrants. The Accounts Payable staff will file the payment
package by check date, then alphabetically by vendor name. ACH registers will be filed
by the issuance date. Warrants will be distributed or mailed by staff other than the
Accounts Payable Department.

On a daily basis, Disbursing Officer or designee will forward an encrypted warrant and

ACH issue file electronically through a designated VPN line to the bank for the
commercial warrants and ACHs. The listing will report the warrant number, date of the
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warrant, amount of the warrant, and name of payee. In addition, the Disbursing Officer or
designee (Accounting Manager) will forward an email to the Los Angeles Auditor-
Controller's Office to provide them with the warrant or ACH issuance information. The
memo should include the bank account number (warrant or ACH), issuance date, total
amount of warrants or ACHs disbursed, and a listing of individual payments over
$100,000.

V. Commercial Warrant and ACH Audit Program

Utilizing the Los Angeles County Office of Education — Commercial Claims Document Checklist
as a guideline, the Disbursing Officer, or designee will audit commercial warrants and ACHs to
ensure compliance with education codes, government codes, public contract codes and audit
standards, as they relate to specific types of payments.

1

A random audit process will identify warrants and ACHs to be selected for audit. This
sampling may be periodically augmented with specific criteria to expand the selection of
warrants for audit. Account codes will be audited as directed by the Los Angeles County
Superintendent of Schools, and remaining payment packages will be based on
judgmental sampling. Selected warrants and ACHs for audit shall include approved
purchase order/contract, itemized invoice, receiving documentation, Board Approvals (if
applicable) and/or other supporting documentation.

The Disbursing Officer or designee audits the payment packages and approves using the
Banner online approval process prior to the printing of warrants. The Disbursing Officer
or designee will review the Invoice Selection Report by totaling the payment packages
and verifies the total to the total of the Invoice Selection Report. Any warrant or ACH not
approved will remain in suspense. The use of the word suspense signifies that the
Disbursing Officer or designee must approve before the system will release and permit
printing of the warrants or electronic transfer of funds. Disbursing Officer or designee will
audit the following to ensure that:

o All required documentation is included in commercial warrant request package,
depending on type of expenditure.

o Purchase Order has required approvals signed prior to purchase of material or
services.

o Materials and/or services have been received/completed

Disbursing Officer or designee will review payment requests for legality and
appropriateness based on Board policies and District procedures.

Disbursing Officer or designee will approve the warrant and ACH registers upon
successful completion of audit steps and authorized processed warrants and ACHs.

VI. Commercial Warrant and ACH Internal Control Procedures

A. Assumption of Duties

Mt. San Antonio College will assume the same internal control and operating
procedures from the Los Angeles County Superintendent of Schools.

As of July 1, 2009, when Mt. SAC obtained approval for Fiscal Accountability
status from the Los Angeles County Superintendent of Schools, the subsequent
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internal control procedures and regulations have been applicable. The Associate
Vice President, Fiscal Services is designated to serve as the District's Disbursing
Officer. The skills, duties, and responsibilities delegated to this position and title
are included in Appendix F.

1. Issuance of Duplicate Warrant Procedure

a) LostWarrants

Account Clerk lil/Payroll or Account Clerk lil/Accounts Payable staff
is notified by employee or vendor that a warrant has been lost,
stolen, or destroyed. Staff shall identify the warrant on applicable
warrant registers to determine that warrant was actually issued.

If warrant has been issued, the Payroll or Accounts Payable Staff
shall search the file of returned warrants. If the warrant has been
cashed, the Payroll or Accounts Payable staff shall make a copy of
the warrant, front and back, and send it to the employee or vendor.
If the employee disputes that they cashed the warrant, forged
warrant procedures must be used.

If the warrant has not been cashed, the Payroll or Accounts Payable
Staff shall complete the warrant information section of the Affidavit
and Request for Replacement of Lost Warrant. The employee or
vendor must review and sign the affidavit.

Employees and vendors are notified that replacement warrants will
take a minimum of five (5) to ten (10) working days to process.

After obtaining the signature of the employee or vendor on the
Affidavit, the Payroll or Accounts Payable staff will complete a Check
Void/Stop Payment Request form. The Affidavit and stop payment
form are reviewed and approved by the Disbursing Officer or
Management level designee. The Disbursing Officer or Management
Level designee enters the stop payment using the online banking
system. The Budget and Accounting Technician enters the stop
payment and re-establishes the invoice in Banner.

The Payroll or Accounts Payable staff shall process the duplicate
payment referencing the original warrant number, enters the warrant
into the Banner system. Non Payroll or Accounts Payable Staff will
run the process to print warrants. The warrants, forms, and
addressed envelopes will be given to the Disbursing Officer or
designee for dissemination.

The Disbursing Officer or designee reviews the forms, signs the
hand warrant, and either maiis the warrant or holds the warrant for
employee or vendor pickup. The forms are returned to the Accounts
Payable staff for filing.

b) Damaged Warrants

To process damaged warrants, follow the procedures listed above
(a) for lost warrants.
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c) Stolen Warrants

If stolen warrant has been forged and cashed, staff will provide the
employee or vendor with a copy of the front and back of the warrant
and recommends that the employee or vendor should file a police
report.

The notarized Affidavit and Request for Replacement of Lost
Warrant form is completed. The individual is informed that the
process may take from two (2) weeks to six (6) months.

The staff will forward the form to the Disbursing Officer or designee
for review. The Disbursing Officer or designee will notify the bank. [f
all proper procedures have been followed, the bank will reverse the
charge, then the Disbursement Officer or designee will approve the
reissuance of the warrant. The District will be utilizing “payee
positive pay” in order to minimize the possibility of fraudulent
transactions.

d) Returned ACHs

Management is notified of returned ACHs by the bank. The vendor
or student will be notified as soon as possible. Once the affected
party has been notified, staff will complete a Check Void/Stop
Payment Request form requesting the returned ACH be reissued as
a commercial warrant. Bank documentation showing the returned
ACH will be attached to the reissue request. The Disbursing Officer
or designee will review and approve the request. Once approved,
the reissue request will be processed along with other warrants.

2. Outlawed (Stale-Dated) Warrant Internal Control Procedure

The Accounting Staff assigned to reconcile the bank accounts on a monthly
basis will identify any warrants outstanding for over six months.

The Accounting Staff will research the stale-dated warrants as follows:
e Identify the warrant register in which the warrant was issued on
to identify the payee.
e Search the vendor or Payrol/Human Resources files to
determine if address has changed.
e Contact vendor or employee regarding their unclaimed warrant.

Accounting will maintain a listing of all warrants in number sequence
indicating the results of the search. If the employee or vendor is located, the
procedures for issuing a duplicate warrant are followed.

Accounting Staff updates the outstanding warrant list to record warrants
reissued, and warrant for vendors and employees that could not be located.
The updated warrant list will be reviewed by the Disbursing Officer or
designee.

3. Internal Control Procedure for Reissuing Outlawed Warrants

Payroll or Accounts Payable staff is notified by an employee or vendor that
the issued warrant has been returned by the bank for refusal of payment.
Accounting staff will identify the applicable outstanding warrant list as stale
dated and outlawed. The list is copied and warrant is highlighted.
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The Payroll or Accounts Payable staff complete the warrant information
section of the Affidavit and Request for Replacement of Lost Warrant and
requests that the employer or vendor review and sign the form. Employees
and vendors are notified that replacement warrants will take a minimum of
five (5) to ten (10) working days to process.

The completed Affidavit, Check Void/Stop Payment Request form, and the
listing of outlawed warrants are received and approved by the Disbursing
Officer or designee. Every effort will be made to re-issue the warrant through
the normal warrant process. In the event hand warrants are required, the
Disbursing Officer or designee sends the hand warrants, Affidavit and
outlawed list to the Accounts Payable staff.

Board approval is required to reissue both commercial and payroll warrants.
Warrants become void when the warrant has not cashed within 2 years from
the date of the original issue, per Education Code 85270.

4. Cash in County Treasury Reconciliation Internal Control Procedure

The Disbursing Officer or designee will receive the outstanding warrant lists
from the bank system and the Banner system. The Disbursing Officer or
designee will order details of cash transactions by fund for the month from
the Banner system and from the County Treasury. The cash reconciliation
will identify the reconciling items between the District and County Treasury.
Identified differences, other than timing, will be corrected by the Disbursing
Officer or designee.

The Disbursing Officer or designee approves entries required for the District
financial records, and in addition, prepares, and posts correcting journal
entries, and notifies the County Superintendent of Schools of errors requiring
correction on the County financial records. The Disbursing Officer or
designee would initial the reconciliation and return it with a copy of the
journal entry to the Accounting Staff. The Accounting Staff will file the cash
reconciliation with copies of supporting documentation for periodic review of
the Disbursing Officer or designee.

5. Warrant Issue and Signature Control Internal Control Procedure

a) Signature and Warrant Micro Code

o The Disbursing Officer or designee will obtain approval for the
signature and warrant micro code specifications from the County
Treasurer's Office.

e The signature and micro code will be will be integrated with the
software package that generates the printing of the warrants.

b) Warrant Stock Control

e Warrant stock is blank and watermarked and contains control
numbers. The staff who distributes the blank warrant stock log the
beginning and ending control number. This log is kept with the
locked warrant stock.

e Warrant design and micro code is printed during the warrant
processing.

e Control of warrant stock is maintained in a locked cabinet, which is
located in the vault in Fiscal Services.
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c) Release of Warrants

o The Payroll and Accounts Payable staff enters the payment
information into the Banner Payroll and Accounts Payable modules.

o The Disbursing Officer or designee reviews the payment information
and approves the batch for online payment through the system.

e The system will not accept the batch for payment until the Disbursing
Officer or designee has approved the release.

d) Assignment of Warrant Numbers

e The Disbursing Officer or designee maintains a log of sequential
warrant numbers for each batch of warrants. The system will not
permit duplicate warrant numbers.

e) Printing Warrants

e The designated Accounting Staff will have authorized access to the
personal computer dedicated to warrant processing. The dedicated
computer will be password protected and is located in the Fiscal
Services’ vault with limited authorized access.

o The warrant batches are downloaded by the Operator to the
personal computer and the warrants are printed and signed by the
laser printer.

e Two (2) Accounting Staff must be present at all times when the
process of printing warrants is occurring.

f) Spoiled Warrants

o If warrants are spoiled during the printing process the Operator will
notify the Accounting Manager.

e The Accounting Manager will reprint the spoiled warrants and vauit
staff will witness the reprint and proper disposal of spoiled warrants.

g) Verifications

o The Disbursing Officer or designee keeps a sequential warrant log
and provides the next warrant number to the Fiscal Services
designee (Payroll or Vendor warrants) responsible to run the warrant
issuance process in the Banner system. The warrant register is
produced and returned to the Disbursing Officer or designee to log
the ending warrant number and the total number of warrants issued.
The next warrant number, ending warrant number, and total number
of warrants issued are verified by both the Disbursing Officer or
designee and the Fiscal Services designee. The Disbursing Officer
or designee signs and dates the warrant log after verification.

¢ The Disbursement Officer or designee, upon completion of the audit
process, gives the order to print warrants and provides the count,
beginning and ending warrant number to the Fiscal Services
designee responsible to print warrants. The printer software indicates
the number of warrants to be printed. Warrants are printed using
pressure-sealed forms. After all the warrants are printed, they are
transferred to the pressure seal machine. The pressure seal machine
provides a total count that is compared to the total number of
warrants indicated by the printer software, and the numbers provided
by the Disbursement Officer or designee. If totals match, the
warrants are ready for mailing. In case of discrepancies, the warrants
are counted manually and compared to the check register.
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h) Voided Warrants

= Voided warrants are processed through the Banner system by
Payroll and Accounts Payable Staff, and are approved by the
Disbursing Officer or designee.

6. Paid Warrant Retention Internal Control Procedure

The District will receive paid registers and warrant images (front and back)
for all warrants. In addition, the District subscribed for “payee positive pay”
services through the bank. The District will send electronic files with warrant
issue information, and the bank will ensure that payments are made to the
payees included in this file.

The electronic paid registers received from the bank wili be uploaded into our
Banner Finance system. The warrants will be matched and the bank
reconciliation produced. The bank recongiliation with the listing of reconciled
warrants will be approved by the Disbursing Officer or designee and kept in a
central file.

The bank reconciliations will be completed on a monthly basis and reviewed
by the Disbursing Officer's designee and approved by the Accounting
Manager.

The District will assume the County Superintendent of School's
responsibilities for record retention and the making of records accessible to
the public.

The District plan will address the following major items:
» Designation of the District's administrative person responsible for
separating District records into the following classifications:

o Class1:  Permanent Reports. Originals or microfiim or
exact scanned copies would be retained indefinitely unless a
short period of retention is specified. California
Administrative Code, Title V, Section 19570

o Class 2: Optional Records. Not required by law to be
retained permanently but deemed worthy of further
preservation as specified in California Administrative Code
Title V, Section 19571.

o Class3: Disposable Records. Required retention periods
and procedures for destruction or transfer of records as
specified in California Administrative Code Title V, Section
19571.2.

e The District will develop a retention schedule based on guidelines as
outlined in the Records Retention Manual K-12 & Community
College, 2001 prepared by CASBO. The following is an example of
a schedule with classification:
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Retention Schedule
Form

Class Number Records Retention
1 Payroll Registers Permanent
1 Retirement Reports Permanent
1 County Counsel Opinions Permanent
1 Board Policies Permanent
1 Annual Financial Reports Permanent
1 Budgets Permanent
1 Financial Aid Applications Permanent
1 Financial Aid Applications Permanent
1 Quarterly tax reports Permanent
1 W-2 Forms Permanent
1 W-4 Forms Permanent
2 Commercial Warrant Registers 15 Years
2 Commercial Warrants 5 Years
2 Cancelled Checks 5 Years
2 Expenditure Vouchers 5 Years
2 Garnishments 5 Years
2 Invoices 5 Years
2 Receipts 5 Years
2 Contracts 5 Years
2 Time Reports 5 Years
2 Bids 5 Years
3 Working Papers 2 Fiscal Years
3 Administrative Memorandums 2 Fiscal Years
3 Interoffice Memorandums End of Year
3 Miscellaneous Correspondence | End of Year

o Record Accessibility to the Public
The public is welcome to review Districts’ records during the hours of
0730 to 1630, Monday through Friday, legal holidays excepted.
Procedures will be employed to prevent any loss or damage to
records, and methods will be implemented to provide copies to the
public. Cost of copying will be assessed to the requesting party.

7. Warrant Stock, Order, Security Internal Control Procedure

a) Ordering of Warrant Stock

Warrants will be identifiable by type including commercial warrants,
payroll warrants, and hand (manual) warrants. The Disbursing
Officer or designee will determine when warrant stock needs to be
purchased.

The Disbursing Officer or designee will receive supply of warrants,
verify format and quantity. Blank warrant stock will be ordered and
account Micro-coding and warrant numbering will be automatically
printed through the Banner system.
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The Disbursing Officer or designee will file vendor documentation of
quantities ordered and received. A re-order timeline and quantity will
be established based on vendor delivery lead time.

b) Retention (Physical Security) of Warrant Stock

Warrant production will occur in the vault located in Fiscal Services,
which has limited authorized access. This room will be locked at all
times and require a combination lock for access. Access will be
limited to designated staff. The combination code will be changed
whenever a designated staff member position with access is
vacated.

Warrant stock will be stored in a secured cabinet under lock and key
in the vault located in Fiscal Services.

c) Security (Control) of Warrant Issued and Retained

A Warrant control log will be maintained by the Disbursing Officer or
designee in a secured facility. The designee will record the following
into the log:

Warrant sequence, quantity, and date received.
Warrant number reorder point.

Date warrant stock issued.

Signature of person warrant stock issued to.
Signature of designee when warrant stock returned.
Warrant sequence issued.

Warrant sequence voided.

Date of physical inventory.

OO0 00O0OO0OO0O0

Voided warrants will be mutilated (signature position cut out),
returned with log for verification of sequence, then filed numerically
with cancelled warrants.

The designee will verify the sequence of all printed and voided
warrants.  Verification may be delegated provided a sequential
listings of warrants printed is signed and provided to the Disbursing
Officer or designee as proof.

If verification of warrants printed is delegated, the signed sequential
listing will be maintained with the log.

Warrant stock on hand will be inventoried and reconciled to the log at
least once per fiscal year by the Budget & Accounting Technician or
designee and at any time the Disbursing Officer position is vacated.

B. Commercial Warrants Internal Control Procedures

1. Policy & Procedures

Board of Trustees has established Board authorization for approval of
purchase requisitions. See Board Policy 6330.
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2. Access to Purchasing Software

Access to Banner requisition module is restricted to authorized personnel.
Fiscal Services has implemented a role-based security module to assign
rights and privileges to employees based on job function and department.

3. Purchase Authorization

Requesting departments may only charge purchases to their own budget.
Banner's role-based security access restricts departments from charging
purchases to other departments.

4. Purchase Data Integrity

Requisitions should be submitted for processing as complete and accurate.
Requisitions for purchase include: requesting department, valid approving
electronic signatures, suggested vendor name, quantity/unit item, purchase
description, unit price, and charge account string.

5. Budget Validation

Requisitions for purchase are verified within the Banner Finance module
against available ‘fund/org/program’ at the major object level. Banner is
configured to confirm available funds for any purchase based on the
‘fund/org/program’ located in the charge account string. Requisitions with
insufficient funds will be rejected upon review by the Accounting Manager.

6. Purchase Approval

Requisitions are properly approved by department Budget Control Officer
before submitting to Purchasing Department for purchase. Purchase
requisitions are forwarded to appropriate College department Budget Control
Officer for electronic approval.

7. Approval Threshold

Requisitions for purchases of $5,000.00 or above require a Vice President’s
approval. Requisitions are forwarded electronically via Banner to the
appropriate Vice President for electronic approval.

8. Requisition Review

Fiscal Services Accounting Manager reviews each request for purchase for
reasonableness. Approval is captured electronically. Fiscal Services
Accounting Manager reviews online requisitions validating the purchase is
charged to the correct account code. Accounting Manager further ensures
purchases requiring prior Board-approval is obtained. Requests for purchase
that fail to meet these guidelines are rejected and returned to requesting
department. Approved requisitions are then forwarded to Purchasing
Department for further processing.

9. Special Events and Activities

On November 14, 2007, the Board of Trustees approved the delegation of
authority for approval of expenditures related to special events and activities
up to $1,500. This approval authority has been delegated to the Vice
Presidents and the President/CEQ. Examples of special events are: in-
service training, various seminars and workshops, and informal meetings,
such as staff planning and operational meetings. All special event
expenditures under $1,500 must have Vice President or President/CEO
signature approval. Any requisitions for promotional items, food supplies and
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catering services will automatically be forwarded to the appropriate Vice
President for approval. Events that have related expenditures in excess of
$1,500 must be approved by the Board of Trustees. If expenses are grant
funded, then purchase of these items must be stated in the grant agreement;
and specific board approval is not required.

10. Appropriation Transfers

All appropriation transfers must be approved by the Assistant Director, Fiscal
Services with the exception of appropriation transfers from Contingency or
Reserves, which must be approved by the Associate Vice President, Fiscal
Services and the Vice President, Administrative Services.

All budget revisions are reviewed by the Assistant Director, Fiscal Services
and approved by the Associate Vice President, Fiscal Services.

11. Budget Revisions

Requests for budget revisions must be approved by the President,
appropriate Vice President or designee.

All budget revisions are reviewed by the Assistant Director, Fiscal Services
and approved by the Associate Vice President, Fiscal Services.

12. Cost Review

Requisitions are reviewed to identify additional costs. Buyers in the
Purchasing Department review request for purchase to identify costs not
included in the requisition. These costs may include sales tax per state,
freight and shipping costs, etc. If additional costs exceed original purchase
by 10% or more, the requisition is rejected and returned to the requesting
department with comments.

13. Purchasing Approval

Requisitions of $5,000.00 or more are approved by the Purchasing Manager.
All requisitions $5,000.00 or above are reviewed for reasonableness and
approved electronically before purchase orders are issued.

14. Bid Process Procedures

Purchasing has developed and implemented a formal written policy in bid
seeking methods and procedures. Purchase requests for Supplies,
Equipment and Services follow procedures which specify when verbal
quotes, written quotes and formal bid processing with Board approval are
used. With the adoption of the Uniform Public Construction Accounting Act,
purchase requests for Construction — Contractor Services follow procedures
which specify when verbal quotes, written quotes, informal bid processing
and formal bid processing with Board approval are used.

156. Proof of Competitive Pricing

Manager of Purchasing reviews bid to ensure adherence to bid-seeking
policy. District policy mandates that buyers are responsible to manage the
bid-seeking process and ensure competitive pricing is obtained for purchases
over $10,000.00 (including labor, taxes and shipping). Bids are reviewed
and approved by the Manager of Purchasing before a purchase order is
issued.
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16. Purchase Order Issued

Purchase orders are issued when all approvals and bid requirements have
been obtained. Buyers are responsible for the processing and management
of purchase requests and the bidding process. After approval from the
Purchasing Manager, the requisition is changed to a purchase order in the
Banner purchase module. Purchase orders are delivered via US Mail, fax, or
electronically.

17. Verification of Receipt

College receiving warehouse confirms shipment of goods to purchase order
information. Orders are fulfilled and shipped to the receiving warehouse.
Warehouse personnel check delivery for errors in quantity, damages, etc.
Warehouse personnel validate and enter received goods by entering a
receiver in Banner.

Goods are delivered by warehouse personnel to a final destination on
campus.

18. Purchase Order Information Access

Access to change, add, and delete purchase order information is restricted to
authorized personnel. Receiving warehouse personnel are prohibited from
modifying purchase order information. Banner is configured to provide “view”
only access rights to warehouse personnel.

19. Fixed Assets Identification

Furniture and equipment received with a cost above the capitalization
threshold are recorded as a fixed asset. Furniture and equipment ordered
and received that meet or exceed the threshold amount are identified and
tagged on the Banner system as a fixed asset. Warehouse personnel deliver
the furniture and equipment to requesting department(s).

20. 3-Way Matching Process

Accounts Payable must match 1) invoices, 2) Purchase Orders, and 3)
receiving documentation prior to issuing warrant. Upon receipt of goods, the
warehouse posts the items received in Banner and forwards receiving
documentation to Accounts Payable.

21. Mathematical Accuracy

Dollar amount is validated for accuracy; and the purchase order is validated
for completeness. Mathematical accuracy is confirmed by Accounts Payable
by comparing the amounts on the Purchase Order to the invoice. Accounts
Payable is further footed and cross-footed. Accounts Payable verifies all
electronic validations have been obtained.

22. Change Order Review & Procedures

Invoices are reviewed to identify additional costs. Accounts Payable ensures
the proper tax rate has been applied, and that freight costs are taxable or
non-taxable. When there is a difference between the invoice and the
purchase order dollar amount, a change order is required prior to the
processing for payment.

21
Vavrinek, Trine, Day & Co., LLP E-2.21 September 23, 2011






23. Supporting Documentation Retention

Invoices are identified by document number and filed. Processed and
approved invoices are identified with a Banner-generated document number
to link invoices and other electronic and non-electronic support
documentation. Accounts Payable further notes “PAID” on each paid
invoice. Paid invoices are filed by date, then alphabetical order by vendor.
Payment packages are retained for a minimum of five years.

24. Invoice Report Approval

Invoices (vouchers) are audited and approved by the Budget and Accounting
Technician who reports directly to the Vice President, Fiscal Services who
has been designated by the Board of Trustees (February 27, 2008) as the
District Disbursing Officer. All questionable payment packages will be
discussed with the Disbursing Officer prior to the issuance of the warrant. All
invoices are routed electronically to the approval queue for auditing.
Electronic approval is obtained.

25. B-Warrant and ACH Audit

Commercial warrant and ACH support documentation is reviewed to ensure
completeness and to ensure procedures and policy is properly followed. On
a daily basis, Accounts Payables forwards completed payment package to
the Budget & Accounting Technician for audit. Completed packages include
approved Purchase Order and matching invoice and receiving
documentation. ACHs payments that originate from the Banner Financial Aid
Module are fed electronically to the Student Accounts Receivable Module.

The Budget & Accounting Technician audits the completed packages and
then approves the invoices using the Banner online approval process. The
Budget and Accounting Technician produces the Invoice Selection Report,
and will review it by totaling the completed payment packages and verifying
this total to the total of the Invoice Selection Report. Any invoice not
approved will remain in suspense. A designee other than the Accounts
Payable staff will produce the Commercial Warrant Register. The
Commercial Warrant Register total should balance the total of the Invoice
Selection Report. Then the Commercial Warrant Register is returned to the
Budget and Accounting Technician who will release the printing of the
warrants.

26. Audit Guidance

The Disbursing Officer or Designee will periodically check with the Los
Angeles County Superintendent of Schools to get an updated copy of the
‘Required Audit Documentation” list. =Commercial warrants exceeding
$14,000.00 or more per day, per single vendor, are subject to audit unless
otherwise changed by the Los Angeles County Superintendent of Schools.

27. B-Warrant and ACH Authorization

Once commercial warrants have been properly authorized, the Disbursing
Officer or Designee will electronically sign commercial voucher register,
authorizing the printing of warrants, and indicating warrants have
successfully passed audit. ACHs will be electronically transferred to the
bank.

22
September 23, 2011

Vavrinek, Trine, Day & Co., LLP E-2.

[Xe]
[ 8
N





28. Warrants and ACHs Issued

The printing of commercial warrants or transfer of ACHs is segregated from
the payable function. Once commercial warrants have been audited and
cleared for physical check creation, a designee other than the Accounts
Payable Staff prints the commercial warrant or transfers the ACH. The
Disbursing Officer reviews and signs all warrant and ACH registers.

29. Warrant Control and ACH Control

Warrants are secured from unauthorized personnel. Warrants are stored in a
locked cabinet located in the vault in Fiscal Services. An accurate log of
blank stock is maintained. Access is restricted to authorized personnel only.
The ACH issuances are sent electronically to the bank by the Disbursing
Officer or designee. Management validates the transfer using the Bank's
security system.

30. Signature Plate Security & Control

The District uses software that provides for electronic stamped signatures. A
physical plate signature will not be necessary, and will no longer apply to the
commercial warrant process. Access to print commercial warrants will be
strictly restricted to designee.

31. Bank Statement Reconciliation

Bank reconciliations are completed immediately after monthly statement is
received by the Accounting Staff. Outstanding checks report is generated
from Banner System to begin bank reconciliation. Reconciliation is prepared
by the Accounting staff and forwarded to Accounting Manager for review.
Bank statement reconciliation is performed by a non-signatory on the
account.

C. Assumed Budget Authority operating internal control procedures from the Los
Angeles County Superintendent of Schools:

1. Budget Development and Monitoring

The Governing Board will adopt a budget for all funds in accordance with
California state statutes and the District's Board Policy 6200 — Budget
Preparation and 6250 — Budget Management. The budget is sufficiently
detailed to provide meaningful comparison with actual transactions. The
accounting principles used in the budget preparation are the same as those
used in preparing the financial statements. All inter-fund transfers are
budgeted. All budget amendments are properly authorized. All personnel
budgeted must be included in the position control system in Banner after
proper authorization is obtained from the Associate Vice President, Fiscal
Services.

2. Budget Authority Review Procedure

Prior to authorization of expenditures, all requisitions are reviewed in Fiscal
Services for verification of account codes and budgetary restraints. The
District will employ the Assistant Director, Fiscal Services to verify
performance.

The Banner system will be configured to compare requisitions for purchase
with department budget. Unless there are sufficient budgeted funds
available, it will not be possible to issue a purchase order without the direct
authorization of the District Disbursing Officer or designee. Payments for
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goods or services that have not been encumbered, budget revisions, and
journal entries require monitoring and authorization for budget authority.

The Accounts Payable Staff, through use of the Banner system, will verify
fund availability prior to processing a direct-pay invoice or an invoice that
exceeds the purchase order amount for payment. The Accounts Payable
Staff's electronic confirmation on Banner will signify that the budget is
sufficient for payment to be made.

The Assistant Director, Fiscal Services or designee will review budget
transfers for appropriate approval and budget availability prior to entry into
the Banner system. Budget and Accounting Technician's initials on the
budget action will evidence budget availability. Budget and Accounting
Technician will return budget actions to the Assistant Director, Fiscal
Services when they cannot be processed.

The Assistant Director, Fiscal Services or designee will contact the person
responsible and request corrective action. The Assistant Director, Fiscal
Services or the Accounting Manager will review and approve all journal
entries. The approval will include verification of budget availability.

D. Assumed cash control operating internal control procedures from the Los Angeles
County Superintendent of Schools:

1. Cash Control Procedures

Cash transactions will be recorded on a daily basis and a daily cash balance
determined before the issuing of warrants.

Each year, monthly cash flows projections will be made and compared
against actual monthly cash expenditures.

The Associate Vice President, Fiscal Services or designee will review the
cash requirement summary and supporting documentation.

2. Cash Clearing Procedures

All cash collected is delivered to designee by District campus security.
Designee verifies cash collected and issues a receipt. All prepared receipts
are in numerical order. Money is stored in the vault until Account Receivable
staff prepares the deposit and the money is retrieved by armored car
services. Daily receipts are broken down into three deposit types - curency,
check, and coin.

Designee prepares a tape of each day's cash receipts and also runs a
separate tape for currency, checks, and coin. These tape totals agree and
are attached to the duplicate deposit slip. Accounts Receivable staff also
prepares a spreadsheet which shows the cash receipts in numerical order
and subtotals the deposit amount on the right side.

3. Revolving Cash Procedures

The District’s revolving cash fund is used mainly for immediate payments for
any District need. The revolving fund is reimbursed on a monthly basis or
sooner if needed.

Primary controls ensuring the integrity of the revolving cash fund include:
¢ Revolving cash fund is reimbursed frequently.
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Total fund is reconciled monthly.
The bank account is reconciled monthly.
The reconciliation is conducted by someone other than the revolving
fund clerk.

e Checks are signed only after payee and amount are properly
entered.

e Voided checks are mutilated to preclude subsequent use.

e Support documentation is present for all disbursements made from
the fund.

e The supply of blank checks is adequately controlled in a locked safe
with limited access.

VII. Payroll Warrant Internal Control Procedures

A. Payroll Processing

1.

Payroll Payment — Academic Employees (EC 87821 & 87822)

Each salary payment for any calendar month will be paid on the last working
day of the month worked in which the employee was in paid status.

M1 Payroll = 175 day contract faculty paid over eleven months
M2 Payroll = 195 — 219 day contract faculty paid over twelve months
M3 Payroll = Part-time Faculty; paid on the 10" of the month

Payroll Payment — Classified Employees (EC 88165)

Each salary payment for any calendar month will be paid on the last working
day of the month worked in which the employee was in paid status.

M2 Payroll = Employees paid over twelve months

Payroll Payment — Hourly Employees (i.e. Short-term Hourly, Professional
Experts, Hourly faculty, etc.)

MH Payroll = Hourly employees who turn in timesheets based on hours
worked. Hours worked from the first of month to the end of the next month
will be paid on the fifteen (15") of the next month.

Reissuance of “damaged and spoiled” payroll warrants
SEE [SECTION VI.A.1 AND VI.A.5] ABOVE FOR DETAILS

B. Direct Deposit

Employees must complete the Direct Deposit Authorization form to identify their
bank, and checking account or savings account number and provides a voided check
or deposit slip from their account. Payroll clerks will verify the bank routing number
and bank account number listed on the form against the copy of the voided check.
Identified discrepancies with bank account numbers are addressed with the
employee. Any changes on the form require employee authorization in writing.

A payroll clerk will enter the bank ABA number into Banner, and employee account
number from the payroll copy of the form. The form is retained for audit purposes.
The employee will contact the District (Payroll Department) in the event of error.
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To ensure that the routing number and account numbers are correct, payroll clerks
will employ a test of the direct deposit prior to an actual pay warrant being sent to the
individual's bank account.

C. Garnishments

Payroll Manager or designee receives legal notice of garnishment of employee
wages. The Payroll Manager or designee will complete and return all necessary
garnishment response forms, indicating employee’s payroll information, amount to be
withheld per the order, percentage or the amount to be withheld from each payroll
until the order is satisfied. A copy of the garnishment will be forwarded to the
affected employee and the District's Disbursing Officer or designee for audit
purposes.

An automatic deduction from the employee’s wages will be set up in the payroll
system in accordance with the withholding order (amount to be withheld or
percentage to be withheld from each payroll). The amount to be withheld is
calculated according to the type and/or instructions on the employee withholding
order and if there are multiple withholding orders in the legal priority. If there is any
uncertainty regarding the legal requirements of the order, the Los Angeles County
Superintendent of Schools or legal counsel will be consulted.

Orders include:
e Child support wage attachments.
¢ |nternal Revenue Service or State Franchise Tax Board
Liens.
e Civil Actions.

Typical Payees include:

Custodial parent.

County District Attorney Support Division.

IRS.

State Franchise Tax Board.

State Franchise Tax Board — Vehicle registration.
State Franchise Tax Board — Student loan collections.
US Marshall — Sacramento.

Sheriff — Various counties.

Financial Collections Services.

Educational Loan Collections Services.

¢ @ & @ & 2 0o o 0o

When requesting payment to the agency, payroll will include information
required to be on the face of the warrant to Accounts Payable. Examples
include:

Payee

Street Address

City, State, Zip

Employee name

SSN

Case number

Levy number

Tax years collection

Spouse name and SSN

If the information required on the face of the warrant cannot be
accommodated by the Banner system, it will be manually typed on the
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warrant. Further contact may be initiated with the agency issuing the
withholding notice to determine if alternate methods could be used to
accompany the warrant with the required information, such as a transmittal
letter. The District will also process these payments electronically (ACH) as
required or permitted by the various agencies.

Detailed procedures for processing garnishments are included in Banner
User Guide for Payroll and Human Resources.

The Disbursing Officer or designee audits the form and legal notice and
approves for payment prior to the issuance of the warrant.

D. TSA (Tax Shelter Annuity)

District has contracted with Schools First Federal Credit Union as it's third party
administrator to handle all activities related to TSAs. Schools First Federal Credit
Union will assume responsibility for compliance services, receiving requests,
reviewing and approving and denying requests. The third party administrator will
work directly with employees and vendors to obtain information sharing agreements,
process separation from service distributions, rollovers, transfers and loans,
distributions and tax reporting, and monitor hardship withdrawals.

E. Retirement Reporting

The District has developed an interface, which extracts the required data from the
Banner Payroll System, and is integrated with the Los Angeles County
Superintendent of Schools’ retirement reporting to CalSTRS and CalPERS.

F. Direct Interface to Banner Financial System

The Banner Payroll Module directly interfaces with the Banner Finance System for
posting all related payroll charges directly the General Ledger. The District has
developed detailed procedures for processing the Payroll Feed to Finance. (Exhibit

)

To better manage the Fund 76 — Payroll Clearance Fund and mitigate the likelihood
of an imbalance, the District has separated the object code for each type of
deduction to exercise more control.

G. New-Hire Reporting to EDD

Human Resources will report all new hires to the New Employee Registry (NER) to
assist California's Department of Child Support Services and the Department of
Justice in locating parents to collect delinquent child support payments.

The District will also report the actual start-of-work date (not the hired date) for each
newly hired employee so that the NER data can be crossed-matched to the
Unemployment Insurance (Ul) benefit payment file. All newly hired employees will be
reported within 20 days of the start-of-work date.

The District reporting of new employees includes the following items:
e Employer Information
o EDD employer account number.
Federal Employer Identification Number (FEIN).
Business Name.
Business Address.
Business telephone number.
Contact person.

O 0 0O0O0
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e Employee Information
o First, middle, and last name.
o SSN.
o Home address.
o Start-of-work date

H. Replacement Warrants
See [Section VI.A.1 and VI.A.3] above for details.

.  W-2 Generation

The District's Banner payroll module will be configured to accurately generate annual
W-2s based on annual earnings, including all changes required by the Internal
Revenue Service. Fiscal Services will have the responsibility to print W-2s from the
Banner system and mail W-2s for District employees. Requests {o generate W-2s
will be directed to the Payroll Department, in the event mailed copies were lost,
damaged, or stolen. Identification will be validated for in-person requests to ensure
proper authorization.

Banner will be configured to electronically submit annual W-2 information to Social
Security Administration. Banner will be configured to generate edit/exception reports
after transfer to identify discrepancies with the transfer.

J. Quarterly Reporting — EDD

The District will use the California Quarterly Wage and Withholding Report (DE 6) to
report employee wages subject to Unemployment Insurance (Ul), and to report
Personal Income Tax (PIT) withheld and PIT wages. The District will file federal
wage reports electronically. The District will also file the California Quarterly Wage
and Withholding Report (DEB) on electronically.

K. Social Security / Name Match

To ensure the integrity of the W-2, Human Resources will obtain each new
employee’s name and SSN (actual card) to accurately enter such information into the
Banner HR/Payroll modules.

Human Resources personnel request each new employee to produce his/her social
security card. Human Resources may photocopy the SSN card for recording-keeping
purposes. Furthermore, the technicians will be responsible to ensure the name
provided by the employee is exactly as written on the SSN card. For purposes of the
W-2, the name listed on the SSN card will be recorded. If the employee’'s name is
incorrect as shown on the SSN card (for example marriage or divorce), the employee
will be advised to request a corrected card from the Social Security Administration
(SSA). Human Resources will inform new employees that reporting of earnings will
reflect the current name on the SSN card until a new card is provided with new
(changed) name.

To verify social security numbers provided by new employees, Human Resources will
employ the four verification methods adopted by the SSA. Four methods are as
follows: Internet, telephone, paper, and media file storage.

L. Payroll Tax Payments

Tax payments withheld from employee compensation will be deposited by using the
bank's designated software to deposit payments for Federal Withholding, Social
Security, Medicare and State withholding tax payment.
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In the event the District accumulates $100,000.00 or more in payroll tax payments on
any day during a deposit period, Payroll will deposit the tax by the next banking day.

On a quarterly basis, the Payroll Manager will prepare and file the required Federal
and State tax reports. These reports are reviewed and signed by the Associate Vice
President, Fiscal Services prior to submission.

M. Cost of payroll warrant stock

District will bear the cost of payroll warrant stock. SEE [SECTION VI.A.7] ABOVE FOR
DETAILS.

N. Issuance of Payroll Warrants

The District will print and distribute payroll warrants. In order to maintain separation
of duties, the Accounting Department will print, fold, and mail the payroll warrants
rather than the Payroll Department. Payroll warrants are counted and compared to
the Payroll Register by the District's Disbursing Officer, or designee, prior to being
mailed. Direct deposit remittance advices are available to employees on the Mt. SAC
Portal. Employees have the ability to view, print or save these advices once they
have logged in using a secure website.

O. New Hire Approvals

Policies and procedures are in place to ensure that approval is obtained before
employees are hired and entered into the payroll system. New employees will be
processed and hired through the Human Resource Department. Human Resources
will do the screening and verification of all documents required and will submit the
candidate to the Board of Trustees for approval. Employees will not be paid by the
Payroll Department until Board approved. Human Resources will input all new hire
demographic data, job assignment and salary placement into Banner.

P. Position Control

Position Control will be maintained by the Fiscal Services Department. No individual
can be hired or paid without an assigned position number.

Q. Separation of Duties

An individual must go through an initial submission of an application and interview
process with the Human Resource Department. Once the individual has been
selected for a position, Human Resources completes the necessary verifications of
documents and submits the individual's name to the Board for hiring. When Board
approved, the individual will be assigned a position number that includes the labor
distribution budget account number before being entered into the Human
Resource/Payroll System. If there is no active position, Fiscal Services will initiate
this process pending the approval of the Associate Vice President and President’s
Cabinet. Documentation will be forwarded to the Payroll Department containing all
necessary information needed to pay the new employee correctly. There will be
security blocks in place so that the Human Resources has update capability to hiring
screens only and Payroll only has update capability to screens necessary for the
processing of payment and miscellaneous deductions.

R. Authorizations

Payroll registers will be duplicated, and one will be kept in the Payroll Department
and one will be reviewed and used by the Accounting Department. Account
distribution expense reports are reviewed and analyzed by the Accounting
Department. Departments may view their payroll charges using online access in
Banner. Position Control determines where the salary and benefit expense is
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charged and will be maintained by Fiscal Services. New employee hires or status
change forms originate from campus departments and are sent to Human Resources
to be processed and submitted for Board approval. After Board approval, the
documents and their appropriate signatures are sent to Payroll for processing.

S. Payroll Registers

Electronic copies of the Payroll Registers will be uploaded and stored on a secured
shared drive, which is backed up by the Information Services Department daily.
Initial payroll registers will be reviewed and audited before they are submitted for
production of payroll checks. Each payroll clerk will audit another payroll clerk's
payroll for accuracy. Fiscal Services Disbursement Officer, or designee, will review
each payroll and review a sampling, assuring required approvals, documents, Board
approvals, etc.

T. Account Distribution

Payroll expenses are included in monthly online expenditure reports; account
balances are also available daily online to department budget managers. If an
account is allowed to go into a deficit, it is reviewed by the Accounting staff and a
request for a budget transfer is issued.

U. Payroll Expenses

Banner has budget by major object and by location. If a payroll register exceeds a
department's budget, an appropriation transfer will be necessary. This process will be
handled by the Accounting department.

V. Federal & State Reporting

The Banner Payroll System will calculate all Federal and State Taxes. Tax deposits
will be made using the Electronic Federal Tax Payment System through our bank.

W. Garnishment Deductions

Garnishments will be calculated and withheld according to the type and/or
instructions on the withholding order. They will be remitted to the appropriate agency
in the prescribed manner and time frame required. The withholding and the
remittance accounts will be balanced monthly.

X. Check Release to Third Party

If a payroll check is released to someone other than the payee, a signed
authorization along with a photocopy of the payee's picture identification card is
required. The District requires proper identification of the agent requesting the check
and a signed receipt is required.

Y. Unclaimed Payroll Checks

Unclaimed payroll checks are kept secured in a locked safe in the vault, which is
located in Fiscal Services. Checks are accessible only to payroll staff.

Z. Payroll Deductions

Deductions will be posted in Fund 76-Payroll Clearance Fund separate from the
operation accounts. The deductions are paid promptly to vendors and reconciled on
a monthly basis.

AA. Security Access

Banner has different levels of security access to ensure appropriate internal controls.
Each individual will have access to only those areas needed to complete their
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assigned duties. Strong internal controls are maintained. Approval and overrides will
only be available to the appropriate manager.

VIli.Data Processing Internal Control Procedures

A. Adequate Data Processing

The District is implementing a fully integrated Enterprise Application System — the
Banner system from Sungard Higher Ed. This system is in use at over 1,000
Colleges and Universities throughout the United States and the World. It is a fully
functional system that includes all appropriate accounting controls and has modules
that handle financial reporting, payroll processing, retirement reporting, inventory
control and all purchasing and accounts payable functions.

Implementation of the Banner system is well underway, with critical hardware and
servers in place. The Finance, Accounts Payable and Purchasing modules went live
as of January 1, 2008. The Human Resources/Payroll Module went live March 1,
2009. The Student module went live for summer 2009 registration on May 13, 2009.
The Fixed Asset Module went live on July 1, 2009.

Planning for project related staffing, both temporary backfill and new permanent staff
is ongoing with many staff already in place. Staff development and training is an
ongoing commitment to ensure successful implementation and use of all new
systems.

B. Data Backups and Data Recovery

Data processing controls include secure and encrypted daily backups of all critical
files, allowing for file restoration in a timely fashion as needed. In addition, the system
utilizes the state-of-the-art Oracle Database Management System which has a
sophisticated transaction logging system that allows critical file sets to be
reconstructed to any desired point in time. All operating system files and system
configurations are backed up daily as well.

All data is backed up to LTO tapes; tapes are stored locally in a secure tape vault as
well as being sent to a secure offsite data storage facility (Iron Mountain). Backup
tapes are fully secured and protected from unauthorized access and accidental or
purposeful damage.

All system servers are fully redundant in terms of CPUs and disk storage; the
configuration allows for replacement of a hard disk in case of failure with no
downtime or negative effect on system availability.

C. Data/System Security

All systems and data are protected from unauthorized access - firewalls are in place,
the Oracle RDBMS security controls for data access are fully implemented and
servers are maintained in a locked environment with access available onily to
appropriate Information Technology Staff.

The District's network is protected from outside access via firewalls, intrusion
detection systems, etc. Secure remote access to the network is tightly controlled and
allowed only via encrypted VPN with user access logging and fine grained network
access controls.

31
Vavrinek, Trine, Day & Co., LLP E-2.31 September 23, 2011






Security awareness for all management, faculty and staff is an ongoing District
commitment. Security sessions are conducted on a regular basis and security fairs
have been held annually. Training and information is supplied to all employees
related to end user security responsibilities, password protection and management
guidelines, protection of confidential and personal data, as well as social engineering
and identity theft.

D. Software Upgrades
All software upgrades are implemented in a test database. Each Banner module has
developed a test plan, which is conducted in the test database. Once the testing has
been completed, the appropriate administrator is required to approve the movement
of the software upgrade into the production database.

IX. Education Code 85266/85266.5, Community College Fiscal Accountability (Appendix J)
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APPENDIX A - REQUEST FOR FISCAL
ACCOUNTABILITY STATUS (BOARD
AGENDA)





BOARD OF TRUSTEES
MT. SAN ANTONIO COLLEGE

DATE: August 27, 2008 CONSENT

SUBJECT: Request for Fiscal Accountability Status

BACKGROUND

On July 25, 2007, the Board of Trustees authorized Mt. SAC to file an application with the
Los Angeles County Office of Education (LACOE) in order to obtain Fiscal Accountability
Status by July 1, 2008. Unfortunately, this did not occur due to a missed deadline. The
missed deadline was mainly the result of a lack of clarity regarding the auditor-controller
functions between LACOE and the County of Los Angeles Treasurer & Tax Collector.
Therefore, LACOE has requested that we obtain Board approval a second time and
complete another application form by September 1, 2008, requesting Fiscal Accountability
status as of July 1, 2009.

Currently, the Los Angeles County Superintendent of Schools prints our commercial and
payroll warrants. If Mt. SAC continues to process commercial and payroll warrants through
the Los Angeles County Superintendent of Schools, it will require that extensive software
interfaces be written and maintained. It will also require Fiscal Services to continue to use
and maintain the County’s PeopleSoft Finance System and Human Resources/Payroll
System along with using and maintaining the new Banner Finance and Human
Resources/Payroll Systems. This would be extremely inefficient, costly, and labor intensive.

Even though we would not be granted “official” Fiscal Accountability status until July 1, 2009,

LACOE is making every effort to allow us to print our own commercial and payroll warrants
no later than January 1, 2009.

ANALYSIS AND FISCAL IMPACT

Education Code 85266 provides community colleges with a process to request Fiscal
Accountability status, which requires the approval of the Los Angeles County Superintendent
of Schools. By obtaining Fiscal Accountability Status, Mt. SAC will be able to utilize all of the
Banner modules as they are intended, and for the first time in the history of Mt. SAC, we will
have a fully integrated enterprise application system for the entire college.

To obtain Fiscal Accountability status, the College needs to file another application
requesting Fiscal Accountability status with the Los Angeles County Superintendent of
Schools no later than September 1, 2008. As part of this process, the College was required
to develop a Fiscal Accountability Implementation Plan, which was reviewed and approved
by the Board of Trustees on February 27, 2008. This Plan will be updated with the Human
Resources/Payroll portion and resubmitted to the Board of Trustees for review and approval
at a later date.

Prepared by: Linda M. Baldwin Reviewed by: Michael D. Gregoryk

Recommended by: John S. Nixon Agenda ltem: Consent #25
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SUBJECT: Request for Fiscal Accountability Status

DATE: August 27, 2008

The estimated timeline for this process is as follows:

September 1, 2008 The College files a Fiscal Accountability Application with the
County Superintendent of Schools. The County Superintendent’s
designee will then call for a special audit of Mt. SAC’s Human
Resources and Payroll system. The audit firm will be hired by the
County, but paid by the College to complete the Human
Resources/Payroll portion of the audit.

January 1, 2009 The required special audit report for the Human Resources and
Payroll system will be completed and filed with the County
Superintendent of Schools. The commercial warrant portion of
the audit was completed by March 10, 2008, which was not in
accordance with statute. Although, the audit firm hired by
LACOE, validated that Mt. SAC had been successful in building a
Finance system capable of achieving Fiscal Accountability status
for Commercial Warrants.

March 1, 2009 The County shall approve or disapprove the College’s application
based upon the findings of the special audit report. This deadline
per statute was missed also.

July 1, 2009 If the Request for Fiscal Accountability Status is approved by the
County Superintendent of Schools, the College will begin
operations with Fiscal Accountability Status for Payroll and
Commercial Warrants.

Funding Source

Unrestricted General Fund - Cost of the special audit of the Human Resources/Payroll
system.

RECOMMENDATION

It is recommended that the Board of Trustees approves the District submitting an application
on behalf of the Governing Board and the College President/CEO to the Los Angeles County
Superintendent of Schools requesting Fiscal Accountability Status, effective July 1, 2009.
Approved by the Board of Trustees at its regular meeting on August 27, 2008.

| attest:

AT ]
Michagl D. ‘Gregoryk, Vice President, Administrative Services
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APPENDIX B - FISCAL ACCOUNTABILITY
APPLICATION





E)g Los Angeles County Office of Education

Darline P. Robles, Ph.D.
Superintendent

Los Angeles County
Board of Education

Leslie K. Gilbert-Lurie
President

Angie Papadakis
Vice President

Sandra Jones Anderson

Sharon R. Beauchamp

Douglas R. Boyd

Rudell S. Freer

Thomas A. Saenz

Leading Educators = Supporting Students = Serving Communities

February 27, 2009

Mt. San Antonio Community College District
Board of Trustees

1100 N. Grand Avenue

Walnut, CA 91789

Dear Board of Trustees:

This letter is to respond to the application from Mt. San Antonio Community College
District (Mt. SAC) to request they be approved by the Los Angeles County Office of
Education (LACOE) to operate under a fiscally accountable status to LACOE.

In accordance with California Education Code (E.C.) Section 85266, on August 27,
2008, the governing board of Mt. SAC filed a written application with LACOE to seek

approval for Fiscally Accountable status. The application requested an effective date
of July 1, 2009.

Numerous meetings have been conducted with stakeholders to ensure the systems are
capable of performing under the Fiscally Accountable status. The items delineated in
the VID audit report and raised by LACOE are being addressed. Only a few
outstanding issues remain to be resolved, but progress is being made. As such, the Los
Angeles County Office of Education has reviewed the application and report of

financial management and control. The application is approved for the fiscal year
beginning July 1, 2009.

Mt SAC was required to undergo an audit of their management and accounting
controls. The purpose was to determine whether the proper internal controls are in
place to provide the appropriate oversight and internal audit function for the issuance
of commercial warrants directly through the County Treasury without review and
approval by LACOE for scrutiny of the legality and propriety of district accounting
transactions. The audit also reviewed the staffing of the accounting, budgeting,
contracts, internal audits, management information systems, personnel and
procurement departments for adequacy in numbers and skill level to conduct
administrative programs independent of detailed review by LACOE.

The independent audits of the proposed preparation and processing of commercial and
payroll warrants have been performed. The conclusion of the December 23, 2008,
audit by Vavrinek, Trine, Day and Company (VTD) was Mt. SAC “has been
successful in building a system capable of achieving Fiscal Accountability status, yet

9300 Imperial Highway, Downey, California 90242-2890 (562) 922-6111





Mt San Antonio Community College District
February 27, 2009
Page 2

several significant milestones still need to be met before the district is completely ready for
implementation.” These were identified in the report with the inclusion of a response from Mt
SAC. The audit concludes, “Other than the items noted above, there appears to be no significant
impedances toward fiscal accountability.”

LACOE will continue to monitor the progress of Mt SAC in implementing the remaining items
identified. Approval is granted for Fiscal Accountability status by LACOE and pending items are
to be resolved, as determined by LACOE, prior to implementation. Fiscal Accountability status is
subject to the on-going approval by LACOE.

Sincerely,

Pamela Fees, Director

School Financial Services
Division of Business Services

PF:cji

cc: John Nixon, President/CEO, Mt. SAC
Michael Gregoryk, Vice President, Mt. SAC
Linda Baldwin, Associate Vice President, Mt. SAC
Donald Kenneth Shelton, Assistant Superintendent Business Services, LACOE
Wendy Watanabe, Auditor-Controller, Los Angeles County
John Naimo, Assistant Auditor-Controller, Los Angeles County





APPENDIX C - DESIGNATION OF
DISBURSING OFFICER





BOARD OF TRUSTEES
MT. SAN ANTONIO COLLEGE

DATE: February 27, 2008 CONSENT

SUBJECT: Draft Fiscal Accountability Plan and Designation of Disbursing Officer

BACKGROUND

On July 25, 2007, the Board of Trustees authorized the College to move forward toward obtaining Fiscal
Accountability Status from the Los Angeles County Superintendent of Schools (LACOE). This official
request for Fiscal Accountability Status was submitted to LACOE on August 22, 2007.

ANALYSIS AND FISCAL IMPACT

As part of this process, the College developed a Fiscal Accountability Plan (distributed under separate
cover), which is now being presented to the Board of Trustees in draft form. Also, during this month,
Vavrinek, Trine, Day and Co., LLP (VTD), a well known audit firm chosen by LACOE, will be reviewing Mt.
SAC’s Fiscal Accountability Plan while performing a complete audit of the College’s fiscal processes,
procedures, and internal controls. As a result of the audit and review of the draft plan, VTD may
recommend changes before it is finalized. Once the audit has been completed, VTD will make their
recommendation to LACOE for approval or disapproval in granting Fiscal Accountability Status to Mt.
SAC. Ifthe College is approved for Fiscal Accountability Status, this will go into effect on July 1, 2008.

Although this Draft Fiscal Accountability Plan includes both payroll and commercial warrants, the College
will only be able to meet the Education Code deadlines for Fiscal Accountability Status for commercial
warrants at this time. In order to obtain Fiscal Accountability Status for payroll warrants, the new Banner
Human Resources/Payroll System would have to be fully functioning at that time. The Banner Human
Resources/Payroll system is due to go live in January 2009, so the soonest we would be able to obtain
Fiscal Accountability Status for payroll warrants is July 1, 2009. Although, LACOE has agreed to deputize
the College and allow us to print our own payroll warrants as of January 2009, if we can complete another
successful audit prior to that date. This would eliminate the need for creating an extensive interface
between LACOE’s HRS System and Mt. SAC’s Banner HR/PR System.

Another requirement to obtaining Fiscal Accountability is for the Board of Trustees to designate the
District’'s Disbursing Officer. It is recommended that the Director, Fiscal Services be given this
designation. The Director, Fiscal Services currently oversees the fiscal operations of the District, which
includes Accounts Payable and Payroll. Therefore, the job description for the Director, Fiscal Services
has been modified to reflect the responsibilities and duties required as a result of Fiscal Accountability
Status (distributed under separate cover).

Funding Source

Not applicable.
RECOMMENDATION

It is recommended that the Board of Trustees reviews the Draft Fiscal Accountability Plan and designates
the Director, Fiscal Services as the District's Disbursing Officer.

Prepared by: Linda M. Baldwin Reviewed by: Michael D. Gregoryk

Recommended by: John S. Nixon Agenda Item: Consent #
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APPENDIX D - BOND - EVIDENCE OF
COVERAGE





EVIDENCE OF COVERAGE

Mount San Antonio Community College District

MEMORANDUM NUMBER: 32

This Evidence of Coverage is used as a matter of information only and confers no rights upon the Certificate Holder. This Evidence of Coverage
does not amend, extend, or alter the coverage afforded by the memoranda listed below.

CERTIFICATE HOLDER INFORMATION

Employee of Mt. SAC — Linda Baldwin, Associate Vice President
Mt. San Antonio College District
1100 North Grand Avenue
Walnut, Ca 91789

Coverage Period: Effective: 7-1-08 Expires 12:01 am.: 7-1-11

This is to certify that the Alliance of Schools for Cooperative Insurance Programs (ASCIP) Memorandum of Coverages on insurance listed below
have been issued to the Covered Party named above for the period indicated. Notwithstanding any requirement, term, or condition of any contract
or other document with respect to which this Evidence of Coverage may be used or may pertain, the coverages afforded by the Memorandum of
Coverages described herein are subject to all the terms, exclusions, and conditions of such Memorandum of Coverages.

TYPE OF COVERAGE LIMIT OF LIABILITY/COVERAGE

Employee Honesty (Crime) Subject to policy limits, terms, and conditions

Should any of the above coverages for the Covered Party be changed or withdrawn prior to the expiration date issued above, ASCIP will mail 30
days written notice to the Certificate Holder, but failure to mail such notice shall impose no obligation or liability of any kind upon ASCIP, its agents,
or representatives. If you have any questions, contact:

Ms. Paula Chu Tanguay, Chief Executive Officer
ASCIP ¢ 16550 Bloomfield Avenue ¢ Cerritos, CA 90703 ¢ (562)404-8029

Authorized Representative: z ,;{

Date Issued: 5-4-09. Revi /L L

* ASCIP is a joint powers authority pursuant to Article 1 (commencing with Section 6500) of Chapter 5 of Division 7 of Title 1 of the Government
Code and Sections 39603 and 81603 of the Education Code.

Rev 5-97
32-08/09-00SC

|.\- \‘
/ « \lliance of Schools for Cooperative Insurance Programs
16550 Bloomfield Avenue, Cerritos, CA 90703 (562) 403-4640






APPENDIX E - ORGANIZATIONAL
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APPENDIX F - ASSOCIATE VICE
PRESIDENT, FISCAL SERVICES-
DISTRICT DISBURSING OFFICER JOB
DESCRIPTION





MT. SAN ANTONIO COMMUNITY COLLEGE DISTRICT

SALARY SCHEDULE: M
SALARY RANGE: 23

CLASS TITLE: ASSOCIATE VICE PRESIDENT, FISCAL SERVICES
BASIC FUNCTION:

Under the direction of the Vice President-Administrative Services, plan, organize, control
and direct College-wide Fiscal Services operations and activities including Accounting,
Accounts Payable, Accounts Receivable, Bursar Operations, Payroll, Purchasing, Budget
Preparation Control, and the preparation, development, monitoring, review, analysis,
maintenance and adjustment of College District funds, budgets and accounts; coordinate,
direct and participate in financial record-keeping, reporting and related auditing functions to
assure accurate and timely accounting and reporting of College accounts and budgets;
supervise and evaluate the performance of assigned personnel.

Acts as the District’'s Disbursing Officer and has independent access to the Governing
Board, President/CEO and legal counsel and the authority to follow the advice of legal
counsel in reference to determining the legal expenditures of the College.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Plan, organize, control and direct College-wide Fiscal Services operations and activities
including Accounting, Accounts Payable, Accounts Receivable, Bursar Operations, Payroll,
Purchasing, Budget Preparation and Control, and the preparation, development,
monitoring, review, analysis, maintenance and adjustment of College District funds,
budgets and accounts; establish and maintain fiscal time lines and priorities for the
College; assure related activities comply with established standards, requirements, and
local, State and federal laws, codes, regulations, policies and procedures.

Acts as the District’s Disbursing Officer and has independent access to the Governing
Board, President/CEO and legal counsel and the authority to follow the advice of legal
counsel in reference to determining the legal expenditures of the College (E.C. 85266).
Issues warrants using procedures prescribed by the Los Angeles County Office of
Education. Determines that funds are available to cover payments; determine that the
adequate documentation exists to substantiate the appropriateness and authenticity of
financial transactions. Oversee and direct the audit function for Accounts Payable,
Accounts Receivable and Payroll.

Evaluate and maintain proper internal controls and ensure separation of duties among
various functions and departments, such as Purchasing and Human Resources. Monitor
the integrity of payroll and accounting functions and procedures. Ensure adherence to
Board Polices and provide financial information to the Board of Trustees.

Coordinate and direct financial record-keeping, reporting and related auditing functions to
assure accurate and timely accounting and reporting of College accounts and budgets;
coordinate audits, key control functions and collective bargaining activities in compliance
with established requirements; direct and participate in the review and auditing of financial
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statements, records and reports to assure accuracy, completeness and compliance with
Generally Accepted Accounting Principles.

Supervise and evaluate the performance of assigned personnel; interview and select
employees and recommend transfers, reassignment, termination and disciplinary actions;
coordinate subordinate work assignments and review work to assure accuracy,
completeness and compliance with established standards, requirements and procedures;
develop, implement and conduct training activities to assure staff understanding of District
accounting practices, procedures and requirements.

Direct and participate in the development, preparation, review and analysis of College
budgets and related documents to assure proper allocations, fund disbursement and
compliance with legal requirements; evaluate and project annual income and expenditures
to determine budget requirements; control and authorize capital spending, contracts and
various other expenditures; monitor spending to assure compliance with established
limitations.

Plan, organize, control and direct the monitoring, evaluation and reconciliation of College-
wide accounts, funds and budgets; direct accounts payable and payroll functions to assure
accurate and timely payment of financial obligations and employees: coordinate and
assure accurate processing of requisitions, purchase orders and warrants; direct activities
to assure proper and accurate recording and processing of cash receipts and other
revenue.

Coordinate and direct the calculation, coding, posting and adjustment of journal entries for
College-wide financial transactions; assure accurate accounting of funds including income
and expenditures; initiate budget and fund transfers and adjustments as appropriate; audit
accounts for errors and make appropriate adjustments.

Monitor, evaluate and enhance the current fiscal solvency, effectiveness and efficiency of
the College District; develop, implement, analyze and provide technical assistance to
administrators concerning fiscal plans, goals, objectives and strategies: provide technical
direction to administrators in assuring smooth and efficient fiscal and budgetary functions
and activities.

Provide consultation and technical expertise to administrators, personnel, outside agencies
and others concerning fiscal and budgetary operations and activities; respond to inquiries
and provide detailed and technical information concerning related accounts, funds,
budgets, transactions, records, standards, principles, laws, codes, regulations, policies and
procedures; assure proper and timely resolution of fiscal issues and discrepancies.

Monitor and analyze fiscal operations, systems and activities for financial effectiveness and
operational efficiency; direct the planning, development and implementation of policies,
procedures, systems and programs to enhance the financial effectiveness, accuracy,
timeliness and operational efficiency of fiscal operations and activities.

Direct and participate in the preparation and maintenance of various financial and
statistical records, statements and reports related to budgets, accounts, funds, income,
expenditures, projections, audits, fiscal performance and assigned activities; assure
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mandated reports are completed and submitted to appropriate State, federal or other
funding agency according to established time lines.

Manage the development and implementation of fiscal reporting and special accounting
projects; direct the research, compilation, assembly and analysis of a variety of related
financial, statistical and budgetary information; investigate and resolve financial issues,
errors and discrepancies; develop and implement data collection, analysis and
presentation methodology for studies and projects.

Provide technical assistance concerning related budgetary and fiscal matters; maintain
confidentiality of sensitive and privileged information.

Plan, organize, control and direct insurance services for the College District including
record-keeping, reporting and claims processing functions.

Maintain current knowledge of State and federal laws, codes, rules, regulations and
pending legislature related to accounting and budgetary functions; modify programs and
procedures to assure compliance with established requirements as necessary; implement
accounting standards as needed.

Provide technical information and assistance to the Vice President-Administrative Services
concerning fiscal and budgetary activities, needs and issues; assist in the formulation and
development of policies, procedures and programs.

Communicate with administrators, personnel and various outside agencies to exchange
information, coordinate activities and resolve issues or concerns.

Operate a variety of office equipment including a computer and assigned software.

Attend and conduct a variety of meetings as assigned; serve as a member of the
Administrative Services Team; prepare and deliver oral presentations concerning fiscal
operations, activities, needs and issues.

Serve as the Vice President-Administrative Services in the absence of the administrator as
directed.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of College District-wide Fiscal Services operations and
activities including the preparation, development, monitoring, review, analysis,
maintenance and adjustment of College District funds, budgets and accounts.
Accounting, budget and business functions of a college district.

Advanced theory and application of budgetary planning and control in a college system.
Generally accepted accounting and auditing principles, practices and procedures.
Preparation, analysis, review and control of College accounts and budgets.
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Applicable laws, codes, regulations, policies and procedures.

Financial and statistical record-keeping techniques.

Financial analysis and projection techniques.

Preparation of financial statements and comprehensive accounting reports.
Fiscal organization, operations, policies and objectives of the College District.
Policies and objectives of assigned programs and activities.

Principles and practices of administration, supervision and training.

Oral and written communication skills.

Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.

ABILITY TO:

Plan, organize, control and direct College-wide Fiscal Services operations and activities
including the preparation, development, monitoring, review, analysis, maintenance and
adjustment of College funds, budgets and accounts.

Coordinate, direct and participate in financial record-keeping, reporting and related auditing
functions to assure accurate and timely accounting and reporting of College accounts and
budgets.

Supervise and evaluate the performance of assigned personnel.

Direct and participate in the development, preparation, review and analysis of College
budgets and related documents to assure proper allocations, fund disbursement, fiscal
solvency and compliance with legal requirements.

Monitor, evaluate and enhance the current and long-range fiscal solvency, effectiveness
and efficiency of the College District.

Assure accurate accounting of funds including income and expenditures.

Evaluate financial and budgetary data and prepare reports, forecasts and
recommendations.

Direct the monitoring, evaluation and reconciliation of College accounts, funds and
budgets.

Monitor, evaluate and enhance the current and long-range fiscal solvency, effectiveness
and efficiency of the College District.

Interpret, apply and explain laws, codes, regulations, policies and procedures.
Communicate effectively both orally and in writing.

Establish and maintain cooperative and effective working relationships with others.
Operate a computer and assigned office equipment.

Analyze situations accurately and adopt an effective course of action.

Meet schedules and time lines.

Work independently with little direction.

Plan and organize work.

Direct and participate in the preparation and maintenance of various financial and
statistical records and comprehensive accounting reports.

EDUCATION AND EXPERIENCE:

Any combination equivalent to: bachelor's degree in accounting or related field and seven
years increasingly responsible accounting experience involving the review, analysis,
maintenance and adjustment of a variety of budgets, funds and accounts including three
years in an administrative capacity.
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SPECIAL REQUIREMENTS:

Position must by covered by a fidelity bond in the amount of $1,000,000.00.

WORKING CONDITIONS:

ENVIRONMENT:
Office environment.
Driving a vehicle to conduct work.

PHYSICAL DEMANDS:

Hearing and speaking to exchange information and make presentations.
Dexterity of hands and fingers to operate a computer keyboard.

Seeing to read a variety of materials.

Sitting for extended periods of time.

Revised — September 1, 2008





APPENDIX G - BUDGET AND
ACCOUNTING TECHNICIAN JOB
DESCRIPTION





MT. SAN ANTONIO COMMUNITY COLLEGE DISTRICT

BUDGET AND ACCOUNTING TECHNICIAN

OVERVIEW: Under Supervision, performs complex technical tasks relating to the
preparation, maintenance and review of budgets and accounting records to
assure accuracy, including payroll; operates computer equipment and does
related work as assigned.

EXAMPLES OF DUTIES:

* Performs technical and complex accounting and auditing duties in the
preparation, maintenance and review of various financial statements, records,
accounts and budgets to assure accuracy and conformance with established
policies and procedures

» Installs and maintains salary schedules and other schedules and tables
required for the Human Resource/Payroll System

» Analyzes various financial reports and prepares journal entries as requested

» Assists in the preparation and monitoring of campus-wide budgets; processes
budget transfers and budget revisions

» Assists in the preparation of accounting and budget reports to the Board of
Trustees, Departments and various outside agencies

» Analyzes financial documents to assure accuracy and completeness; conducts
research to resolve discrepancies as required

* Assists budget managers, including special projects managers, in problem
solving, research and reconciling actual expenditures with budgeted amounts;
prepares expenditure and progress reports as requested

 Audits various documents involved in financial transactions, such as claims,
vouchers, invoices, requisitions, purchase orders, and contracts, to assure
accuracy, completeness and compliance with applicable regulations,
requirements and established procedures for special funded programs
sponsored by local, State and Federal agencies

* Learns and applies emerging technologies and as necessary to perform duties
in an efficient, organized, and timely manner

» Performs special projects and other related duties as assigned

MINIMUM QUALIFICATIONS:
Knowledge of:

» Methods and practices of financial and budget record keeping

 Accounting and auditing principles, practices and procedures

* Methods, practices and terminology used in bookkeeping and financial record
keeping in an automated accounting system





» Modern office methods, procedures and equipment
» Computer literacy; various software applications e.g., Microsoft Office, Word,
Excel

Ability to:

* Perform complex budget and accounting work without immediate supervision
* Prepare financial summaries and reports

* Interpret, apply and explain rules, regulations, policies and procedures

* Plan, organize and prioritize work

» Make complex arithmetical calculations with speed and accuracy

* Operate office machines such as adding machine, typewriter and computer
* Type memos, letters and forms proficiently

« Communicate effectively, orally and in writing

* Understand and carry out oral and written instructions

» Understand scope of authority in making independent decisions

* Review situations accurately and determine appropriate action according to
established guidelines

« Establish and maintain cooperative relationships with those contacted during
the course of work

» Work independently with little direction

Education and Experience: Four years of increasingly responsible experience
in the maintenance of financial or statistical records. A.A. Degree or successful
completion of college courses in accounting and computer application. Bachelor
Degree Preferred.

October 8, 2007
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INFORMATIONAL

Los Angeles C t
O‘;:ice g: ;cslucc:::li’:nr)ir BULLETIN

9300 Imperial Highway, Downey, California 90242-2890 * (562) 922-6111
Darline P. Robles, Ph.D., superintendent

Bulletin No. 297

March 25, 2009

TO: Business Administrators
Los Angeles County School and Community College Districts
and Other Local Educational Agencies

FROM: Manoj Roychowdhury, Disbursements and Financial Systems Manager
Accounting and Financial Services
Division of School Financial Services

SUBJECT: Commercial Claims Document Checklist

The purpose of this bulletin is to provide an updated Commercial Claims Document Checklist. The list replaces the
checklist previously sent under Info. Bul. No. 17 dated July 12, 2006.

State statutes, as embodied in the California Education Code (EC 42636 and 85236), charge each county
superintendent of schools with the responsibility to determine the legality of accounts payable expenditures for local
educational agencies (LEA) in their jurisdiction. The checklist identifies the specific items that are required to be
provided by the LEA to the Division of School Financial Services (SFS), Commercial Claims Unit for audit before
processing payments. SFS staff reviews the documentation and determines if the documents are adequate to establish
accuracy, legality and proper authorization of the expenditure.

The district is required to refer to the attached Document Checklist when sending supporting documentation to SFS. Tt

is recommended that a copy of the checklist be distributed to your Purchasing, Facilities and Accounts Payable
departments.

Updates on the Commercial Claims Document Checklist

The Commercial Claims Document Checklist was updated to:

e Include the LEA’s option to elect, by Board Resolution, to be subject to the procedures set by the California
Uniform Public Cost Accounting Act (CUPCAA) under Public Construction Code (PCC) 22010 to raise the
formal bid limit from $15,000 to $125,000.

e Include a “Significant Limits” Section. This section summarizes the significant limits the LEA needs to be
aware of because there are government codes that need to be complied with when a certain type of expenditure
exceeds the specified limit.

e Require “proof of receipt” on all purchases of goods and services.

o Identify which documents are required for initial payment, progress payments, or final payment.





Commercial Claims Document Checklist
March 25, 2009
Page 2

This bulletin is posted on the website at www.lacoe.edu/sfs, click “SFS Resources”, select “Bulletins”
and search using the bulletin number or keyword “Document Checklist”.

The context of the legal codes mentioned in the checklist is also posted on the website. Select
“Commercial Claims”, click Documents and Forms, type in “Selected Legal Codes”.

Should you have any questions regarding this bulletin, please contact Luz Spanks at
(562) 922-6454 or spanks_luz@lacoe.edu.

Approved:
Pamela Fees, Director
Division of School Financial Services

MR:rm
Attachment

Info. Bul. No. 297
SFS-A43-2008-09
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Significant Limits and Special Documentation Requirements

Amount Apgl;f;ble Comments Requirements
$5,000 PCC 9203 Any work to be done, public project or | In order for the voucher to be paid
not, amounting to $5,000 or more, more than 95% of the total project
retention of at least 5% should be made | cost, provide proof that the project
on progress payments. However, if any | is complete and the LEA has
time after 50 percent of the work has accepted the actual work
been completed, the governing board of | completed.
the Local Educational Agency (LEA)
finds that satisfactory progress has been
made; it may make any of the remaining
progress payment in full for actual work
completed.
$10,000 EC 39802 Bid Limit for transportation services »  Advertisement to Bid
contract = Bid Bond
» Board Awarding the Bid
» Current Contract
$15,000 PCC 20111 for | Bid limit for public projects = Advertisement to Bid

K-12 districts

PCC 20651 for
community
college districts

The $15,000 bid limit for public project
does not apply when the LEA elects to
become subject to the California
Uniform Public Construction Cost
Accounting Act (CUPCCAA).

Bid Bond
Board Awarding the Bid

$30,000 PCC 22030 - If the LEA elects to become subject to = Board Resolution electing to
and 22045 CUPCCAA, the limit for public projects become subject to CUPCCAA
$125,000 are raised as follows: and;

a. Public projects of $30,000 or less
may be performed by negotiated
contract or by purchase order

b. Public projects of $125,000 or less
may be let to contract by the

informal procedures set forth in the
Act

c. Public projects of more than
$125,000 shall be let to contract by
formal bidding procedures

Notification of such election to
the State Controller

Division of School Financial Services
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Significant Limits and Special Documentation Requirements

Amount Applicable Comments Requirements
Code
$76,700 PCC 20111 for | Bid limit for purchases and non-public | = Advertisement to Bid
K-12 districts projects. Please refer to LACOE = Bid Bond
Bulletin #214 dated December 18,2008 | ® Board Awarding the Bid
PCC 20651 for | for information on Bid Limits and
community Public Projects.
college districts
$25,000 CC 3251 Any work to be done, public project or | Payment bond amounting to 100%
not, amounting to $25,000 or more, a of the total contract price.
CC 3247 payment bond needs to be in place
before any funds could be released for
the project.

Legend: CC = Civil Code PCC = Public Contract Code EC = Education Code
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AUDIT REQUIREMENTS BY TYPE OF PAYMENT

If a payment is identified for pre- or post-audit, the following items would be required to be provided by the LEA. Bid
limit is governed by PCC 20111/20651, EC 17605/81656 or by PCC 22032 if LEA elected by Board resolution to
become subject to California Uniform Public Construction Cost Accounting Act (CUPCCAA).

Description

Object Code

Required Documentation

Books and Supplies

Books, Instructional 4100-4700 1. Invoice with authorized signature
Materials and Supplies 2. Duly Signed Purchase Order or Board Approval
3. Proof of receipt
Other Supplies (including 4350-4799 1. Invoice with authorized signature
Pupil Transportation 2. Duly Signed Purchase Order or Board Approval
Supplies and Food Service 3. Proof of receipt
Supplies) 4. If over bid limit, see “Expenditures Exceeding Bid Limits.”

(Note: Perishable food supplies are not subject to bid; catering
contract is good for 5 years)

Services and Other Operating Expenditures

Travel and Conferences 5200-5299 1. Travel Claims
(Education Code Sections 2. Board Approval of travel/conference
35044, 44032, and 72423) 3. Invoices and/or receipts
4. Board Travel and Mileage Policies may be required (if not on
file)
Dues and Memberships 5300-5399 1. Invoice
(Education Code Section 2. Authorized List of Membership Organizations with Specific
35172) Board Approval
Insurance 5400-5499 1. Invoice
2. Insurance Policy
3. Board Approval
Utilities and Housekeeping 5500-5599 1. Invoice
Services 2. Duly Signed Purchase Order
3. If over bid limit, see “Expenditures Exceeding Bid Limits.”
Lease and Rentals 5610-5629 . Invoice

. Contract with Board Approval (recurring lease or long term

lease)

. Purchase Order with Board Approval (one-time lease only) if

assigned, need assignment contract

. Payment Schedule if not contained in contract
. If over bid limit, see “Expenditures Exceeding Bid Limits.”

Division of School Financial Services
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AUDIT REQUIREMENTS BY TYPE OF PAYMENT

If a payment is identified for pre- or post-audit, the following items would be required to be provided by the LEA. Bid
limit is governed by PCC 20111/20651, EC 17605/81656 or by PCC 22032 if LEA elected by Board resolution to
become subject to California Uniform Public Construction Cost Accounting Act (CUPCCAA).

Description

Object Code

Required Documentation

Repairs/Maintenance

5630-5699

[\

. Invoice approved by authorized signatory
. Duly Signed Contract or Purchase Order
. For payments of more than 95% of the contract price of $5,000

or more, district’s acceptance of completion of the project
(PCC 9203)

. Payment bond if work to be done is over $25,000

(CC 3251)

. If over bid limit, see “Expenditures Exceeding Bid Limits.”

(Note: Repair Works that are not Public Project, bid limit is
$76,700 for 2009.)

Personal Services of
Instructional Consultants,
Lecturers, and other
Instructional Services

5810-5819

. Invoice Approved by Authorized Signatory
. Duly Signed Contract
. Board Approved Purchase Order is sufficient for one-time

service only.

Instructional Services

5810-5899

. Invoice Approved by Authorized Signatory
. Duly Signed Contract

(Note: Transportation Services subject to $10,000 bid limit —
Refer to Education Code Section 39802)

Appraisals

5810-5819

[un—

. Invoice
. Purchase Order with Board Approval (one-time service)
. Agreement with Board Approval (long-term services)

Legal

5820-5829

[\

. Invoice Approved by Authorized Signatory
. Duly Signed Contract
3.

Board Approval

Settlement Agreements
(Vendors)

5820-5829

1.

2.

Settlement agreement signed by both parties and the legal
counsels for both parties; or Court Order
Board Approval in the open session.

(Note: Employee Settlement Agreements should be paid through

payroll)

Special Assessments

5820-5829

l.
2.

Invoice
Purchase Order with Board Approval (one-time service)
Contract with Board Approval (long-time services)

Advertising

5830-5839

. Invoice
. Duly Signed Purchase Order or Board Approval

Non-Instructional
Consultants

5850-5859

. Invoice Approved by Authorized Signatory
. Duly Signed Contract with Board Approval
. Board Approval or Purchase Order is sufficient for one-time

service

Division of School Financial Services
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AUDIT REQUIREMENTS BY TYPE OF PAYMENT

If a payment is identified for pre- or post-audit, the following items would be required to be provided by the LEA. Bid
limit is governed by PCC 20111/20651, EC 17605/81656 or by PCC 22032 if LEA elected by Board resolution to
become subject to California Uniform Public Construction Cost Accounting Act (CUPCCAA).

Description

Object Code

Required Documentation

Operating Services

5840

N —

. Invoice Approved by Authorized Signatory
. Duly Signed Contract with Board Approval

(Board Approval is sufficient for one-time service)

. If over bid limit, see “Expenditures Exceeding Bid Limit”

Private School Tuition

5870

. Invoice
. Master and/or Individual Contract
. Board Approval

Other Operating Expenses

5890-5899

W N = W N — (%)

. Invoice
. Duly Signed Purchase Order, Contract, or Board Approval
. If over bid limit, see “Expenditures Exceeding Bid Limits.”

Communications

5900-5998

DN =

. Invoice
. Approval of Payment by Authorized Signatory

apital Outlay

Site and Improvement of
Site

6100-6199

W N -

. Invoice

. Duly Signed Contract with Board Approval

. Escrow Agreement (if acquiring land)

. If improvement of site is over bid-limit, see “Expenditures

Exceeding Bid Limits”

Building and Improvements
of Buildings

6200-6299

[\

. Invoice Approved by Authorized Signatory
. Duly Signed Contract with Board Approval
. For payments of more than 95% on a contract amount of

$5,000 or more, district’s acceptance of completion of the
project (PCC 9203)

. Payment bond if work to be done is over $25,000 (CC 3251)
. If over bid limit, see “Expenditures Exceeding Bid Limits.”

(Note: Repair Works that are not Public Project, bid limit is
$76,700 for 2009.)

Books and Media for School
Libraries or Major
Expansion of School
Libraries

6300-6399

N =

. Invoice

. Duly Signed Purchase Order or Contract

. Proof of receipt

. If over bid limit, see “Expenditures Exceeding Bid Limits.”

Division of School Financial Services
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AUDIT REQUIREMENTS BY TYPE OF PAYMENT

If a payment is identified for pre- or post-audit, the following items would be required to be provided by the LEA. Bid
limit is governed by PCC 20111/20651, EC 17605/81656 or by PCC 22032 if LEA elected by Board resolution to
become subject to California Uniform Public Construction Cost Accounting Act (CUPCCAA).

Description

Object Code

Required Documentation

Equipment

6400-6499

2N =

wn

. Invoice

. Duly Signed Purchase Order or Contract

. Proof of receipt

. For payments of more than 95% on installation cost of $5,000

or more, LEA acceptance of completion of work (PCC 9203)

. Payment bond if installation cost is over $25,000
. If over bid limit, see “Expenditures Exceeding Bid Limits.”

(CC 3251)

Equipment Replacement

6500-6599

BN =

W

. Invoice

. Duly Signed Purchase Order

. Proof of receipt

. For payments of more than 95% on installation cost of $5,000

or more, LEA acceptance of completion of work (PCC 9203)

. Payment bond if installation cost is over $25,000
. If over bid limit, see “Expenditures Exceeding Bid Limits.”

(CC 3251)

Tuition

7110-7199

. Invoice
. Approval for payment by Authorized Signatory

Other Transfers Out

7210-7299

DN —

. Invoice
. Approval for payment by an Authorized Signatory

Debt Service

7639

N —

. Invoice
. Approval for payment by Authorized Signatory
. Certification of Participation Trust Agreement with the

schedule of payment

Other Financing Uses

7630-7699

—_—

. Inter-fund Transfer Authorization
. Board Approval

Abatement of Income

8000

. Invoice
. Board Approval

Withholdings-Payroll

9511-9518

—

. Invoice or Schedule of Payment
. Approval by Authorized Signatory

Division of School Financial Services
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Expenditures Exceeding Bid Limits
(If exempt from bidding, see Audit Requirements for Expenditures Exempt from Bidding, page 12)

PCC 20116. It shall be unlawful to split or separate into smaller work orders or projects any work, project, service, or purchase
Jor the purpose of evading the provisions of this article requiring contracting after competitive bidding.

Description

Statutory Code

Required Documentation

Public Projects — including
improvement of site and improvement
of buildings

. PCC Section 20111(b) for K-12
districts, PCC 20651(b) for
community college districts

6. CC Section 3247

9. PCC20118.4 for K-12 districts,
PCC 20659 for community
college districts

10. CC3186

11. CC3262
12. PCC 9203
13. CC 3093

On Initial payment

1. Advertisement for Bid

2. Bid Bond

3. Board Action Awarding Bid

4. Designation of Subcontractors

5. Duly Signed Contract or
Agreement

6. Payment Bond (if over $25,000)

7. Certification of Insurance

For Progress Payments
8. Certification and Application for

payment with the approval of the
contractor, architect, inspector,
LEA authorized representative

9. Change Orders with Board
Approval (Note: Each change
order more than 10% of the
original contract amount is
subject to formal bidding.)

10. Stop Notice (s) (if any)

For Final Payment
11. Release of Stop Notice (if any)

12. Board Acceptance of Completed
Project
13. Recorded Notice of Completion

Public Project with Escrow Agent
(District directly deposits retention to
Escrow Agent)

1. PCC Section 20111(b) for K-12
districts, PCC 20651(b) for
community college districts

6. CC Section 3247

8. PCC 22300 (a)

10. PCC 20118.4 for K-12 districts,
PCC 20659 for community
college districts

On Initial payment
Advertisement for Bid

Bid Bond

Board Action Awarding Bid
Designation of Subcontractors
Duly Signed Contract

Payment Bond (if over $25,000)
Certification of Insurance
Escrow Agreement (between the
LEA, Contractor and the Escrow
Agent)

For Progress Payments

9. Certification and Application for
payment with the approval of the
contractor, architect,
inspector,LEA authorized
representative

® NS LR W N

10. Change Orders with Board
Approval (PCC 20118 - change
order may be subject to

Division of School Financial Services
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Expenditures Exceeding Bid Limits
(If exempt from bidding, see Audit Requirements for Expenditures Exempt from Bidding, page 12)

PCC 20116. It shall be unlawful to split or separate into smaller work orders or projects any work, project, service, or purchase
for the purpose of evading the provisions of this article requiring contracting after competitive bidding.

Description Statutory Code Required Documentation
competitive bidding if more than
$15,000)

11. CC3186 11. Stop Notice (s) (if any)

12. CC 3262 12. Release of Stop Notice (if any)

13. PCC 9203 13. Board Acceptance of Completed
Project

14. CC3093 14. Recorded Notice of Completion

Public Project with Escrow Agent
(Contractor directly deposits retention
to Escrow Agent)

1. PCC Section 20111(b) for K-12
districts, PCC 20651(b) for
community college districts

6. Civil Code (CC) Section 3247

8. PCC 22300 (a)

\O

. PCC 22300 () (1)

11. PCC20118.4 for K-12 districts,
PCC 20659 for community
college districts

12. CC 3186

13. CC 3262
14. PCC 9203

15. CC 3093

On Initial payment
Advertisement for Bid

Bid Bond

Board Action Awarding Bid

Designation of Subcontractors

Duly Signed Contract

Payment Bond (if over $25,000)

Certification of Insurance

Escrow Agreement (between the

District, Contractor and the

Escrow Agent)

For Progress Payments

9. Escrow Agent Notification of
Contractor’s Deposit (within 10
days of the deposit)

10. Certification and Application for
payment with the approval of the
contractor, architect, inspector,
district authorized representative

11. Change Orders with Board
Approval (PCC 20118 - change
order may be subject to
competitive bidding if more than
$15,000)

12. Stop Notice (s) (if any)

For Final Payment

13. Release of Stop Notice (if any)

14. Board Acceptance of Completed
Project

15. Recorded Notice of Completion

PN B WD
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Expenditures Exceeding Bid Limits

(If exempt from bidding, see Audit Requirements for Expenditures Exempt from Bidding, page 12)
PCC 20116. [t shall be unlawful to split or separate into smaller work ovders or projects any work, project, service, or purchase
for the purpose of evading the provisions of this article requiring contracting after competitive bidding.

Description

Statutory Code

Required Documentation

Service or Repairs

. PCC Section 20111(b) for K-12
districts, PCC 20651(b) for
community college districts

6. Civil Code (CC) Section 3247

10. PCC 20118.4 for K-12 districts,
PCC 20659 for community
college districts

11. CC3186

12. CC 3262
13. PCC 9203

14. CC 3093

On Initial payment
Advertisement for Bid

Bid Bond

Board Action Awarding Bid
Designation of Subcontractors
Duly Signed Contract

Payment Bond (if over $25,000)
Certificates of Insurance

51 & Ch bty =

For Progress Payments

8. Invoice for each payment request
with the approval of authorized
signatory

9. Certification and Application for
payment with the approval of the
contractor, architect, inspector,
LEA authorized representative

10. Change Orders with Board
Approval (PCC 20118 - change
order may be subject to
competitive bidding if more than
$15,000)

11. Stop Notice (s) (if any)

For Final Payment

12. Release of Stop Notice (if any)

13. Board Acceptance of Completed
Project

14. Recorded Notice of Completion

Lease or Rentals

1. PCC Section 20111 (b) for K-12
districts, PCC 20651 (b) for
community college districts

On Initial payment
Advertisement for Bid

Bid Bond
Board Action Awarding Bid
Duly Signed Contract or PO

.l;wl\.):—

For Progress Payments
5. Invoice for each payment request

with proof of receipt and the
approval of authorized signatory

6. Change Orders with Board
Approval (PCC 20118.4 change
order may be subject to
competitive bidding if more than
$76,700)

Division of School Financial Services
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Expenditures Exceeding Bid Limits
(If exempt from bidding, see Audit Requirements for Expenditures Exempt from Bidding, page 12)

PCC 20116. It shall be unlawful to split or separate into smaller work ovders or projects any work, project, service, or purchase
Jfor the purpose of evading the provisions of this article requiring contracting after competitive bidding.

Description

Statutory Code

Required Documentation

Materials, Equipment, or Supplies

Bid limit is adjusted annually to
reflect CPI increase. Bid limit in
2009 is $76,700

On Initial payment
Advertisement for Bid

Bid Bond

Board Action Awarding Bid
Duly Signed Contract or PO
Payment Bond (if total cost
includes installation)

e

For Progress Payments

6. Invoice for each payment request
with proof of receipt and the
approval of authorized signatory

For Final Payment
7. Change Orders with Board

Approval (PCC 20118.4 change
order may be subject to
competitive bidding if more than
$76,700)

8. Proof of receipt or completion of
contract

Division of School Financial Services
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Audit Requirements for Expenditures Exempt from Bidding

Note: Exemption to bidding does not eliminate the need for any bonds or security otherwise required by law. If cost of purchase

includes labor costs and installation, payment bond is required.

Description

Required Documentation

Public Work Projects with Emergency Resolution per
PCC 20113

ANl

10.
11.
12.

Emergency Resolution (see LACOE Bulletin #211
dated 12/16/08)

Duly signed Contract or Agreement

Designation of Subcontractors

Payment Bond (if over $25,000)

Certificate of Insurance

Certification and Application for Payment with the
approval of the contractor, architect, inspector, and
LEA representative

Change Orders with Board Approval

(Note: Change order more than 10% of the original
contract amount is subject to formal bidding.)

Stop Notices (if any)

Release of Stop Notices (if any)

Board Acceptance of completed project

Recorded Notice of Completion

Materials, Equipment, Modulars, or Supplies over bid
limit of $76,700 for 2009 purchased under Piggyback
Bid PCC 20118 for K-12 districts, and PCC 20652
community college districts

Note: Labor costs should not be piggybacked.

Sapts &3 19

Piggyback Bid document with price list from the
pertinent public agency

Board Approval to Piggyback

Contract (if there is any)

Duly Signed Purchase Order with detailed list
Invoice for each payment request with approval of
authorized signatory and proof of receipt of goods
(Note: Invoice must show detailed charges to allow
each line item to be matched with the piggyback bid
price list.)

Materials, Equipment, or Supplies over bid limit of
$76,700 for 2009 purchased under California Multiple
Award Schedule (CMAS) or other government contracts
PCC 10290-10299 and 12100.

—

(98]

Contract with price lists

Board Approval to go CMAS or use other government
contract

Duly Signed Purchase Order with detailed list

Invoice for Each Payment Request with proof of receipt
and approval of authorized signatory

(Note: Invoice must show detailed charges to allow
each line item be matched with the CMAS or the
government contract price list.)

Materials, Equipment, or Supplies over bid limit of
$76,700 for 2009 purchased from SOLE SOURCE

Board Resolution declaring it as Sole Source Supplier
Contract (if there is any)

Duly Signed Purchase Order

Invoice for each Payment Request with proof of receipt
and approval of authorized signatory

Division of School Financial Services
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Audit Requirements for Expenditures Exempt from Bidding

Note: Exemption to bidding does not eliminate the need for any bonds or security otherwise required by law. If cost includes labor
costs and installation, payment bond is required.

Description Required Documentation

Electronic Data Processing Systems, purchased under
PCC20118.2

Board authorization to purchase under PCC 20118.2
Publication of Notice of Request for Proposals
Board awarding the bid

Duly signed contract or Purchase Order

Invoice with authorized signatory

Proof of receipt or acceptance of completion for final
payment

Sk W=
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APPENDIX | - PAYROLL FEED TO
FINANCE CHECKLIST





MT. SAN ANTONIO COLLEGE
PAYROLL FEED TO FINANCE CHECKLIST

Pay ID: Pay Period:

Process Completed By:

Pay Date:

Run PHIJOBS to see the Payroll Disposition number.
This step is to verify that all Records are at Disposition 60.

NHPFIN1 - (Finance Extract Process) Checks Rule Codes.
a. Printer; “DATABASE”

b. Leave Parameters at “N”
c. Save

d. There is no output

e

. You can verify the job completion by reviewing the Log file

PHPFEXP — (Moves payroll to Disposition 62)

a. Printer: “DATABASE”
b. Fill-in Parameters

c. Save

d. Options/Review Output

Run PHIJOBS to see the Payroll Disposition number.
The Records should be at Disposition 62.

NHPFIN2 - (Moves payroll to Disposition 70)

a. Printer: “DATABASE”
b. Fill-in Parameters
i. Produce Detail Report (Y/N) =Y
ii. Interface Trans to GURFEED =Y
iii. Expenditure Payroll ID = M1, M2, or MH
d. Save

e. Write down Log# M1 M2

MH

Completed (v)

M1

u

M1

Q

M1

M1

M1

M2

d

M2

Q

M2

M2

M2

MH

d

MH

a

MH

MH

MH





After NFPFIN2 is run:

Options/Review Output

Options/Save and Print File

Make sure data blocker is off in Firefox

(Tools/Options/Content) Uncheck Block Pop-up Windows

CTRL A - Select all

CTRL C - Copy

Open Microsoft Word

CTRL V — Paste

CTRL A - Select all

Change Font size to 8;

Page/Setup....Change to Landscape; Change Margins .7 (Top) and .7 (Bottom)
Save as NHPFIN2-Payroll ID-Month-Year (example: NHPFIN2-M1-8-2008)

oo

XTI oD@ oo

M1

Run PHIJOBS to see the Payroll Disposition number. D
The Records should be at Disposition 70.

M1

FURFEED - Finance Sweep Feed Process (Feeds Payroll Data to Finance) D
a. Printer: “DATABASE”
b. Fill-in parameters
i. Report Mode =8
ii. System ID/ Time Stamp = PAYROLL
c. Save
d. Options/Review Output

M1

FGRTRNI - Interface Process (Edits Journal Voucher) D
Printer: “DATABASE”

No parameters

Save

No output

If file is large, let it run for awhile before going to the next step.

You can verify the job completion by reviewing the Log file.

®ao oD

This process edits and validates:
Open Fiscal Period

Valid COA

Valid Rule Codes
Enforces Rule Codes

[

M1

FGRTRNR - Transaction Error Report El
a. Printer: “DATABASE’”

b. No Parameters

c. Save

d. Write down Log# M1 M2 MH

e

f.

Options/Review Output
Options/Save and Print File





10.

11.

12,

CTRL A - Select all

CTRL C - Copy

Open Microsoft Word

CTRL V - Paste

CTRL A - Select all

Change Font size to 8, change layout to Landscape

If there are errors, compare to the NHPFIN2 Report (Search on the Amount)

To Fix Errors:

Run FGAJVCM

Cursor should be in the Journal Voucher Detail Block
Enter Query - F7

Enter E in Status Field

Execute Query — F8

Save at last correct record
Complete Journal Voucher

HEEL Error = Account number should be a Liability Account
HGRB Error = Gross Benefit Expense

T TS@Teo0oTp

FGRACTG - Posts hours

a. Printer: “DATABASE”

b. No parameters

c. Save

d. Process will happen automatically

FGIDOCR - Shows Journal Voucher that was posted

M1

Q

Correct (can override existing numbers) with correct FOAPAs, then down arrow

Once the line has been correct the “E” in the status field, should change to “P”

M1

M1

M2

M2

M2

MH

MH

MH





APPENDIX J - EDUCATION CODE
SECTION 85266 AND 85266.5





EDUCATION CODE

85266. With the approval of the county superintendent of schools, the
governing board of a community college district may cause warrants to be
drawn on the county treasury against designated funds, except debt service,
of the district in the county treasury in the payment of expenses of the
district. The warrants for salary and other types of claims designated by
the county superintendent shall be issued by a person designated as the
district disbursing officer for the school district on the county treasury in
favor of the persons entitled thereto in payment of all claims in designated
categories chargeable against the district which have been legally examined,
allowed, and ordered paid by the governing board. The district disbursing
officer shall issue warrants, using procedures prescribed by the county
auditor, on the county treasury for all debts and demands, within categories
designated by the county superintendent, against the district when amounts
are legally approved. The form of the warrant shall be prescribed by, and
approved by, the county auditor or county treasurer having jurisdiction.

The cost of printing warrants may be charged to the district.
Notwithstanding Section 84000, except for assessing and tax collecting, the
county auditor and county treasurer may charge those districts that draw
their own warrants for additional costs which result from the implementation
of this section.

Notwithstanding Section 27005 of the Government Code, or any other
provision of law requiring orders for warrants or warrants to be signed by
the county superintendent of schools or the county auditor, or both, the
county superintendent and county auditor may prescribe alternative procedures

for districts to issue warrants. The district disbursing officer shall not
be considered a deputy county superintendent of schools or a deputy county
auditor. The county treasurer shall pay the warrant in the designated

category, 1if district funds are available.

County officers shall not be responsible for ©providing reports,
statements, or other data relating to, or based on, the designated payments
of expenses of the district. Those districts issuing warrants, as provided
by this section, shall provide the county superintendent of schools, in the
form prescribed by the county superintendent, with the data necessary to make
retirement reports and other reports required of him or her by law. All
warrants, vouchers, and supporting documents shall be kept by school
districts that draw their own warrants in those designated categories.

The county superintendent shall provide for a periodic review of the
districts' financial transactions and internal controls pursuant to Section
85237.5.

County superintendents of schools may provide fiscal, budgetary, and data-
processing services through contractual agreements to community college
districts that have been determined to be fiscally accountable under the
provisions of this section.

The person authorized by the governing board of the district to issue
warrants, pursuant to this section, shall execute an official bond in an
amount fixed by the governing board conditioned upon the faithful performance
of his or her duties under this section. A county superintendent or county
auditor shall not be liable under the terms of their bonds or otherwise for
any warrant issued pursuant to this section. This section shall not be
construed as impairing the obligation of any contract in the bond of such
officer in effect on January 1, 1977.





A listing of the warrants issued under this section by each community
college district shall Dbe forwarded to  the county auditor having
jurisdiction, upon his or her request, and to the county superintendent of
schools having jurisdiction over the district on the same day warrants are
issued. The listing, which may be magnetic tape, punched cards, or in other
form, shall report, among other things, the warrant number, date of the
warrant, amount of the warrant, the name of the payee, and the fund on which
drawn. The form and content of the warrant listing shall be as prescribed by
the county auditor or county superintendent and approved by the county
auditor or county superintendent having jurisdiction.

Each district which issues warrants pursuant to this section shall furnish
monthly to the county superintendent of schools and the county auditor of the
county of jurisdiction, upon his or her request, a statement showing for the
current fiscal year to date, for each required expenditure classification,
the amount budgeted, actual expenditures, encumbrances and unencumbered
balances.

In order to obtain the approval of the county superintendent of schools
and county auditor for fiscally accountable status, the governing board of a
community college district shall file a written application with the county
superintendent of schools and county auditor having jurisdiction on forms

which the county superintendent shall prescribe. Upon receipt of an
application from the district, the county superintendent shall cause an audit
to be made of the district's management and accounting controls, in

accordance with standards prescribed by him or her, by an independent
certified public accountant or public accountant approved by the county
superintendent, who shall report his or her findings and recommendations to
the county superintendent and to the applicant district. The audit report
may include Department of Finance guidelines and other assessments of fiscal
management as regquired by the county superintendent or the audit may be the
report of the annual district audit pursuant to Section 84040 if that is
acceptable to the county superintendent of schools. The cost of the audit
required in support of a district's application for fiscal accountability
shall be borne by the applicant district.

The county superintendent and county auditor shall review the district's
application and report of financial management and control and may approve
the application if they find the management and accounting controls of the
district to be adequate. If the county superintendent and county auditor
determine that such management and accounting controls are inadequate, they
shall disapprove the application.

A district that applies for fiscal accountability status shall file its
written application with the county superintendent of schools on or before
September 1. The required audit of financial management and accounting
controls shall Dbe filed on or before January 1. When a district's
application for fiscal accountability status has been approved by the county
superintendent of schools and county auditor, the issuance of warrants by the
district pursuant to this section shall be effective at the beginning of a
fiscal year, provided that approval had been made prior to the preceding
first day in March. If disapproved, the county superintendent of schools
shall state the specific steps which are required to be taken Dby the
applicant district to receive approval and these changes shall be certified
as completed by an independent certified public accountant or public
accountant before the county superintendent shall approve the application.
If at any time the county superintendent of schools or the county auditor
determines that the financial management or accounting controls of the
district have become inadequate, either officer may revoke approval for
fiscal accountability status effective immediately.





85266.5. (a) With the approval of the Board of Governors of the California
Community Colleges, the governing board of a community college district may
cause to be drawn all warrants on the county treasurer against all the funds,
except debt service, of the district in the county treasury in the payment of
the expenses of the district. The warrants shall be issued by a person
designated as the district auditor or district disbursing officer for the
district on the county treasurer in favor of the persons entitled thereto in
payment of all claims chargeable against the districts which have been

legally examined, allowed, and ordered paid by the governing board. The
district auditor shall issue warrants on the county treasurer for all debts
and demands against the district when the amounts are fixed by law. The form

of the warrant shall be as prescribed by the governing board and approved by
the county auditor or county treasurer.

(b) Notwithstanding Section 85231, the cost of printing the warrants shall
be borne by the district.

(c) No county officer shall Dbe responsible for producing reports,
statements, and other data relating to or based on these payments of the
expenses of the districts. Those districts issuing warrants as provided by

this section shall provide the county superintendent of schools, in the form
prescribed by him or her, with the data necessary to make retirement reports
and other reports required of him or her by law. All warrants, vouchers, and
supporting documents shall be kept by the districts that draw their own
warrants.

(d) Notwithstanding Section 27005 of the Government Code, or any other
section requiring orders for warrants or warrants to be signed by the county
superintendent of schools or the county auditor, or both, the county
treasurer shall pay the warrant, if money is available.

(e) Notwithstanding Section 84000, except for assessing and tax
collecting, the county auditor and the county treasurer may charge those
districts that draw their own warrants, and those districts shall pay, for
the cost of all fiscal services.

(£) The person authorized by the governing board of the district to issue
warrants pursuant to this section shall execute an official bond in an amount
fixed by the governing board conditioned upon the faithful performance of his

or her duties under this section. A county superintendent of schools or a
county auditor shall not be liable under the terms of his or her bond or
otherwise for any warrant issued pursuant to this section. It 1is not

intended that this provision shall be applied so as to impair the obligation
of any contract in the bond of the officer in effect on the effective date of
this section.

(g) A listing of the warrants issued under this section by each district
shall be forwarded to the county auditor, upon his or her request, and to the
county superintendent of schools on the same day warrants are issued. The
listing, which may be magnetic tape, punch cards, or in other form, shall
report, among other things, the warrant number, date of the warrant, amount
of the warrant, the name of the payee, and the fund on which drawn.

(h) The form and content of the warrant listing shall be as prescribed by
the governing board and approved by the county auditor.

(i) Each district which issues warrants pursuant to this section shall
furnish monthly to the county superintendent of schools and the county
auditor of the county of jurisdiction, upon his or her request, a statement
showing the current fiscal vyear to date, for each required expenditure
classification, the amount budgeted, actual expenditures, encumbrances and
unencumbered balances.





(j) In order to obtain the approval of the board of governors, a community
college district shall file a written application with the county
superintendent of schools. Upon receipt of an application from the district,
the county superintendent of schools shall cause a survey to be made of the
district's accounting controls by an independent certified public accountant
or public accountant in accordance with standards prescribed by the board of
governors. The certified public accountant or public accountant shall report
his or her findings and recommendations to the county superintendent, county
auditor, and to the applicant district.

(k) The county superintendent shall forward the district's application,
together with his or her other recommendations and the recommendations of the
county auditor and a report of the survey, to the board of governors for

approval or disapproval of the application. The board of governors shall
approve the application only if it finds that the accounting controls of the
district are adequate. If the board of governors determines that these

controls are inadequate, it shall disapprove the application.

(1) The county superintendent of schools shall be reimbursed for all costs
incident to the accounting controls survey made pursuant to the district's
application, from the district's funds.

(m) When approved by the board of governors, the issuance of warrants
pursuant to this section shall be effective at the beginning of the fiscal
year 1if the approval had been made prior to the preceding first day in

January. In the event that the issuance of warrant has been disapproved, the
board of governors shall state the specific steps which must be taken by the
district 1in order to receive approval. If at any time the county

superintendent of schools determines that the accounting controls of the
district have become inadequate, he or she may recommend to the board of
governors that the approval be revoked, to be effective on the first day of
the next following fiscal year.

85267. Article 3 (commencing with Section 29850) of Chapter 5 of Division 3
of Title 3 of the Government Code shall be applicable to any community
college district authorized to issue warrants pursuant to Section 85266 or
85266.5; except that whenever any reference is made 1in that Article 3
commencing with Section 29850) to (1) the county auditor, or (2) the general
fund of the county, that reference shall be deemed, for purposes of this
section, to be to (1) the person authorized by the community college district
governing board to issue warrants pursuant to Section 85266 or 85266.5, and
(2) the general fund of the community college district, respectively.
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Board of Education
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President
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Sandra Jones Anderson

Sharon R. Beauchamp
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Thomas A. Saenz
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June 26, 2009

Mr. Fred Chyr

President, Board of Trustees

Mt. San Antonio Community College District
1100 N. Grand Avenue

Walnut, CA 91789

Dear Mr. Chyr:

This letter is a follow-up to the letter written on February 27, 2009, approving
the application Mt. San Antonio Community College District (Mt. SAC)
requested from the Los Angeles County Office of Education (LACOE) to
operate under a Fiscal Accountability status to LACOE for the fiscal year
beginning July 1, 2009.

On December 23, 2008, Vavrinek, Trine, Day and Company (VTD) submitted
their audit in accordance with California Education Code (E.C.) Section
85266 to LACOE. The auditors indicated the system in place was capable of
achieving Fiscal Accountability but at the conclusion of the audit several
significant milestones still needed to be met before the district would be
completely ready for implementation.

LACOE has worked closely with the Mt. SAC administration over the past six
months and has agreed that the proper internal controls, personnel and systems
are in place. These areas individually and collectively assure that Mt. SAC
can provide the appropriate oversight and internal audit function for the
issuance of payroll and commercial warrants.

Meetings have continued to be conducted with stakeholders to ensure the
systems are capable of performing under the Fiscally Accountable status. The
items delineated in the VTD audit report and raised by LACOE have been
successfully addressed. All pending items were resolved, and therefore

LACOE is now issuing unrestricted approval of Fiscal Accountability
status.

Please be aware that Fiscal Accountability status is subject to the on-going
approval by LACOE. LACOE has provided Mt. SAC administration with

documents outlining the responsibilities they will be required to fulfill to
retain their Fiscal Accountability status.

(over)

9300 Imperial Highway, Downey, California 90242-2890 (562) 922-6111





Mr. Fred Chyr
June 26, 2009
Page 2

Included with this approval letter are the Fiscal Accountability Responsibilities and
Fiscal Accountability Chart. These documents outline the functions that will be

performed by Mt. SAC, as well as LACOE and the Los Angeles County Auditor-
Controller/Treasurer and Tax Collector.

Sincerely,

>
Pamela Fees, Director
School Financial Services

Division of Business Services

PF:1t
enclosures

cc: David Hall, Vice President, Board of Trustees
Judy Chen Haggerty, Clerk, Board of Trustees
Roseanne Bader, Member, Board of Trustees
Manuel Baca, Member, Board of Trustees
John Nixon, President/CEO, Mt. SAC
Michael Gregoryk, Vice President, Mt. SAC
Linda Baldwin, Associate Vice President, Mt. SAC
Donald Kenneth Shelton, Assistant Superintendent Business Services, LACOE
Wendy Watanabe, Auditor-Controller, Los Angeles County
John Naimo, Assistant Auditor-Controller, Los Angeles County
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BOARD OF TRUSTEES
MT. SAN ANTONIO COLLEGE

DATE: August 24, 2011 CONSENT

SUBJECT: Request for Fiscal Independence Status

BACKGROUND

On August 27, 2008, the Board of Trustees authorized Mt. SAC to file an application with the
Los Angeles County Superintendent of Schools in order to obtain Fiscal Accountability
status, effective July 1, 2009.

On June 26, 2009, the Mt. SAC Board of Trustees received naotification from the Los Angeles
County Superintendent of Schools granting approval of Fiscal Accountability status, effective
July 1, 2009. Mt. SAC was given documents outlining the responsibilities required to fulfill
and retain Fiscal Accountability status.

Fiscal Services has now been operating with Fiscal Accountability status for two fiscal years,

beginning July 1, 2009. Mt. SAC is now requesting authorization from the Board of Trustees
to begin the application process to obtain Fiscal Independence status.

ANALYSIS AND FISCAL IMPACT

Under Education Code, Section 85266.5, Fiscal Independence is granted upon the approval
of the Board of Governors of the California Community College Systems Office, based
largely on the recommendation from the Los Angeles County Superintendent of Schools and
the Los Angeles County Auditor, based on the results of an assigned independent Certified
Public Accountant firm’s survey of Mt. SAC’s accounting controls. By obtaining Fiscal
Independence status, Mt. SAC will have broad authority to issue warrants without the review
or approval of the Los Angeles County Superintendent of Schools or the Los Angeles County
Auditor/Controller.

The Board of Govemors’ approval of Mt. SAC’s application for Fiscal Independence will be
based on the following standards:

Standard 1: Adequate Fund Balances — The district has avoided deficit balances in its
funds and has maintained a prudent reserve in its unrestricted general fund
over the preceding five fiscal years.

Prepared by: Linda M. Baldwin Reviewed by: Michael D. Gregoryk
Recommended by: Bill Scroggins Agenda ltem: Consent #23
Page _1_of _3 Pages
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SUBJECT:

Request for Fiscal Independence Status

DATE: __ _August 24, 2011

Standard 2:

Standard 3:

Standard 4:

Statute and Governing Board — The district makes only lawful and
appropriate expenditures in carrying out the programs authorized by statute and
by the governing board.

Adequate Internal Controls — The staff of the accounting, budgeting,
contracts, management information systems, internal audits, personnel, and
procurement departments are adequate in numbers and skill level to administer
administrative programs independent of detailed review by the county office of
education and to provide an internal audit function that assures adequate
internal controls.

Legality and Propriety of Transactions - The staff of the accounting,
budgeting, contracts, management information systems, internal audits,
personnel, and procurement departments exercise independent judgment to
assure the legality and propriety of transactions.

The estimated timeline for this process is as follows:

September 1, 2011 The College files a Fiscal Independence Application with the

County Superintendent of Schools and the State Chancellor's
Office. The County Superintendent’s designee will then call for a
special audit study of Mt. SAC’s accounting systems. The audit
firm will be hired by the County, but paid by the College.

October 15, 2011 The audit firm completes the audit study and submits its report to

the Los Angeles County Superintendent of Schools, the Los
Angeles County Auditor/Controller, and the Chancellor’s Office.

October 1, 2011 The Los Angeles County Superintendent of Schools and the Los

Angeles County Auditor/Controllers Office submit their
recommendation to the Chancellor's Office.

October 2011 The Chancellor's Office submits an Agenda Item for the Board of
Governors meeting.
October 27-28, 2011 Board of Governors approves or disapproves Mt. SAC’s request

for Fiscal Independence status.

December 15-16, 2011 Board of Govemors last meeting before statutory deadline. The

above schedule is pretty aggressive, so this could be a back-up
approval date.

Page _2 of _3_ Pages
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SUBJECT: Request for Fiscal Independence Status
—.— _ DATE: = _August 24, 2011

Funding Source

Unrestricted General Fund - cost of the special audit.

RECOMMENDATION

It is recommended that the Board of Trustees approves submitting an application to the Los
Angeles County Superintendent of Schools requesting Fiscal Independence status.

Page _3 of 3 Pages





APPENDIX M - FISCAL INDEPENDENCE
APPLICATION - LOS ANGELES COUNTY
SUPERINTENDENT OF SCHOOLS AND
CALIFORNIA COMMUNITY COLLEGES
SYSTEM OFFICE





MT. SAN ANTONIO COLLEGE

1100 North Grand Avenue
Walnut, CA 91789-1399
909-274-7500 * www.mtsac.edu
California Community Colleges

District Application for Fiscal Independence

legacy of excellence
1946-2011

TO: Los Angeles County Superintendent of Schools
Pamela Fees, Director of School Financial Services
9300 Imperial Highway, Education Center, Room 216
Downey, CA 90242-2890

California Community Colleges System Office
Frederick E. Harris, Assistant Vice Chancellor
1102 Q Street

Sacramento, CA 95814-6511

The Mt. San Antonio Community College District hereby applies for fiscal independence in
issuing its own warrants under the provisions of Education Code Section 85266.5. The district
superintendent and chief financial officer acknowledge that fiscal independence for the district is
predicated on the continuing adherence to the following Board of Governors standards:

Standard 1: Adequate Fund Balances: The district has avoided deficit balances in its

governmental funds and has maintained a prudent reserve in its unrestricted general fund over
the preceding five fiscal years.

Standard 2: Statute and Governing Board: The district makes only lawful and appropriate
expenditures in carrying out the programs authorized by statute and by the governing board.

Standard 3: Adequate Internal Controls: The staff of the accounting, budgeting, contracts,
management information systems, internal audits, personnel, and procurement departments are
adequate in numbers and skill level to conduct administrative programs independent of detailed
review by the county office of education and to provide an internal audit function that assures
adequate internal controls.

Standard 4: Legality and Propriety of Transactions: The staff of the accounting, budgeting,
contracts, management information systems, internal audits, personnel, and procurement
departments exercise independent judgment to assure the legality and propriety of transactions.
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MT. SAN ANTONIO COLLEGE

1100 North Grand Avenue
Wainut, CA 91789-1399
809-274-7500 * www.mtsac.edu

FISCAL INDEPENDENCE APPLICATION
for
Mt. San Antonio Community College District

legacy of excellence
1946-2011

In accordance with California Education Code (E.C.) Section 85266.5, the governing board of the Mt.
San Antonio Community College District is filing this written application with the Los Angeles County
Office of Education (LACOE) to seek approval for fiscal independence status effective July 1, 2012.
Exhibit A is a proposed timeline for the phased implementation of the specified functions.

The contact person at the district is:

Linda M. Baldwin Associate Vice President, Fiscal Services
Name Title

(909) 274-5517 Ibaldwin@mtsac.edu

Telephone number e-mail address

Per E.C. 85266.5(j), “In order to obtain the approval of the board of governors, a community college
district shall file a written application with the county superintendent of schools. Upon receipt of an
application from the district, the county superintendent of schools shall cause a survey to be made of
the district's accounting controls by an independent certified public accountant or public accountant in
accordance with standards prescribed by the board of governors. The certified public accountant or
public accountant shall report his or her findings and recommendations to the county superintendent,
county auditor, and to the applicant district.”

Further, per E.C. 85266.5(l), “The county superintendent of schools shall be reimbursed for all costs
incident to the accounting controls survey made pursuant to the district's application, from the district's
funds.”

//éw“/ 8/2 V///

Clerkof the Board of Trustees Date
it T o ren 5/257;
President/CEO w Date

This completed form should be returned to:

Pamela Fees, Director of School Financial Services
Los Angeles County Office of Education
9300 Imperial Highway, Education Center, Room 216
Downey, CA 90242-2890
Tel: (562) 922-6421 Fax: (562) 922-6365

cc:. Arturo Delgado, Los Angeles County Superintendent of Schools

Patricia Smith, Interim Assistant Superintendent, Business Services, LACOE
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