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INDEPENDENT ACCOUNTANT’S REPORT ON APPLYING
AGREED-UPON PROCEDURES
Audit Committee
New College of Florida
Sarasota, Florida
We have performed the procedures enumerated below, which were agreed to by the Audit
Committee and management of New College of Florida (the College), solely to assist the College
with performing certain internal audit procedures. The College is responsible for the internal
audit procedures and the internal audit function. 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
the parties specified in this report. Consequently, we make no representation regarding the
sufficiency of the procedures described below either for the purpose for which this report has
been requested or for any other purpose.
All procedures were performed for the testing period July 1, 2009 through March 31, 2010,
unless otherwise specified. The procedures and findings are detailed below.
I.

DUE FROM STATE:
FUNDS

PUBLIC EDUCATION CAPITAL OUTLAY (PECO)

An understanding of procedures related to PECO funds due from the State was obtained
and tests were performed to determine:
•
•
•
•

PECO funds are being used for appropriate expenses in conjunction with the Capital
Improvement Plan;
PECO expenses are valid expenses based on project disbursement request report;
PECO expenses are supported by approved purchase orders and copies of checks.
PECO expenses are properly posted to the correct fund;

Procedures Performed
•

Selected fifteen (15) PECO expenses paid during the testing period and verified the
following:
1. Verified expense was an approved expense per the Capital Improvement Plan;
2. Verified expense paid was properly reported on project disbursement request
report;
3. Agreed expense to invoice, approved purchase order and copy of check issued;
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4. Reviewed expense paid to ensure expense was a proper PECO expense and
charged to the correct project and fund
Findings
None
II.

BUSINESS OFFICE: INVESTMENTS
We obtained an understanding of investment procedures and performed certain tests of
the investment balances and transactions.
The objective of our procedures was to determine whether:
•
•
•
•
•
•

Investment balances were properly recorded in the account records as of March 31,
2010;
Investment transactions are in accordance with the investment policy;
Fund investment balances appear reasonable based on monthly fund activity;
Investment activity and transactions during the month were accurately recorded in the
general ledger;
Interest income and fees are being posted in a timely manner to the appropriate funds;
Rate analysis is accurate.

Procedures Performed
•
•
•
•
•
•

All investment accounts were reconciled to the General Ledger as of March 31, 2010;
Verified three (3) months of SPIA and two (2) months of SBA activity during the
testing period, to SPIA and SBA statements, posting to general ledger accounts, and
respective bank accounts;
Verified interest rates, recalculated three (3) months' interest income and verified fees
were posted to the appropriate funds and allocated correctly;
Reviewed transactions for purchase of SPIA and SBA funds, verifying general ledger
balance and agreement with statements;
Verified funds purchased were in compliance with investment policy;
Verified accuracy of rate analysis spreadsheet to SPIA and SBA statements.

Findings:
None
III.

FEDERAL STIMULUS FUNDS
A review of Federal stimulus funds was conducted to determine:
•

College is in compliance with American Recovery and Reinvestment Act (ARRA)
OMB Circular A- 133 compliance requirements;
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•
•
•
•
•
•

Reporting to the State is proper and completed within the required timeframe;
Expenditures are authorized expenditures per the stimulus terms and Federal
regulations;
Expenses are incurred during the approved period of availability;
Proper support and documentation is on file to substantiate the validity of expenses
being charged against the stimulus funds;
Expenses are being charged to the correct general ledger accounts;
Monies being drawn by the College are being done subsequent to the expense being
incurred and not exceeding current expenses.

Procedures Performed
•

•

•

Reviewed the requirements under OMB Circular A-133 to ensure college is in
compliance with all requirements detailed in the Department of Education section for
CFDA 84.394, State Fiscal Stabilization Fund – Education State Grant, Recovery Act
and CFDA 84.397, State Fiscal Stabilization Fund – Government Services, Recover
Act.
Reviewed the March 2010 quarterly reports sent to the Department of Education and
verified reports were sent by the fifth business day of the month. Also reviewed
reports to ensure amounts reported agreed with general ledger expense totals and
reporting codes were accurate.
Selected a sample of twenty-five (25) expenditures and verified the following:
1. An Employment Action Form was properly completed and approved by a
supervisor for each employee noting payroll expense was to be classified to the
org and fund for federal stimulus monies;
2. Verified payroll expenses were for an authorized employee per the original
“Projected Use of Federal Stimulus Funds” budget prepared by management;
3. Expenditures were authorized and allowable expenditures under the Federal
stimulus grant terms and Federal regulations, OMB Circular A-87.
4. Verified the detail pay expense for each employee to the pay register for the
selected pay date and re-calculated percentage of expense being applied was
accurate;
5. Verified payroll expenses were charged to the correct organization and fund per
the approved Employment Action Form;
6. Reviewed to ensure expenditures were incurred during the period of availability.

•

Reviewed the March 31, 2010 “CARDS detail by Grant” reports showing funds
drawn down from the Department of Education grants and verified expenditures were
being drawn subsequent to the expenses being incurred. Also review to ensure total
expenses drawn equaled expenses incurred per the general ledger.

Findings:
None

3

IV.

STUDENT ALLIANCE: ALLOCATIONS AND DISBURSEMENTS
We reviewed student allocations to determine:
•

Allocations made to students from the council of academic affairs are supported by
completed request forms and properly approved.

Procedures Performed
Selected a sample of fifteen (15) allocations made by the Council of Academic Affairs to
ensure:
•
•
•
•

Request form was properly completed by student and contained the required
information;
Allocation was properly approved by faculty;
Verified amount of allocation granted agreed to check written to grantee;
Reviewed total amount granted to total amount budgeted to ensure budget amount has
not been exceeded.

Findings:
None
V.

HUMAN RESOURCES (Time Entry, Fingerprinting)
A. TIME ENTRY REVIEW
An understanding of time entry procedures was obtained and testing was done to
determine:
•
•
•

Time cards are being properly completed, approved, and retained;
Pay is properly calculated based on hourly rate and hours worked;
Overtime is properly approved and pay calculated according to overtime
requirements.

Procedures Performed
Selected fifteen (15) employees and performed the following procedures for one (1)
pay period during our testing period:
•
•
•
•

Verified pay rate used for calculation of pay was the properly approved pay rate
for period based on the “Appointment Form” maintained in personnel file;
Reviewed time card and recalculated hours worked;
Verified time card was properly approved by supervisor;
Recalculated pay for period based on approved pay rate and hours worked on time
card and agreed to payroll register;
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•

Recalculated overtime pay and verified proper approval was obtained for payment
of overtime.

Findings
03-10-010 We noted one employee pay that included pay for the current pay period
and also previous pay periods. Per discussion with Human Resources, if
an employee does not turn in a time card by the required day, they will not
be paid for that period until a completed time card is received. We
recommend procedures be implemented to require employees to turn in
time cards for each pay period and not allow employees to turn in more
than one time card during each pay period.
•

College Response: We agree. Failure to submit time sheets on the
required day appears to be limited to part time OPS student
employees. Departmental Fiscal Liaisons will be reminded to impress
upon these OPS employees the need to turn in time sheets by the
deadline for each bi-weekly pay period and the consequences for not
doing so. In instances where the employing department knows that an
OPS employee is working but the employee fails to submit a time sheet
for two consecutive bi-weekly periods, that department will be
required to terminate the employee’s appointment. The employee will
not be allowed to work for that department for the remainder of the
semester.

03-10-011 One employee selected during our testing was an employee performing
research for the college and would be paid a one time lump sum. This
employee does not complete a time sheet and is to be paid upon
completion of the project. There was no documentation in the employee
file showing when and how the employee was going to be paid. It is
recommended the College implement standard procedures and forms for
employees who have different payment terms than what is normal. This
will ensure documentation exists to support the payment type and agreed
terms for final payment.
•

College Response. We agree. In circumstances where an employee is
hired on a temporary basis and is to be paid a lump sum amount for
performing specific duties, a Memorandum of Agreement (MOA)
signed by the hiring department and the employee will be required to
accompany the Employment Action Form. The MOA will outline the
scope of the work to be accomplished, work product deliverables, the
payment amount and project termination date.
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B. FINGERPRINTING
We looked at fingerprinting and background check procedures to be followed by the
Human Resources Department for the purposes of determining;
•
•
•
•

College procedures for fingerprinting of new employees are being followed on a
consistent basis;
The Human Resources Department is properly identifying all employees required
to submit to fingerprinting and background checks;
The Volunteer and Employee Criminal History System (VECHS) form is being
signed by all required employees authorizing the College to perform the
background check;
Items appearing on background checks are being reviewed and noted according to
College policy prior to hiring new employees.

Procedures Performed
•

Obtained and documented an understanding of the fingerprinting and background
check procedures;

Selected fifteen (15) employees hired from January 2009 through March 2010, and
reviewed for the following:
•
•
•
•
•

Employee properly identified as an employee meeting the requirements for a
background check based on college procedures;
VECHS form signed by the employee approving the background check;
Evidence of a background check with the Florida Department of Law
Enforcement (FDLE) and the Federal Bureau of Investigation (FBI). Background
checks serve as evidence of electronic submission of fingerprints.
Exceptions noted on background checks were properly reviewed and approved by
the appropriate College personnel;
Receipt of background check occurred before the employee received their first
paycheck.

Findings:
None
We were not engaged to and did not perform an audit, the objective of which would be the
expression of an opinion on the specified elements, accounts or items. Accordingly, we do not
express such an opinion. Had we performed additional procedures, other matters might have
come to our attention that would have been reported to management.
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This report is intended solely for the information and use of New College of Florida Audit
Committee and management and is not intended to be and should not be used by anyone other
than these specified parties.

CPA Associates
April 27, 2010
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