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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 performed 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.
I.

BUSINESS OFFICE: GENERAL LEDGER

An understanding of general ledger procedures was obtained and testing was performed to
determine:
•
•
•

Proper procedures are set up to provide adequate control over journal entries;
Journal entries are only being made by authorized employees;
Journal entry processes are being followed and journal entries are supported by
adequate documentation.

Procedures Performed
•
•

Reviewed procedures with staff to ensure controls are properly set up over the journal
entry process;
Selected fifteen (15) journal entries for the period July 1, 2011 through September 30,
2011, and verified:




•

System information to original journal entry;
Adequate support exists for the journal entries made;
Journal entry was properly authorized and approved.

Imported all journal entries that were made from July 1, 2011 through September 30,
2011, into our data extraction software and summarized all entries by user ID to
ensure entries are only being made by authorized employees.
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Findings
II.

No findings were noted.

BUSINESS OFFICE: UBOT AND EXECUTIVE TRAVEL

An understanding of procedures related to travel expenses was obtained and tests were
performed to determine:
•
•
•

Travel expense reports are being properly completed and approved by a supervisor;
Travel expenses submitted are properly supported by documentation, when
applicable;
Reimbursed expenses do not exceed approved travel limits.

Procedures Performed
Selected fifteen (15) travel expenses during the period of July 1, 2011 through September 30,
2011, from the “Organization Detail Activity” report and verified:
•
•
•
•

Findings
III.

Travel expense report was properly completed, totaled accurately, and agreed to the
transaction activity amount on the Organization Detail Activity Report.
Expense report was properly approved by a supervisor;
Expense details were supported by receipts, where applicable, and expenses appeared
reasonable based on purpose of travel;
Travel limits were adhered to and reimbursement to personnel did not exceed those
limits.
No findings were noted.

BUSINESS OFFICE: PRESIDENT’S COMPENSATION

A review of the President’s compensation was performed to determine:
•
•
•

Compensation paid to the President for the 2011 fiscal year was within the limits
established by Section 1012.975, Florida Statutes.
The components of compensation were in compliance with the definition of
compensation detailed in the statutes;
Any amounts exceeding the established limits have not been paid out of public funds,
and were paid by the New College of Florida Foundation funds.

Procedures Performed
•
•

Reviewed the total compensation paid to the President for the 2010/2011 fiscal year
and verified items totaling the compensation paid agreed with the signed employment
contract;
Verified the total compensation paid from public funds did not exceed the limits
established in the Florida Statutes, Section 1012.975
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•

Findings
IV.

Verified all excess compensation paid over the established limits was paid from New
College of Florida Foundation money, as stated by management.
No findings were noted.

HUMAN RESOURCES: NEW HIRES

A review of hiring procedures was performed to determine:
•
•
•
•

Hiring procedures set forth by the College are being followed;
Selection committees and position advertisements are being performed as applicable;
Position selection is being performed in compliance with College policy;
Appropriate documentation is being maintained in employee files.

Procedures Performed
Selected five (5) employees hired on or after July 1, 2011, and performed the following
procedures:
•
•
•
•

Findings
V.

Reviewed human resources files for proper advertisement and hiring documents;
Reviewed screening committee documentation as applicable for the position;
Verified that all documentation on the “New Hire Checklist” was contained in the
employee’s file;
Verified employee was reported to the state as a new hire within the required time
period.
No findings were noted.

HUMAN RESOURCES: TERMINATIONS

A review of terminated employees was performed to determine:
•
•
•

Termination procedures were followed per College policy;
Appropriate documentation was maintained in the employee’s file;
The employee was no longer paid once terminated.

Procedures Performed
Selected five (5) employees that were terminated through resignation or dismissal on or after
July 1, 2011, and performed the following procedures:
•
•
•

Reviewed employee files for appropriate termination documentation for dismissal or
resignation;
Reviewed Human Resources files for appropriate follow-up documentation;
Reviewed payroll register subsequent to employee’s last day to ensure they no longer
received a pay check;
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•
Findings
VI.

Verified that employee was listed as terminated within Banner.
No findings were noted.

HUMAN RESOURCES: BENEFITS/DEDUCTIONS, PAYROLL/DISBURSEMENTS

A review of employee benefits, deductions, and payroll posting was performed to determine:
•
•
•
•

Employee files are complete and payroll data corresponds to authorizations on file;
Payrolls are properly prepared, approved, and recorded;
Detailed reports are properly maintained with respect to individual employees and
benefits;
All net payroll and various deductions are being properly posted and disbursed to the
appropriate parties.

Procedures Performed
Selected ten (10) employees that were paid during 2011 and performed the following procedures:
•
•
•
•

Verified that employee information per the employee files agreed to the information
found in the applicable payroll register;
Recalculated gross pay per the payroll register and agreed pay rate to the last
approved pay rate in employee file;
Reviewed employee file for proper documentation to accurately pay employee;
Verified that benefits deductions per the payroll register agreed to authorizations for
those deductions and benefits maintained in the Human Resources Department.

Findings
10-11-01 In three (3) files tested, direct deposit authorization forms were missing. Automated
Clearing House rules require a form be maintained by the company making the
initiating entry.
10-11-02 We noted two (2) employees who had missing benefit enrollment forms. The Florida
Retirement System (FRS) Enrollment form was missing for one (1) employee and the
Optional Life Form was missing for the other employee.
College Response: We agree with both findings. In the three (3) cases of direct
deposit forms missing and the two (2) cases of missing enrollment forms, all affected
employees were hired prior to New College breaking away from USF to become the
State’s eleventh (11th) State University. When New College acquired the personnel
files, these forms were not present and HR was not aware that they were missing.
Since independence in 2001, collection of this information is now part of the “New
Hire Check-Off List.” HR will audit all New College employee personnel files of
those hired and processed by USF and ensure that appropriate direct deposit
authorization and benefit enrollment forms are executed and on file.
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VII.

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 from the Fall and Spring allocations made by the
Council of Academic Affairs to ensure:
•
•
•
•

Findings

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.
No findings were noted.

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.
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.

October 31, 2011
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