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Summary
• Scheduled Audit
• Conclusions on Audit Objectives:

Considering control improvements implemented during the audit

• 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

• 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-department transfers

• Exception Oriented
• No reportable Issues
• Control Improvements Implemented during the Audit
• No Management Action Plans for this audit

• Insufficient-Immediate Attention Improvement Needed Sufficient
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Introduction

• Auditor III 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
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Background

5

• The General District Court hears civil, criminal and traffic matters. 
The Court exercises original jurisdiction over all misdemeanor 
cases and conducts preliminary hearings in felony cases to 
determine probable cause. In addition, the Court hears all traffic 
cases and certain violations of the County Code. The Court also 
has jurisdiction over most civil matters where less than twenty-five 
thousand dollars is involved

• There are five judges serving in this court, having been appointed 
by the General Assembly for a term of six years. The judges, clerk, 
and deputy clerks are all paid directly by the Commonwealth. The 
county provides space, furniture, supplemental salary and support 
for the General District Court.

Background

Objectives of General District Court are:

6

 To process cases for the public to facilitate the swift 

administration of justice, while providing a fair and 

equitable judicial process for all.

 To provide an orderly and comprehensive system of 

maintaining court records as required by law, and quickly 

update case files, so that accurate and current electronic 

case information is readily available.

 To maintain an accurate accounting of court funds.

 To continually add services to better serve the public.
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Budget Highlights
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The General District Court hears civil, criminal 
and traffic matters. The General District Court's 
budget for FY2021-22 totals $464,635. 

The personnel component of the budget will 
remain flat for FY2021-22. The operating budget 
for FY2021-22 will increase by $12,574 to restore 
cuts made previously due to the health 
emergency created by COVID-19.

Revenue

8

The Court collects fines/fees and other court costs.  Receipts are 
entered into the state’s system and are deposited into the Court’s 
account.  The Court is audited regularly by the Virginia Auditor of 
Public Accounts.

The Court does not keep any administrative fees and are only 
acting as a pass-through for the funds.  At the beginning of each 
month, the Court writes checks related to the fees collected in the 
prior month.  Amounts collected are due to the State, the Circuit 
Court Clerk, or County agencies (e.g., Sheriff, Police, etc.).

County Accounting records receipts for the checks written to the 
Director of Finance and codes the receipts to appropriate revenue 
accounts based on the information on the state reports provided by 
the Court.
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Audit Scope
FY2021 and FY22 (thru December 31)

9

The total expenditures of $513,297

The Agency had 2  capital assets with value of 
$10,990

We had no exclusions for FY21 to December 
31, 2021 expenditures.

We excluded revenues for the period posted 
after the start of the audit.

268,967 
244,330 

Personnel Operating

Actuals

FY21 $340,167

FY22 (at 12/31) 173,130

Total $513,297

10

Internal Controls
Objectives

• Reliability and integrity of information

• Compliance with policies, procedures, 
laws and regulations

• Safeguarding of assets

• Effectiveness and efficiency of operations

9
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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

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

11
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Conclusions on 
Audit Objectives

Considering control improvements implemented during the audit as 
noted on slides 15-21, our conclusions are as follows:

• 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

• 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

• Insufficient-Immediate Attention Improvement Needed Sufficient

14

Issues

No reportable issues or other observations*

*See control improvements implemented during the 
audit noted on the following slides.
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Implementation of Control Improvements
during the Audit

# Control Weakness Observed Control Improvement 
Implemented

1 Invoices 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.

• 130 of 152 (86%) sampled Direct Pay 
invoices

• 20 of 23 (87%) sampled copier lease 
expenditures subject to Purchase 
Order (P.O.)

“We now initial and date all 
invoices to indicate we have 
reviewed the invoices and 
acknowledge that we have 
received the goods and services 
prior to payment. We began this 
practice immediately after their 
first meeting with you.”

2 Invoices were not date stamped upon 
receipt. 
• 16 of 23 (70%) sampled copier lease 

expenditures subject to P.O.

“We will date stamp all invoices 
immediately upon receipt to 
ensure that we meet all prompt 
payment policies.”

16

# Control Weakness Observed Control Improvement 
Implemented

3 Traveler did not complete and submit 
travel forms T-1, T-2, and T-3 to the 
Accounting Division of the Department 
of Finance within 14 calendar days from 
the trip return date, in compliance with 
the County’s Travel Policies and 
Procedures.

• 2 of 2 travel over $300 (totaling $670 
and $688, respectively)

“We have reviewed the 
documentation on travel 
expenditures and will 
immediately begin following the 
correct procedure, i.e., 
submitting T-1, T-2 and T-3 
when total travel expenditures 
are over $300.”

Implementation of Control Improvements
during the Audit

15
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# Control Weakness Observed Control Improvement 
Implemented

4 Agency did not complete a Travel 
Justification Addendum to document 
that the total travel expenditure was 
under $300 and no Agenda was 
included with the travel-related Direct 
Pay invoice, in compliance with the 
County’s Travel Policies and 
Procedures.

• 1 of 1 (100%) travel transactions 
under $300

“We have reviewed the 
documentation on travel 
expenditures and effective 
immediately will include agenda 
and travel justification addendum 
for any travel expenditures under 
$300.”

Implementation of Control Improvements
during the Audit
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# Control Weakness 
Observed

Control Improvement Implemented

5 Agency paid 2 
invoices directed to 
other agencies 
totaling $473 
resulting in duplicate 
payment of $373 for 
one of the payments.

“We immediately implemented a three-tier approval 
process for all invoices. The bookkeeping deputy 
clerk will carefully review each invoice for accuracy 
and to ensure that the invoice belongs to the 
General District Court before entering in Oracle. 
The second tier will be the supervisor of the 
bookkeeping division will review the invoice and 
Oracle entry before forwarding to the Clerk for 
review. Finally, the Clerk will review the invoice, 
and, if correct, approve for payment in Oracle (after 
initialing and dating).”

Note that the agency also communicated with the 
vendor, Budget, and Accounting to properly 
address the observed payment issues.

Implementation of Control Improvements
during the Audit

17
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# Control Weakness Observed Control Improvement 
Implemented

6 Agency paid and posted one invoice 
($1,090) as office supplies which 
should have been posted as Other 
Operating Expense.

“This invoice was for the warranty 
for our two fax machines. The 
court’s practice has been to pay out 
of office supplies as we don’t have a 
line item for Other Operating 
Expenses; however, we will work 
with our budget analyst to get the 
proper line item.” 

Implementation of Control Improvements
during the Audit
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# Control Weakness Observed Control Improvement 
Implemented

7 Agency purchased office supplies 
from two suppliers approved by the 
County based on state contracts or 
County cooperative agreements.  
However, they did not work with 
Purchasing to create P.O.’s 
referencing those agreements to 
ensure items were obtained at the 
contracted rates. 

“…I sent an email to [the Purchasing 
Department] for assistance in 
obtaining a Purchase Order for 
office supplies for any future 
purchases.”

Implementation of Control Improvements
during the Audit

19
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# Control Weakness Observed Control Improvement Implemented

8 Agency did not consistently 
create P.O.’s in each fiscal year 
for their copier leases.  
Additionally, they did not use 
financial system functionality to 
match the P.O.’s created to 
invoices received.

“We worked with Purchasing to initiate a new 
P.O. […] for our copier lease; however, we did 
not initiate a new P.O. reflecting the monthly 
payments due in subsequent fiscal years 
when there was no change in terms. […] I 
sent an email to Purchasing for assistance in 
obtaining the necessary P.O.’s.  Also, I have 
reviewed the Oracle Accounts Payable 
Manual (page 24-32) to learn the procedure 
to enter a P.O. Matched Invoice.”

Implementation of Control Improvements
during the Audit

22

Closing

• Appreciate Agency’s cooperation

• We have no follow up for this audit.
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Report Distribution

Audit Committee

(Mrs. O’Bannon, Mr. Thornton, 
County Manager)

Board of Supervisors,   

Non-Committee Members

Deputy County Manager for 
Public Safety

Clerk of General District 
Court

Internal Audit Staff

24

Audit Contact Information

Joyce Aikor-Richardson, Auditor III

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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