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Summary

+ Scheduled Audit
» Conclusions on Audit Objectives:

B Determine controls exist and are operating effectively to ensure compliance
with policies and procedures for non-personnel expenditures including travel

[ Determine that controls exist and are operating effectively to ensure Agency Head
transactions are properly approved

m Determine that adequate controls exist and are operating effectively to ensure
compliance with policies for personnel expenditures including overtime

@ Determine adequate controls exist over fixed assets
@0 Determine adequate controls exist over inter-department transfers
|

Determine adequate controls exist over fee collection and timely disbursement
to State and County.

» Exception Oriented

* No reportable Issues and 3 Other Observations

+ Management Action Plans have been developed to address all risks
identified

® |hsufficient-immediate Attention A Improvement Needed O sufficient
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Introduction

« Auditor lll Joyce Aikor-Richardson performed audit
work

» Used professional auditing standards
« Examined controls & tested for selective compliance
 All exceptions given to Agency

* Reported control design issues & significant test
exceptions

* Work for same Government we audit




County of Henrico
Internal Audit Report #288
Circuit Court Clerk - Local Expenditures & Receipts FY21

llr'{

Background

» The Circuit Court Clerk is a Constitutional Officer
elected for a term of eight years, who serves as
the administrative officer of the Circuit Court,
oversees the registry of deeds, and adjudicates all
probate matters.

« The Clerk is responsible for collecting fines, costs in
criminal cases, recordation fees and taxes, and
maintains a financial system to track the collections
and remittances for reporting to the State, and to local
governments.

5

Background

Objectives of Circuit Court Clerk are:

* To provide fair and equal access to all public
records using modern technology.

» To protect and preserve records of the courts and
county.

* To professionally and efficiently assist the general
public and attorneys using the office.
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Budget Highlights

The Circuit Court Clerk’s budget of $2,568,677 represents a decrease of
$132,146 or 4.9 percent from the FY2019-20 approved budget. This decrease
is driven by a reduction in the personnel component and reflecting increased
benefit costs offset by the projected impact of the pandemic related hiring

freeze. The operating component was also reduced by $11,405 or 5.0 percent
to assist the County in offsetting the projected revenue reductions related to the

pandemic.

Pursuant to Virginia Code Section 17.1-279, the Clerk collects a $5.00
technology fee on all instruments recorded in the land books, judgments
docketed, and all civil suits commenced. Of this total, $4.00 is reimbursed to
the locality by the Compensation Board to support technology efforts within the
Clerk’s office. This revenue source is not included in the County’s original
budget but is appropriated during the fiscal year as the Compensation Board
makes funds available to implement technology projects within the office.

Budget vs Actual

(Expenditures as of June 30, 2021)

Budget VS Actual

$2,351,972

$2,500,000 $2,373,104

$2,000,000

$1,500,000

$649,033

.szw‘203

Personnel Operating

$1,000,000

$500,000

M Approved M Actual
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Revenue

as of June 30, 2021
Approved Actual
40141 County Recordation Tax $4,000,000.00 $6,972,035.38
40202 Jury Fees $ 60,000.00 $ 55549.82
40303 Blood Test/DNA Fee $ 4,000.00 $ 5,326.43
40401 Interest on Crim. Judgements $ 90,00000 $ 65214.41
40812 Circuit Court-Copy Fees $ 20,00000 $ 27,526.24
41104 State Share of Salary-Cir. Ct. $1,052,500.00  $ 1,354,044.57
41106 Clerk Excess Fees-State $ 300,000.00 $ 641,733.67
41362 Clerk's Technology Trust Fund $ 198,201.00 $ 174,479.79
41364 Library of VA - Circuit Court Records Preservation Program $ 20302.00 $ =
Total $ 5,745,003.00 $9,295,910.31
9

Audit Scope
FY2021

= Personnel m Operating

The total expenditures of $2,670,307 We had no exclusions for
2021 expenditures

The Agency had 2 capital assets with value of $37,677

10
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Internal Controls
Objectives

Reliability and integrity of information

Compliance with policies, procedures,
laws and regulations

Safeguarding of assets
Effectiveness and efficiency of operations

11

b Internal Controls Cont’d

General Limitations of any Controls

« Errors and irregularities may go
undetected

 Inherent limitations in any control structure
* Limitations include resource constraints,
legislative restrictions, etc.

 Projection to future subject to risk of
change in effectiveness

« Compliance may deteriorate

12
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Audit Methodology

» Determined expenditure-related processes
and control procedures

 Evaluated strengths and weaknesses of
control procedures

« Randomly sampled recorded transactions
and traced to supporting documents for
accuracy and compliance with policy

« Randomly sampled capital
assets and verified existence

13
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- Conclusions on
Audit Objectives

@ Determine controls exist and are operating effectively to ensure
compliance with policies and procedures for non-personnel
expenditures including travel Other Observations 1, 2 and 3

B Determine that controls exist and are operating effectively to
ensure Agency Head transactions are properly approved

B Determine that adequate controls exist and are operating effectively to
ensure compliance with policies for personnel expenditures including
overtime

@ Determine adequate controls exist over fixed assets
@ Determine adequate controls exist over inter-departmental transfers
B Determine adequate controls exist over fee collection and timely

disbursement to State and County.

@ Insufficient-Immediate Attention A Improvement Needed O Sufficient 14

14
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Issues

None

4
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Other Observations

1. Ensure All Invoices Submitted for Scanning and
Attachment into G/L are Initialed and Dated

2. Ensure Invoices are Date Stamped upon
Receipt

3. Ensure Travel Justification Addendums
Completed when Total Travel is under $300

16
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Other Observations

The following slides include additional
observations noted during our audit
which were considered less critical in
reaching our conclusions on our audit
objectives.

17
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L | Other Observation 1

Ensure All Invoices Submitted for Scanning and
Attachment into G/L are Initialed and Dated

* 26 of 27 (96%) of purchase order expenditure invoices sampled
were not initialed on the support scanned into the G/L but were
check marked to indicate review for goods and services received
prior to payment.

+ 8 of 32 (25%) of direct pay expenditure invoices sampled were not
initialed on the support scanned into the G/L but were check marked
to indicate review for goods and services received prior to payment.

Recommendation

Ensure all scanned invoices attached into the G/L are initialed
and dated to indicate review and accountability for goods and
services received prior to payment.

18
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" Other Observation 1

Ensure All Invoices Submitted for Scanning and

Attachment into G/L are Initialed and Dated

Management Action Plan

The Clerk will continue the practice of initialing, dating, and
approving purchases on the invoice overview, which is attached
to the invoice and sent to the Finance Dept. after they are
reviewed in Oracle. Additionally, we will now stamp each invoice
received and the Bookkeeper will initial and date the invoice
upon receipt.

By Whom: The Bookkeeper and the Clerk
Expected Completion Date: February 17, 2022

19
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14 Other Observation 2
Ensure Invoices are Date Stamped
upon Receipt

Review of purchase order expenditures revealed 8
of 27 (30%) were not date stamped upon receipt.

Recommendation

Agency should ensure all invoices are date stamped
upon receipt.

20

20
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L Other Observation 2
Ensure Invoices are Date Stamped
upon Receipt

Management Action Plan

The Bookkeeper will date stamp all invoices with the Clerk’s Office
“received stamp” on the face of the invoice, and the Bookkeeper
will initial it.

By Whom: The Bookkeeper
Expected Completion Date: February 17, 2022

21
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o L Other Observation 3
== Ensure Travel Justification Addendums
Completed when Total Travel is under $300

1 of 1 (100%) travel transactions under $300 had no Travel
Justification Addendum attached from Agency.

Recommendation

Agency should ensure all the travelers complete a Travel Justification
Addendum to document that the total travel expenditure is under $300 when
appropriate.

Management Action Plan

The Clerk will complete travel justification addendums if travel is under
$300.

By Whom: The Clerk
Expected Completion Date: February 17, 2022
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Closing

» Appreciate Agency’s cooperation

* Follow up on open Action Plans will be
performed as completion dates are
reached or after sufficient time has passed
to ensure the actions are effective and
on-going.

| closed |
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Report Distribution

Audit Committee Board of Supervisors,

(Mrs. O’Bannon, Mr. Thornton, | Non-Committee Members
County Manager)

Deputy County Manager for | Clerk of Circuit Court
Public Safety

Internal Audit Staff
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Audit Contact Information

Joyce Aikor-Richardson, Auditor Il
Phone: 804-501-4493
E-Mail: aik11@henrico.us

Vaughan Crawley, Director of Internal Audit
Phone: 804-501-4292
E-Mail: cra85@henrico.us
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