External Audit Review Oversight Committee Minutes
September 18, 2018 - 6:00 P.M.

Call to Order:
The meeting was called to order at 6:00 p.m. by Supervisor David Frohling in Room 4C — Fourth Floor of
the Administration Building.

Roll Call:
Members present: David Frohling, Russell Kottke, Mary Bobholz, Stephanie Justmann, and Joe Marsik.

Absent: None

Also present were: Monica Hooper Fiscal and Support Services Division Manager, Finance Director Julie
Kolp, and Human Services and Health Board Director Becky Bell.

There were no non-committee member County Board Supervisors in attendance.

Public Comment:
There were no public comments.

Approval of Minutes:
A motion was made by Marsik and seconded by Bobholz to approve the minutes of the June 19, 2018
meeting as presented. The motion carried.

Update on Netsmart:

At this time, Ms. M. Hooper provided an update on NetSmart. The billings for July are complete. The
Joxel group worked with Human Services staff on September 17" and 18" and the work continues on
open items. August billings are done except for CCS which should be complete in the next week.
Procedures and processes are being worked on and staff update processes as work on the system
continues.

Appreciation was given to the Joxel Group.

Baker Tilly Recommendations:
Ms. M. Hooper distributed a new Baker Tilly Operational Review chart dated September 18, 2018 and

" reviewed the open items. She reported county billings are up to date and the goal is to get the billings

out by the 20%" of every month. Policies are in place and staff are working with the Joxel Group on how-
to document items and processes. Ms. M, Hooper reported rates will be looked at yearly starting in May
of 2019. Ms. M. Hooper further reported collections are staying up to date and there have been no
extra hours for staff for the last couple of months. Ms. M. Hooper reports the department continues to
work on documenting procedures and this is an ongoing process. Notes and comments are added to
spreadsheets so staff know the correct procedures.

Ms. M. Hooper reported they are down to using two receivable accounts.

Johnson & Block (J&B) Findings:

Ms. M. Hooper reviewed the open items on the J&B Report. She reported Human Services has
implemented the policy recommendations of J&B and nothing new has been reported by J&B. Julie Kolp
reported the audit report from J&B did not have any new findings and no management letter has come
from J&B with any concerns or recommendations for improvements. This is a positive for the County.




There was a short discussion as to whether or not the committee could be abolished. A decision was
made to have a meeting in December and to place abolishing the committee on the agenda. The
Resolution creating the committee would be reviewed at that time.

Set Next Meeting Date & Time:
Next meeting is scheduled for Tuesday, December 18, 2018, at 6:00 p.m. in meeting room 4C, fourth
floor of the Dodge County Administration Building.

Adjourn:
With no further business on the agenda, Chair Frohling declared the meeting adjourned at 6:17 p.m.

RWI Koty

Russell Kottke, Secretary
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Condition

Recommendation

‘Stalf identified for

Steps Taken as of Dacember 19,

‘Steps Taken as of Fabruary 20,

Staps Taken as of April 11, 2018

Staps Taken as of June 12, 2018

Staps Taken as of August 13, 2018 | Next Steps to Be Taken for Improvement

procedures of
Schedule of Federal and
State Awards.

of federal and in accardance wilh the
Uniform Guidance and State Single Audit Guidalines. The
information in the schedules of awards should be derived from the
accounting records used to prapars the financiel stalements.

awards it was noled thal expendilures repartad in the
general ledger did not, in some instances. reconcile with
the expenditures raported in the schedules of awards. This
resutted in a variance between the finanaial slatements
and (he schedules of awards. We also noted aliocations
batwasn ths federal and stata awards schedules thal
required adjustments/raciassifications

pracexures to reconcile the schedules of federal and state
awards (o the genersl ledger. We alsa recommend these
procedures include @ review by individuals other than
those preparing the schedules

HIGH

isger: Anne Conners
Fiscal Support Supenvisor:

begin praparing (ha SEFA for 2017.

During the audit we naled various deficiencies and weaknesses in | Tha accuracy of financial information may 80t be reiablc We recammend tha counly commil lime and resouross Lo Bocky Ball Dirsctor. Tha manths of Maroh thraugh July
the intemal controls and financial reporting over the billing and Adjustmients were proposee to adjust recognition of rewnuss. | understanding tha deficiencies. calshing up on biling and Monica Hoaper Division | have been ciased in Netsmar vihe cnd (2018,
Recenables collections of the Human Services Clinical Services. The foliowing colleclion data entry and developing standard procedures. Mansger, Anne Connars. of the week.
weaknessas were notad: (0 ensurs that accounts ara reconciled, proper cutaff is Fiscal Support Supervisor:
+ The Caunty's billing softwara is limiled in its abilty to provide sstablishad and hat tha financisi informaion that Account Clerk Biling Staff
relevant financie) data and reports. ulimately gets reporied is accurate based on creditable
« Time consuming manual pracesses are requirad (o genarste documentation
useful inancial o
rated wilh the County's HIGH
regular journal entries be
18 system and ganeral ladger
a6 in agresment on a continuous basis.
+ The billing, Gollection and dala entry deparimant was
delays in acerual financial reporting
2615002 The Counly is responsible for the proparation of the schedule of | During cur festing of the schedule of federal awards it was holed [ W6 contins to recommend the County mplment procedurcs Monica Hooper, Division | No further sleps have been taken | No further steps have boan aken | The depariment i prepping and The depariment has completed s tated i the Sngle Aust report rom o<
procedures of of fedaral awards in accordancs with the Uniform thal expendiltures ceported ia the general lodger did not,in some 1o reconcile the schedulc of federal and state awards to the Manager, Anne Conners begin praparing the SEFA for 20 preparing the SEFA for 2017 and has
Schedule of Faderatand | Guidance. The information in the scheduls of awards should b |insiances, reconcilc with the expenditures reported in the scural ledger. We also recommend these procedures include a Fiscal Support Supervisor: communicated Ihis 10 the Finance
State Awards derived from the accounting records used to prepara the financisl | schodule of awards. This resulted in a variance betwoem the | review by individuals ofher than those preparing the schedules. Direcor.
stetements. finacial statements and the schedule of awards, We also fioted HIOH
between the federal and that
requied adjustmentsireclassilications.
201503 Foderal e the Counry p Sub recipient audit reports could have questioned costs and | Tha Gounly shobld roview provider audils Lo casurd all sudits Backy Bel-Directar The intamal spreadshest that the | The intemal spreadshoal thal the | The intemal spreadstioet that the | The depanment has called 55 tated i the Sinlo Audh epor from oG
Department of heaith 3 d o it sccordance | intermal control deficicacies that may affoet Dodge County were proporly completed in comphance with federal and state Monica Hooper - Fiscal | depertment uses has a column for | depariment uses has a column for  |depatmant uses has & column for | providers and reminded them of the | Procedures ware implemented ta recorcie the
Sorvices Audit Guide -2.8.2 |with fedal standards and that corrostive action is takca. AL the date of the rules Division Manager Audit report. This spreadshest Audit report. This spreadshest Audit report. This spreadsheat will  |July 1 a
Purchase of Care and audil, the Couanty had not properly documented review of an audit rupart Stave Edwards - Audil ued 1o be monitored o make | cantinued (0 be monitored to make d 1o b monitored to make | reports.
Services and Dapariment of |for 2015 to ensure compliance with federal and stale ruls. and Compliance Officer |sure all udit reports are received. |sure all audil reports are recaived. | sura all audil reports ara raceived. | providers
Children and Family audit Shella Drays - Community not received by July 1. payment would
Guide - 2.4 Sub racipient Support Division Maneger cease. Alsa, on July 1 a letter wil be
Monitoring HIGH | Alyssa Schultz - Clinical sent to all providers wha have not
Division Manager retumed thair audit reports. The lstter
Il stato that they are oul of
compliance with their contract and that
sayment will cease until an audit
roport is received al he department
2076001 We had proviously noted various deficiencies and weaknesses in | The acouracy of financial information may ot b raliable or | We recommend the County commit (e and Tesouroes (o Becky Bal Director, The months of March through July 0 o<
Clerical Services Billing and  {the intenal cantrols and financial reporting over the bil timely understand Monica Hooper Division | have baen closed in Nelsmart, by 2015
Receivables coliections of tha Human Services Clinical Services thal 10 the new Manager; Anne Conners. of the woek.
5 ware noted. procedures to ensure that accounts are reconciled. proper Fiscal Support Supervisor. ionn Deparment. o smlarfindings were
 software utiized during cutoff s established and that the financial information that Account Clerk Biling Staff
2016 was limitad in ils abilty to provide relevant financial data and utimately gets reporled is accurate based on creditable
reports, documentation. Management appsars 1o be committed (o
monual
Ginancial data. controls. Managsment hes already slarted documenting
i not integrated with the County's fin and implementing procedures bul the proosss s nol
s requires regular journal entries finalized and in 2017. the County has started running HIGH
elihood that the bilking system and general ledger are in agreument on a
continuous basis. improved financial reporting is et to be delermined. We
recommend procedures be updated on a regular basis to
ensure they are up to date with changes in new software
systems and parsonnel.
through year-cad.
2016008 The County is responsible for the preparation of the scheduies of | During our lasting of tha schedules of foderal and state [ We continue o recammend tha County mplement Hooper, Division | No further steps have been leken | No further steps have been taken | Tha department i prepping and wil | The dapartment has compieted

preparing the SEFA for 2017 and has
communicaled this to the Financa
Director.

noted in the 2017 audt

{2076:004

Dopartrent of hoalth
Senvioes Audit Guide - 2.7
Sub recipient Monitoring
and Depariment of Children
and Family Audil Guida -
24

Faderal and state rules requirs the County to monitor sub recipient
activiies and to ensure that required audits ara performad in
accordance with fedsral standards and that corrective action is
takan. At the dale of the audi, the County had nol properly
documented review of an audit report for 2016 Lo ensure
compliance with federal and slate rules.

Sub recipient udit reports could have questioned cosls
and intemal control deficiencies that may affect Dodge
County

The County should raview provider audits o ansura all
audits were properly complated in compliance with federal
and state rules

HIGH

Booky Ball-Director
Monica Hooper - Fiscal
Division Manager

Sleve Edwards - Audit
and Comptiance Officer
Sheila Orays - Community
Support Division Manager
Alyssa Schultz - Clinical
Division Manager

No further steps have been taken

No further steps have bean takan

No further steps have been laken

were noted in the 2017 audit
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NUMBER/OBSERVATION

ical Services Billing: The Department is
significantly behind on third party billing which has
resulted in delayed recording of revenue and

RECOMMENDATION

We recommend the Department commit the
resources ta catch up on billing so that the
County does not miss deadlines for billing

STAFF IDENTIFIED FOR
PROCESS
IMPROVEMENT

Monica Hooper,
Division Manager;
Anne Conners, Fiscal

ADDITIONAL STAFF,
COUNTY, OTHER
RESQURCES NEEDED

INITIAL STEPS INDENTIFIED | UPDATE ON STEPS TAKEN as of|

FOR PROCESS IMPROVEMENT October 11, 2017

1. Review job tasks and duties
of current Account Clerk staff
to place priority on billing

The agency is waiting for the

validated & tested in

Private Pay customization to be

UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of}

November 10, 2017

The agency has been provided
with the self-pay customization
that we were waiting on from

December 19, 2017

The months of March through
uly have been ciosed in
Netsmart.

UPDATE ON STEPS TAKEN a5 of
February 20, 2018

UPDATE ON STEPS TAKEN as of
April 11, 2018

UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of

lune 12, 2018

August 13, 2018

NEXT STEPS IN PROCESS
IMPROVEMENT

llmanths up to December
have been closed. am
anticipating on closing

The department is closed up
through February 2018,
Currently the March billing runs

The department is closed up
through April 2018. Curcently
the May billing runs are being

s stated in the Single Audit
report from JBC. The County
has developed and

to be paid has to be adjust manually each month for
those clients with no ability to pay. (46, Pg 6}

by the State of WI.

35 well s, for clients that have
made their monthly ability to
pay amounts. (will need ta
work with Netsmart on the
exact process for how this is
done.

rate. This will be reviewed again
with the Joxel Group upon
engagement with them.

receivables. The current year general ledger activityto | Medicare and Medicaid within the allowed Support Supervisor; activities; 2. Re-assign duties as | development before moving to [Netsmart. Kyle from Netsmart December by the end of the |are being produced and will be | produced and will be sent out. |implemented the finan
date contains revenues related to 2014, Additional timeframe and collects private payments timely, Account Clerk Biling from Account Clerks as Production. Once this s done, |will be walking us through the week. sent out. policies in the Human Services
the time of the site visits, the current year billing was |ensuring the Department is maximizing its staff necessary to allaw for priority [ month end process for March ~[month end process early next and Health Department. No
only completed through February 2015, (42, Pg4) revenues for services provided. on billing; 3. Develop ongoing | can begin and the remaining | week. Once this has been similar findings were noted in
review and status update months to follow, completed, we will move the 2017 audit,
process to oversee billing forward with closing months in
pracesses; 4. Draft and Netsmart.
ieH implement poicy and
procedures needed to ensure
protess improvement to meet
recommendation; 5. Develop
ongoing evaluation, revision
and ongoing process
improvement
3. Rates for services are entered into the Clinical Services | We recommend the Account Clerk il document Becky Bell, Director; 1. Review process needed for | No further action has been  [No further action has been  [No further action has been |Rates for MH & SA for Medicaid | No further action has been | No further action has been  |No further action has been | Tho rates will bs Teviewed in
billing software by the Division Manager and are the review of rates entered to authorized rates Alyssa Schultz, Division review and revision of service  jtaken since the last meeting. | taken since the last meeting. |taken since the last meeting.  [have changed due ta increased  [taken since the tast meeting.  [taken since the last meeting,  ftaken since the last meeting. | early May for the next year
reviewed by the Account Clerk Ill. However, this review |(either from the state or the County) to reduce Manager; Manica, rates on an ongoing basis; 2. | This will be looked at around reimbursement rates through and after that will be
has not been historically documented. We understand |the risk that incorrect rates are entered into the Division Manager; Complete revisian of rates mid-October, Medicaid. reviewed on a yearly basis.
that typically changes to the rates are required by the | Clinical Services billing system. We also Anne Conners, Fiscal following resource review and
state, and that the rates set by the County have not  [recommend that the rates set by the County are Support Supervisor data collection; 3. Draft and
changed for several years. (#3, Pg4) reviewed regularly for appropriateness which wi implement policy and
ensure that the Department is maximizing its procedures needed to ensure
revenue potential, process improvement to meet
MED recommendation; 4. Develop
ongoing evaluation and revision
within policy/procedures to
ensure angoing process
improvement and compiiance
with recommendation
5. As previously the billing is |We that another employee without Manica Hooper, Amanual journal entry will | Netsmart has put the JOE The IDE custom outputhas | The IDE custom outputhas  [No further action has been | No further action has been No further action has been
currently completed by Department staff in a software {the ability to modify the biling system or collect Division Manager; need to be dane until Netsmart |custom output in our Dev been testedin Devandthen  |been used whenclosingthe  |taken since the last meeting. | taken since the last meeting.  [taken since the last meeting.
system called TCM. A journal entry is prepared monthly |funds should reconcile the subsidiary ledger to Anne Conners, Fiscat has the custom importjob  Jenvironment. We are looking  was put into Production. We | months in Netsmart through
10 record the billing activity from TCM nto the County's |the general ledger to ensure accuracy Support Supervisor: completed. Netsmart has given to have a discussion early next fhave used the new custom | November. The JDE custom
general ledger system, which issued for external and us a estimate of completion to |week Tuesday or Wednesday. ~[output after closing Masch-July |output will continue to be used
internal financial reporting. The Department's bitling be end of November/early [ After the discussion, testing will| and imported the numbers  |going forward.
v il December of this year. begin. Until testing is from Netsmart inta JDE.
procedures between the Clinical Services billing system compiete, a manual journal
and the general ledger (receivables of revenues). This is entry will be done in JOE.
due in large part to timing issues associated with the
billing system previously discussed. (#5, Pg5)
HIGH
6. Clients seen in Clinical Services are assessed for their {The future billing software should be able to Monica Hooper, The agency is waiting for the | The agency has been provided |1 am still awaiting further The loxel Group gave us No further action has been | No further action has been | The Joxel Group has informed | Finalize documents and
ability 10 pay before services are provided. Some clients [account for variables in the ability to pay to Division Manager; Private Pay ization to be {with the seif-pay training from Netsmart, Once ¢ how to do this. taken since the last meeting. | taken since the last meeting.  [and trained us on what needs to [incorporate in fiscal workflow.
are determined to have 'no ability to pay’ and therefore, | prevent manual billing adjustments Anine Canners Fiscal validated & tested in that we were waiting on from  {know how to write off HSHD reviewed the statements | This will be assessed in the be accomplished in Netsmart.
the full charges for services are written off. However, in Support Supervisor development before moving to Netsmart. Dodge now needs to[collections and the reports 1o |for 2017 and believe to have | Future state review with the The process is being
2 group session, all clients regardless of their ability to Production. The system is yun an AR report and comptete |use, this will be done ona written off amounts for clients | loxel Group. documented and will become
pay are required to pay a specified amount for each setup to accommodate to the | the write-off process for monthly basis. with a $0 ATP when the part of the fiscal workflow,
session. Due to system limitations, the amount required wep Uniform Fee Schedule provided |patients with na ability to pay, statements produced at the full
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STAFF IDENTIFIED FOR| STAFF,
INITIAL STEPS UPDATE ON STEPS TAKEN as ON STEPS TAKEN ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | NEXT STEPS IN PROCESS
NUMBER/OBSERVATION FECOMMENDATION PRIORITY PROCESS COUNTY, OTHER ] ¢ 3R PROCESS IMPROVEMIENT October 11,2017 November 10, 2017 December 19, 2017 February 20, 2018 April 11, 2018 June 12, 2018 August 13, 2018 IMPROVEMENT
[MPROVEMENT RESOURCES NEEDED N " i i
8. Currently the write-offs for Clinical Services third | We recommend that the Department formalize a Becky Bell, Director;  [Julie Kolp, Finance | Write offs in TCM are caught up [HSHD as created policy F17-12 | No further steps have been | No further steps have been  |No further steps have been  |No further action has been No further action hasbeen | The department has been
party billing are an estimate recorded in the general  [process far the approval of write-offs for Monica Hooper, Director - Consultation |as of March 1, 2016 to the (Client Biliing Month and taken since the last meeting. | taken since the last meeting, |taken since the last meeting. | taken since the last meeting.  jtaken since the last meeting. | working on financial how 1o
tedger. No write-offs, including insurance contractual  [inclusion in the Department's current write-off Division Manager; needed to suppart any |limits of staff awareness. Write | Collection Process). As soon as This will be assessedinthe [ This will be assessed in the documents that are step by step
write-offs, have been entered into the Clinical Services  [policy. We also recommend that aging reports be Anne Conners, Fiscal | process improvement Joffs in the general ledger are  |a month has been able to be future state review with the future state review with the instructions on how to work
ing system. This also contcibutes o the difficulties in |run periodically and write-offs completed on a Support Supenvisor | policies and d, but we anticipate that [ closed in Netsmart, HSHD wi Joxel Group. oxel Group. within Netsmart. This is
regular basis, which will improve accuracy of the procedures to ensure  jall known write offs for 2015 |move forward with collections. something that will be
Beneral ledger (see Third Party billing recommendation  |Department's Clinical Sesvices' receivable and Staft they meet GFOA and | will be recorded in the general continually worked on and
number five.} Aging reports are not abie to be run from |revenue balances. The reason for the write-off other applicable ledger before year end close. reviewed 10 aid with staff
the Clinical Services should be identified, documented, and approved | MOH accounting standards | This issue will o be turnover and rotation of job
Department does have a write-off policy, the by someone other then the employee addressed with duties. In addition, the
Department's billing procedures are currently silentin | detere g the write-off in order to enhance implementation of Netsmart. allowance for doubtful accounts.
refation to procedures on if, how, or when the have internal controls. Write-offs should also be is being calculated on a monthly
approval for amounts written off. (18, Pg 7) included as part of the reconciliation between basis.
the general ledger and the billing software.
9. The current process to record the monthly billing | The Department should work with the County IT Monica Haoper, Julie Koip, Finance | The monthly recording of billing| Netsmart has given us an Netsmart has put the JDE The IDE custom output has  |No further steps have been | No further steps have been | No further steps have been | No further steps have been
produced in Ciinical Services into the general ledger is a and the new softy pany Division Manager; Director - Consultation {in the general fedger is estimated completion date of ~[custom output in our Dev been tested in Devand then  |taken since the last meeting. [taken since the last meeting.  [taken since the lastmeeting.  |taken since the last meeting.
manual process. The Fiscal and Support Services determine if there is an accurate report that can Anne Conniers, Fiscal  |needed to support any fcurrently behind, but it is end of November/early environment. We are looking |was put into Production. We
Supervisor reviews each entry in the billing systemto | be used for the journal entries into the County's Support Supervisor  |process improvement | anticipated that all known December of this year. HSHD as [to have a discussion early next  [bave used the new custom
determine the accounts and amounts and records them |general ledger. This will increase Department policies and billing for 2015 will be recorded |created policy F17-12 (Client  |week Tuesday or Wednesday. |output after closing March-July
in the general ledger. This information is summarized in |efficiency and reduce the risk of errors. The new procedures to ensure  [in the general ledger before | Billing Month and Collection [ After the discussion, testing will|and imported the numbers
a spreadsheet which s then entered into the general  |system should be able to generate a report that |  HIGH they meet GFOAand | year end close, Process). This policy willbe | begin. Until testing is from Netsmart inta JDE.
ledger through a journal entry. (9, Pg 7) provides a summary of the monthly charges and other applicable followed going forward., complete, a manual journal
collections by account number. accounting standards entry will be done in JDE.
10. The Department has one primary fiscal staff The new software system should increase Becky Bell, Director; The Department is currently in [An additional Account Clerk Ill | An additional Account Clerk Il {The department is working on | The department currently has |An additional Account Clerk Ill_ | Afier the Netsmart project is
{Account Clerk i) completing the billing with the efficiency of the monthly Monica Hooper, the process of hiring an was hired on November 6th. | was hired on November 6th.  fidentify the new workflow, as  [an open Account Clerk pasition. fwas hired on fune 18th, We are |completed, there will be no
assistance of a second Account Clerk lll. Due tothe | Therefore, add ion Manager; additional Account Clerk We are in the process of We are in the process of well as, documenting In the interim, the other three ~ {in the process of training the |need for additional hours.
Clinical Services billing issues, the two Account Clerks | needed full-time. However, we recommend that Anne Conners, Fiscal training the new employee.  |training the new employee.  |instructions. Cross-training will_|Account Clerks and adk new employee,
have put in significant overtime to complete the billing  |when the new system is in place, the s isor Once trained we want to Once trained we want to continue to take place so that  [resources are assisting in
tasks. As of June 30, 2015, the two account clerks have |consider if additional fiscal staff should be trained reduce and/or eliminate the  |reduce and/or eliminate the  |we are not dependentonany  [getting the work completed.
been paid $4, 312 for avertime worked and have earned Jon how to complete third party billing. Even if need for overtime and comp | need for overtime and comp |ane person.
an additional 210 hours in comp time, which willikely  [additional full-time billing clerks are not needed, time. time.
et paid out f not used since only 24 comp time hours | having additionai staff trained ensure that the tow
can be carried over the subsequent year. (#10,Pg8)  |current billing clerks have backup support and
will help the Department segregate duties. This
will reduce the burden on existing staff, as well as
reducing overtime costs to the Department,
1. Clinical Services Biiling: We noted internal contral We recommend that the Department spllt duties or HIGH Becky 8ell, Director; Julie Kalp, Finance 1. Outline work flow currently in
‘segregation of duties concarn in the third party bi add aversight controls to enhance the Department's. Monica Hooper, Division | Director - Conseltation use; 2. Determine necessary
far Clinical Setvices. The same Account Clerk ll s preparing internal controls and to ensure accuracy and Manager; Anne Conners, | needed to support any | segregation of duties and oversight,
the bills, recording payments when received, occasionally appropriateness of the billing and collections. Most Fiscal Support Supervisor; [ process Improvement cantrols needed; 3. Revise work
determining the client's ability to pay, and preparing deposits |  criticat is to separate the collection and custody of Account Clerk Billing Staff{ policies and procedures flow to Include necessary
10send to the Treasurer's D ot d to ensure they meet {segregation of duties and oversight
made via check and through electronic payments; hawever, billing syster adjustments. GFOA and other «controls per recommendation; 4.
some actual cash is collected. [#1, Pg3) applicable accounting | Draft and implement policy and
standards. procedures needed to ensure
process improverment to meet
recommendation; 5. Develop.
ongoing evaluation and revision
within palicy/procedures to ensure:
Ongoing process improvernent and
compliance with recommendation
4 :p: is unable to Jook up the - that the new Clinical Services billing HIGH Monica Hooper, ion 1. Outline current workflow to. No further action has been taken
eutstanding baiance of 4 patient in the Clinical Services system be abie to provide current baiances upon ‘Manager; Anne Conners, identify areas for process since the last meeting.
system due to current system limitations. in addition, request, which includes a recard of sli payments made Fiscal Support Supervisor; improverment; 2. in the
Payments received have not been recorded in the Clinicat on an outstanding bill. Payments should be recorded Aceount Clerk Billing Staff; implementation process of the
ing system since March 2015, and are currently In the billing system as they occur which will ensure new Netsmart myEvolv software,
being tracked on an Excel spreadsheet. As a result. new bills | the accuracy of patient accounts and will reduce the evaluate current workflow to
have to be manuaily sdjusted for payments received. The | risk of errors related to manuz ly adjusting bilis. Billing; determine areas of improvement
Departrment currently lacks 2 reconcil n of what isbeing | should be compared to amounts collected to ensure due to new software; 3. Re-write
billed to what is collected, due in part to time constraints. (¥4, timely resolution of collection issues. and implement new workflow
Pes) ing new software; 4. Oraft
procedures needed to ensure
process improvement to meet
recommendstion; 5. Develop
ongoing evaluation and revision
within policy/procedures to ensure
‘ongoing process improvement and
7. Medicaid, Medicare and private insurance bills are. We recommend the Department iovestigate whether Manica Hooper, Division No further action has been taken
submitted electronically online. The current TCM systerm the future Clinical Services billing system can export a Manager; Anne Conners, since the last meeting.
cannat produce a file that can be electronically uploaded to  |file than can then be uploaded for all types of Fiscal Support Supervisor;
the online systems far Medicare, private insurance and cert: insurance billing including Medicaid and Medicare Account Clerk Billing Staff
Medicaid HMO's. The Department prepared the bills in these [which will remove the duplication of effort and
instances and then manually enters the billing information increase efficiency relating to insurance billing. This MED

Into the onfine system, with the exception of mental heaith

would slso reduce the risk of manual input errors in

and CsP {Cor oy

b pravided
under Medicaid. (#7, Pg 6}
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STAFF IDENTIFIER FOR| ADDITIONAL STAFF, UPDATE ON STEPS ON STEPS ON STEPS TAKEN as of| UPDATE ON STEPS TAKEN a3 of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN as of | UPDATE ON STEPS TAKEN asof | NEXT STEPS IN PROCESS
NUMBER/OBSERVATION RECOMMENOATION PRIORITY PROCESS COUNTY, OTHER October 11, 2017 November 10, 2017 December 19, 2017 February 20, 2018 Aprll 11, 2018 June 12, 2018 August 13,2018 IMPROVEMENT
IMPROVEMENT __| RESOURCES NEEDED
1. The 2015 Budget was developed without significant input [ We recommend that the Division Managers and Becky Bell, Director; 1ames Mielke, Caunty The process of integrating Division
from program staff, including Division Managers and 'Supervisors be included in the budger creation process  Alyssa Schultz, Sheila Administrator Managers, Supervisors and staff in
Supervisors. {#1, Pg 10} of the Department. By Including Program Division Drays and Monica the budgat process will be
Managers and Supervisors, the budget will be mare. Hooper, expanded in the 2017 budger
collabarative, which wil allow both program and fiscal Managers formutation, Beginning with the
staff to make informed decisions about the programs budget timeline and instructions
and services offered. provided by the County
MeD Administrator, a specific process
will be implemented and
documented, followed by drefting
a policy and procedure to capture
the process.
3. Some governments will use a contingency account to allow | Dodge County, is not nlike many other Counties that fames Mielke, County
funding of unexpected costs that arise during the year. The  |Bake Tilly surveyed in that the Human Services and Monica Hooper, Division | Administrator; Juie Kolp,
Department does not currently have @ contingency budget. [ Health Department does not budget for a contingency Manager Finance Director; Dodge
| The County, however, does have a general contingency account, However, we see some value in this if the County Board of
available for all departments. (#, Pg 11} county wishes ta pursue n fuure years'budgets, This | 0 Supervisors;
I help the Department manage unexpected
fluctuations in revenues or expenditures In any given
year. As a control over the use of funds, 3 policy could
be established requiring Administrater or Human
Service Committes appeoval for use of the funds.
4. Currently, the Human Services and Health Department has | We recommend that the Social Services and Unifled  |HIGH Becky Bell, Director, Steps have been taken to realign
five (5) accounting departments within JO Edwards. Public  [accounting departments be better aligned to the the monthly actual to budgst
Health, Unified, Social Services, Agi ition, We Division M ible for the business units needed to support sny. reports according to Divisions and
understand that because of the County's agreement with the | with the departments, which will increase the process improvement supervisors areas of responsibility.
city of Watertown a certaln department needs to be efficiancy of the monthly budget to actual preperation policies and procedures. Further modifications will be made
faintained separately to record Public Health Activity. We  [as well as increase the understandability of the. 10 ensure they meet if necessary. :
nated that two {2) departments (Social Services and Unified) ~ {financial information presented to Division Managers GFOA and other
tain b its of both the Clinical snd and supervisars. applicable accounting
fon Maniager and the Community Support Services. standards
fon Manager. It s our understanding that the other three
{Public Health, Aging, and Nutrition)
managed by a single Division Manager and there is no overlap
of business units within those Departments. (#4, Pg 11)
6. Each manth, the Flscal and Support Services Division Other Wisconsin Counties surveyed as part of this Manica Hooper, Division  [Julie Kolp, Finance Rearranging reports ta meet this
Manager twenty budget to produce one budget to f report for Manager Director - Consultation 3nd #4 would be difficult in 1D
actuat reparts customized to each Division Manager and distribution to program staff monthiy or quarterly. We; needed to support any Edwards - It appears 16 have ruch
Supervisor. Currently, Division M: isors d thet the fiscal staff making process Improvement greater potential in a new fiscal
not have read-anly access to D Edwards and cannct produce  {one useful budget to actual report that can be. ies and procedures software. We have already taken
their own budget to actual reports. (46, Pg 13) distributed to all program Managers and Supervisors, 1o ensure they meet steps to produce reports
which would result in a substantial time savings for the | GFOA and other appropriate for program
Fiscal and Support Services Division Manager each applicable accounting supervisors
month. This may require a rearganization of business standards,
units (see budget recommendation under #4) and
additional training to ensure Divisian Managers and
Supervisors understand which business units they are
responsible for. As an alterative to the Fiscal and
Support Services Division Manager cunning a budget to| MEDIUM
actual report each manth, we recommend that County
consider aliawing Division Managers and Supervisars
read-only access ta JD Edwards to produce their own
budget 0 actual reports, as needed. This would result
in time savings for fiscal staff and provide more timely
information to program staff, which willassist then In
making decisions.
7. Budget approved by i the County having the [1ames Micike, County Jaulie Kolp, Finance be initiated with the
and Health Department Board, but the orlginal budget for the |Human Services and Health Ds Board revi i Dodge Director - Consultation drafting and implementation of
Human Services Fund is not. Several Wisconsin Counties that |the original budget before it is approved by the County County Board of needed to support any the 2017 budget.
Baker Tily surveyed a5 part of this projact have the Human | Board. Supervisors; Human process improvement
Services and Health Department Board review and Services and Heaith Board jpolicies and procedures
2pprove/recommend the criginal budget before being to ensure they meet
2pproved by the County Board. Similar to Dodge County, the GFAO and other
Human Services Boards or committees of these Counties also applicable aceounting
approve budget amendments before the County Bostd as 3 ow standards
whole, There also were several Counties that Baker Tilly
surveyed that both the original buiget and budget
amendments go first to the finance or administrative
committee before the full board. In one County surveyed,
both the ariginal budget and amendments ta directly to the
Full bosrd for approvel. (47 Pg 14}
2. The imeframe between when the County that the origina! LoW' Becky Bell Director; Iames Mielke, County [ The Director, Division Managers,
reviews the budget and when the budget s finalized is the Deparement reflect, as clasely as possible, the Alyss Schultz, Shefla [ Administeator and the County Administrator
actual budget that is likely to be approved by the Orays and M were actively involved In the 2018
Administrator during the course of the months of August and [ County Administrator and County Board, which Hooper, Di budget process.
September and presented to the County Board in Octaber. | improve the understanding of the budget constraints Managers
Additionaily, we understand that the budget subrmitted to the |by ail employees invalved in the budget process, as
County Administrator may reflect all items needed by the | well as reduce the need for lste changes In the budget.
Department, prioritized as o their importance. The total | We recommend that late changes to the budget b
budget may exceed the constraints and expenditure communicated to Department Managers and
i by the County asthe
start of the budget process. Based on the priority of the
Department's budget requests, certain items may get
eliminated from the budgst. (#2, Pg 10)
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ion Managers end Supervisors receive monthly | We recommend that the Department Fiscal staff MED Monica Hooper, Division [Training was provided to Division
budget to actual reports for the programs they manage, consider offering additional training to a on Manager closely with other Managers and Supervisors n the
however, there appear to be different levels of understanding |Managers and Supervisors on the budget to actual Managers andfor Supervisors to past 6 months and edkitional
of the reports among the program staff. Also, there are reports. We also recommend that the Department help better the understanding of training wil be provided on the
certain revenues that are only received once or twice a year | consider regular monthly or quarterly meetings to their budges monthly actual to budget reports.

and certain expenditures of the Department that are one-time {discuss budget to actual results, which will assist them
costs. The Department fiscal staff has offered some training

f the budget, however, exist  fservices provided to clients. These meetings will also
for sdditional training and understanding. {45, Pg 12} aid the fiscal staif in understanding the needs of the
program staff.

2. There appears to be a general lack of ceoss-training | We recommend 2 twofold approach to help sulie Kolp, Finance WNo change in action since the  {The department continues to  {The department continues to | The department continues to | The department continues to | The departmeat continues ta | The department continues to
and formal documentation of job responsibilities fora | mitigate the possible impact of an employees. d Director - Consultation last meeting. The department |wark on documenting work on work on work on ir work on work on i
high percentage of employees, especially after the absence. First, all employees should formally Anne Conners, fiscal | needed to support any has worked on i This will be an an- This will be an an- This will be an on- This will be an on- | procedures. This will be an on- |pracedures. This will be an on-
reorganization that the Depastment recently ai day to day activities in Support Supervisar, | process improvement instructions and having them | going process. going process, going process. going process. going process. going process.
experienced. Many fiscal employees in the Department |enough detail that someone unrelated to their identified fiscal staff | policies and saved for all to use, This is and
perform complex and multifaceted tasks on a daily basis. | duties would be able to perform them without procedures to ensure will be an ongoing process for
these tasks are completed using a vatiety of different  [significant challenges. Second, most positions MED they meet GFAO and the agency.
tools and systems such as Word, Excel, J0 Edwards, TCM |should have a "back up” employee who is cross- other applicable
and paper documentation. Most of these tasks need to | trained to complete the tasks related to that accounting standards
be completed accurately and timely to comply with position. It should also be noted that this
various grant requirements as well as to sustain should be a perpetual recommendation for
operational activities. (#2, Pg 16) whenever there is either a new procedure that
needs to be completed or when employee
turnover occurs.
3. The relationship between the Human Services and Heaith | We recommend education for both program staff and | IGH Becky Bell No change In action since the last
Department fiscal division and the program staff is an integral [fiscal staff on the basics of what is importart Alyssa sehul meeting.
companent to the aperational efficiency of the Department,  |information to the other group. This will help foster Drays, Monica Hooper
and there appears to be an opportunity to Increase the communication between the two branches of the Division Managers; Anne
communication between the two staff groups. Through Department. There should alsa be a procsss in which Conners, Fiscal Support
discussion with both program staff and fiscal staff, we noted [ the cost of a service is balanced with the care of a Supervisor
several examples of situations that wauld benefit from program participant, and this can be accomplished
improved i will not be ion between fiscal and
shared in ehis report, but this was a consistent theme in many [ program staff to determine treatments and services
o cur interviews. {#3, Pg 17) that sre both fiscally respansible and in the best
interest of the client.
5. The Department holds funds for varlous indlviduals in barks | We suggest that the Department record the rep payes |LOW. Division Manager Monica | \ulie Kolp, Finance We have  good systerm in plece
and general ladger accounts called “rep payee” accounts. Hooper, Anne Conners, | Director - Consultation for recaeding and tracking
These accaunts are st up for individuals who are not fully | the accounts are using the County’s EIN and are under Fiscal Support Supervisor, [needed to suppart any Representative Payee accounts -
capable of managing thelr finances, such as Social Security | the Department's control, staff process improvement there are strict guidefines on
Incame and living expenses. The County directly receives the policies and procedures comingling client funds with
income of these individuals and places them into these 10 ensure they meet. County Funds. We will review
accounts. The County is expected to assist the individual with GFAO and other controlz on these sccounts.
money managemen, along with providing protection from applicable accounting
financial abuse. These bank accounts are crested using the standards
County's employer identification number (EIN} and are undec
the Caunty's control. We noticed that there are some rep
pavee accounts which are not being recorded on the County's
general ledger or audited financial statements. (#5, Pg 18)
1. Journal entries are an important accounting function as they [In order to obtain adequate segregation of duties, HIGH Monica Hooper, Di [Julie Xolp, Finance The process for creating,
ate used to record transactions and can also be used to adjust [ journal entrles posted to the general ledger accounting Manager; Anne Conners, |Director - Consultation reviewing, posting and approving
system should be reviewed and approved by someane Fiscal Support Supervisor; {needed ta support any journal entrles will be modified to
ther than the person preparing the entry. The Identifled fiscal staff {process improvement Increase segregation of duties.
right capabilities to post journal entries in the accounting approval should include a review of this supporting policies and procedures Supporting documantation will be
system, and there i review of ion used to develop the journal entry, and this o ensure they meet scanned into file director.
that are posted. (K1, Pg 15) review should ba documented. We recommend that (GFAD and ather
the Fiscal and Support Services Division Manager applicable accounting
review al} journal entries pasted by other employees, standards,
and the journal entries posted by the Fiscal and
Support Services Division Manager be reviewed by the
4. There are currently seven (7) Director signature stamps. Discontinue all use of the Director's signature stamp to Becky Bel, Director; All signature stamps have been
help by empl 0 . i pot isks and lack of controls. Monica Hooper, Division returned to the Director or
are used for a variety of reasons to make processes more Manager destroyed. Actual signature of the
efficient by aliowing employees ta stamp the Director's Director is not used in al
20proval on certain documents. Some examples of what the mED instances.

Director's stamp is used for include approving vouchers,
purchase orders for medical prescriptions, foster care
<ertification and thank you letters. (4, Pg 17)

NUES AND ACCOUNTS RECEIV.
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1. The Fiscal and Support Services Division Supervisor | We recommend that the Fiscal and Support N Manager This is and will he continued to_(Thisis and wil be continued to_[Thisis and will be continued to [ This is and wil e continued to. | This s and will be cantinued to_ | This is and wil b continued to. | his i and will bs contimeed 10 |We are exploring weye 10

uses to prepare vari Services Supervisor limit the manual input of Monica Hooper, Anne be improved upon and making | be imeroved upon and making |be improved upon and making |be improved upon and making | be improved upon and making |be improved upon and making |be improved upon and making |improve the efficiency of the
used in grant reporting, most notably the AMSO infarmation into calculations by utilizing the Conners, Fiscal Support| sure that notes are in the sure that notes are in the sure that notes are in the sure that notes are in the sure that notes are in the sure that notes are in the sure that notes are in the AMSO Calculation, Use of the
calculation and cost allocations related to the Aging and |formula and linking capabilities of the Supervisor as well as well as welt as weil as well as well aswell AR system in JD Edwards is
Disabiiity Resource grants. The inthe We also that the as instructions created. as instructions created. s instructions created. as instructions created. as ted. as instructi ted. a5 created. being explored to improve
spreadsheets include many manual inputs and are not | Department investigate if the current system, {or fiscal reporting on grants.
generate of integrated with the general ledger. The  [future systems) may allow reports to be written |  MED
spreadsheets are also not tinked with each other, to abtain the information needed for grant report
resulting in multiple manual entries in the various calculations rather than using manual
different worksheets. There is also no review of these See afso grant
calculations by someone independent of the person | number four () refated to an independent
preparing the calculations. (i1, Pg 19) review of the grant reports that are submitted by
the
2. The Department is inconsistent with recording grant | For monthly reporting, we recommend that luiie Kolp, Finance No change in action since the | No change in action since the  {No change in action since the | No change in action since the | No change in action since the  {No change in action since the | No further action has been
accruals, Grants reported through CARS/CORe and the  [accruals be recorded consistently among all Monica Hooper, Anne | Director - Consultation last meeting last meeting, last meeting. + last meeting. | would consider |last meeting, | would consider {last meeting. | woutd consider [taken since the last meeting.
TADS grants are not accrued as receivable an a monthly |geants. We also recommend that the Conners, Fiscal Support {needed to support any this closed. this closed. this closed. this closed, this closed.
basis, however, other Department grans such as Youth | Department investigate the use of the JD Supervisor process improvement
Aids, Alcohol Treatment, Energy Assistance, and Aging | Edwards accounts receivable module. This may policies and
are accrued monthly. Afl grants are accrued at year-end. [increase efficiency in reconciling accounts on a procedures ta ensure
We noted that several of the other Wisconsin Counties ~[monthly or annual basis and could reduce the risk|  LOW they meet GFAO and
surveyed as a part of this project do not report aceruals [of errors due to inconsistent practices. other applicable
on a monthly basis. Rather grants are recorded on a cash accounting standards
basis during the year, and accruals are recorded in the

general ledger at the end of the year. (42, Pg 19)

3 The we that consider Division Manager ulie Kolp, Finance No change in action since the | No change in action since the | No change i the  |No change in action since the actionsince the [ No change in action since the | No change in action since the
accounts in the County's general ledger system. Some  [reducing the number of balance sheet receivable Monica Hooper, Anne |Director - Consultation tast meeting. last meeting. | would consider |last meeting. | would consider [last meeting. | would conside 3 dd consider |last meeting, | would consider |last meeting.
accounts are used throughout the year, and some are  |accounts being utilized, Conners, Fiscal Support | needed to support any this closed. this ciosed. this closed, this closed. this closed.
used only at year end. Detailed receivable lists that Supervisor process improvement
reconcile to the general ledger are maintained in Excel. policies and
Like Dodge County, other Counties surveyed as part of ow procedures to ensure
the project use manual process versus a computerized they meet GFAO and
receivabie system, but most have a d number of other applicable
receivable accounts in the general ledger. (43, Pg 20) accounting standards
4. The Fiscal and Support Services Division Manager and We recommend that someone other than the preparer |HIGH Division Manager Monica The Fiscal Support Supervisor s Limited fiscal staff and deadlines
, Supersisar prepare required financial reports and w fiscal reports and reimbursement requests, as Hooper, Anne Conners, oreparing the financial reports end
reimbursement requests for state and federal grants. These  [well as supporting dacumentation, before reports and Fiscal Support Supervisor the Fiscal Support Manager is challenging. We will seek to
reports are not reviewed by someone ather than the preparer. |draws are submitted . The Fiscal and Support Services reviewing the reports for a better review and approve grent
(44, Pg 20) Division Manager and Supervisor could review the internal controb process. reimbursement request cntrols.
rant requests prepared by the other. The review
should be documented In order to evidence the
internal control procedure.
5. WIMCR is deslgned at the state level to bring additional | We recammend that the Department investigate il JLOW. Monice Hooper, Division
federal funding to the State of Wisconsin. The State of demographic dats can be partially obtalned from the Manager
Wisconsin Department of Heaith Services, {DHS) will make |Clinical Services billing system or other sources. If the

z_a_ﬂqEs.aaa..,ﬁagasn%aéWE&Szsnes:ae:ﬁ._,ms:g.y5%33;32
actual costs incurred for speifi id servi A i b for track i
by Counties on cost reports. The process for compiling the  [information in an efficient manner. Having a system
informatian for WIMCR program ceporting is 3 manual
process. The financial portion is nat complex as it comes
directly from the general ledger. However, the demographic

od

information is more complicated, and the Fiscal and Support

Services Division Manager compiles this Information from  federal rules under the Uniform Grant Guidance (UGG}
discussions with program staff, The current Depertrent Indicate the likelihood of a shift to more performance
systems are unable to compile ¥ i . reporting, sa the a

formation, (45, Pg 21} report demographic and performance data may have
increased importance in the future.

L. The services perfarmed for clients by outside

We understand that 0a) uses pre. Becky Bel, Director; No change in actlon since the fast We will review the process used

approved via a preauthorization form. Mast of the invoices  |authorization forms for efficiency, as wel as for Manica Hoaper, Division meeting. for invoice workflow. We currently
receiued for these services are going though a detailed review [swareness of the potential expenses relation to Manager: Anne Conners, have multiplc evels of approval
by the Program Supervisor or Division Manager; however, this |provider services. However, a more detalled review of Fiscal Support Supervisor; and tracking to ensure accuracy.

is not the case for ollinvoices. An example af 8 provider the inwoices, including Invoices received for ser Other fiscal and program

invoice that just recently started to go througha detailed |provided under a contract, focused on service units, staff as further identified

review is the manthly invoices related to the State mental 1 may save the County costs, Also, the detailed review

health institutions. The Director is now comparing the o the State mental health institutions invoicas should

invoices received for fces at th health foe performed by than the Director,

v with

institutions o a detalled spreadsheet showing the number of | preferably either a program or fiscal staff fam
clients they send to these institutions and the amount of days |the services rendered at these institutions.
that they stay. However, prior to lanuary 2015, this detailed
review was not occurring, There have also been instances of
provider involces containing errors, which ere identified after MED
payment. Some examples of these errars identified in the last
year include providers allocating their services to the wrong
funding streams, such as the Youth Aids Programs where there
were errors in the children that were funded by the tax Jewy
instead of Youth Aids, a5 well as providers improperly charging
the Department for individuals who are not Medicaid
Assistance eligible. While some provider invoices are going
through a detailed review, ot ccurring with a

provider invoices, and there appears to be a ressonable
likelihood of errors in these invoices as descrlbed above. {#1,
Pe 22)
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business hours when they are "on-call.” Thess employaes are

rlod, they must submit to their supervisor an on-cail
report, similar to the exception report that must be submitted
when using vacation time. Per our discussion with fiscal staff,
the on-call pay In the Kronos payroll system is included and
categorized the same a5 productive pay. Therefore, fiscal staff
do not know haw much on-call pay is costing the Department,
making it difficult 1o budget for and to evaluate fiscal impact.
(4, Pg 25)

pay charged to the Department for any perlod of time
desired. We recommend that the Dapartment work
with the IT Department to determine the most
sificient way to run this report from the payroll
system.

Managers; Supervisors as
identified

successfully been able to run the
report of on-call expenses In
Kronos as T recommended, and
provided a summary of this to
Division Manager Schultz in early
Decerniber 2015 for discussion
regarding implementation of 8
oew resource inn 2016, OM
Kamps can run this report at any
time it is needed and break down
costs into overtime, comp time,
and pager time pay per staff for

o us NWC for 2018 as welt to
eliminate the on-call hours,
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e e D
4. There are staffin p: who  [Per our dis the {T Director, it is possible to Alyssa Schultz and Ruth Otto, [T Director [Division Manager Kamps has The Department will be continuing An analysis of the cost of on-call,
have des times during the week normal |eun a report in Kronos showing the amount of an-call Manics Hooper, Division

afrer-hour services is underw:

with a review of less-costly optians
being explored. A new resource is
being considered for

implementation in the fist quarter
of 2016.

appears to be inconsistency an how to compute miles to be
reimbursed by the County in certain situations, such as if 3
employee goes directly from home to g client location. We.
noted that the Human Services and Health Departsment
Director's mileage reimbursement forms are approved by the
Audit Committee, while ttier Department mileage requests
are approved by the appropriate supervisor. Lastly, there is
little guidance for reimbursements for purchasing client
incentive gift cards and conference registrations. {¥3, Pg 24)

1. Deposits, excluding thase related ta Public Health and
Clinical Services, are gt v on a bi

We recommend that deposits be made at least on a

y basis.
Deposits remain locked up at liection sites befare

v d even more frequently f there sre
I £

being deposited with the Treasurer. (#1, Pg 26)

v recelpted, such as grant
reimbursement checks or large sums of cash.

MED

[Monica Hooper, Division
Manager; Anne Conners,
Fiscal Support Supervisor,
Supervisor, Identified
fiscal staff

ow any period of time specified.
2. Throughout our observations at the Department and We recomemend thet the Department either appoint Becky Bell, Director,

iscussions ployees, we that  [one individual who Is familiar with the chart of Monica Hooper, Division and implemented similar to one
could be made related to credit cards. Three Division accaunts to code alt credit card expenditures or help Manager; Anne Conners, used in another County
Maragers and the Director have credit cards to be used for  [train the Division Managers on how to accurately code Fiscal Support Supervisor Department to improve the cading
Department purchases, Each cardholder i for the Audit rocess for credit card
coding his/her own expenses, per the chart of sccounts, on a  [Committee continue ta approve Department Head transactions.
monthly basis. The Department Fiscal and Support staff have [credit card purchases to ensure that support exists for
noticed that some of the these credic and that the p .
being coded to the correct expense accounts. Also, the the Department
pirector ble for approving the credi ow
made by the Division managers. The County Finance
Department does ensure that recsits exist (or allcredit card
purchases through sampling, but s not responsible for
ensuring the appropriateness of the purchases made by
Department Heads. The Audit Committee is responsible for
approving Department Head credit card purchases. (42, Pg 23)
3. When mileage ren o itted for that pdste ts Becky Bell, irector,
aporoval, there are d the purpose of fempioyee xp the types Monica Hooper, Division
the mileage. Individuals reviewing mileage reimbursement  lof descriptions that need to be included in the mileage Marager; Anne Canners,
encounter questions an the business purpose of certaln how mileage Fiscal Support Supervisor
requests, For example, if an employes turns ina e calculated for reimbursement, and the most
reimbursement form shawing that he went to the Gityof [ appropriate ways to purchase client incentive gift
Beaver Dam and back to the Human Services and Health cards and to pay for canference registrations, and that
building twice in ane day, and If there is not adequate this policy be distributed to all employees. This policy

stating why wips had include requi has the business

in the same day, then the reviewer might not know if this is an | reasan for the mileage being incurred, gift cards baing
ercor, or if the emplayee actually went to the ity of Beaver | purchased, and conferences sttended.
Darn for client services twice In the same day. Also, there ow

Deposits are now being made on a
[ weekty basis,

2. When cash and checks are received, excluding

0 Public Heaith and Clinical Services, they are accumulated by
Fiscal and Support Staff Supervisor and kept In a binder in
locked cabinet. Bi-monthiy, an Administrative Secretary
craates s cash log using a notebook thet lists all the cash and
checks received and the total for the twa (2) weeks. This log,
as well as ail the cash and checks is then passed on to an
Account Clerk. The Accaunt Clerk then creates an Excel
spreadsheet
code they should be deposited to. This Excel spreadshest total
is then compared to the total from the notebook log. The
Excel spreadsheet, cash and checks are then brought to the
Treasurers office to be deposited. (42, Pg 27}

We recommend that the

eliminating the Administrative Secretary's role since it
i also being performed by the Account Clerk and has
very litts internal control benefit.

Mornica Hooper, Division
Manager; Anne Conners,
Fiscal Support Supervisor,
(dentified fiscal staff

There is very little duplication of
effort in this area and the number
of ceceipts is minimat - we will
review the process for impraved
efficiency.




