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ADE Audit Questionnaire
For FY2013 and FY2014
RTTT Fiscal & Programmatic Monitoring/Audit
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Name of Primary Contact for the LEA:  
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Contact information for the LEA:       

Physical Address of LEA: 




INTRODUCTION AND BACKGROUND 

The purpose of the ADE Audit Questionnaire is to provide the Arizona Department of Education (ADE) Grants Management Department with information needed to conduct a risk assessment regarding your LEA’s Federal Grant’s fiscal and procurement operations; Race to the Top Grant.  

This auditing review will be conducted in accordance with the Federal Single Audit Act/Office of Management and Budget A-133 Circular and is required of State Education Agencies that pass federal grant monies through to LEA. Title 34 Code of Federal Regulations §80.40 (a) and OMB Circular A-133 §_.400(d) requires pass-through entities, like ADE, to monitor their sub recipients’ use of federal funds.  
Race to the Top Grant Funds 

The Arizona Department of Education was awarded $25 million through the US Department of Education’s Race to the Top (RTTT), Phase 3 grant program to advance Arizona’s education reform efforts. $12.5 million has been allocated to support state-level activities, while $12.5 million has been allocated as subgrants to Participating LEAs.

The following are the primary state-level subprojects funded through Arizona Race to the Top:
· Establish five Regional Centers, in collaboration with County School Superintendents

and the Governor’s Office of Education Innovation to serve as a key mechanism in delivering 
Race to the Top professional development, technical assistance and support services ($2.5M);

· Implement Arizona’s Common Core Standards in English Language Arts and

Mathematics using STEM as a vehicle ($3M);

· Complete the Student-Teacher-Course Connection to the ADE Statewide

Longitudinal Data System (SLDS), through linking students and teachers to individual 
courses to provide timely, accurate and actionable data at the classroom, school site, 
LEA and state levels ($2.5);

SCOPE AND METHODOLOGY

ADE will review the LEA’s awarded scope of projects, approved budget and proposed use of grant funds, completion reports, and audited Financial Statements. 

· To determine whether the LEA’s expenditures were allowable under the grant requirements. According to these documents, all grant expenditures must comply with grant guidelines, be reasonable, and consistent with policies and procedures. ADE also requires sub-recipients to obtain approval from ADE program administrator prior to purchase. 

· To determine if the LEA was maintaining proper documentation regarding Personnel Activity reports (Time & Effort).  

· To determine if the LEA was maintaining a complete fixed asset/inventory system

We request that you complete all sections of the Questionnaire as thoroughly as possible.  Please type all responses below each question within this Questionnaire.  You will be asked for policies and procedures, forms and other documentation.  Please file these attachments in a compressed file along with this completed questionnaire and send to the above email address. This information will be utilized by the ADE while conducting the review.  

Grants Being Monitored:

· FY2013 Race to the Top
· FY2014 Race to the Top
Mandatory Attachments:

If these items do not apply to you, indicate N/A (every item must be populated)

Lots of Attachments?   See http://www.azed.gov/grants-management/files/2013/07/how-to-create-a-compressed-file.pdf to create a compressed file.

___
FY2013 Expenditure reports for FY2012-2013 RTTT Grant 

___
FY2014 Expenditure reports for FY2013-2014 RTTT Grant 

___
Employee list (including name, title and amount paid) **could be as simple as an excel spreadsheet 

___
Travel Policy & Reimbursement policies and procedures (including conference, training, etc.)


___
Travel reimbursement form included

___
Fixed Assets (Stewardship)/Inventory

___
Inventory report included


___
Disposal process/form

___
List of Schools
___
Time and Effort Policies and Procedures


___
Semi-annual

___
Monthly Log


___
Extra Pay
___
All attachments saved into a file and compressed? (This will make it easier to forward to ADE)

SECTION I: FISCAL
EXPENDITURE CONTROL

1. Please describe your LEA’s accounting method or system (software) used to track your federally-funded expenditures.  How does your LEA use accounting records to arrive at the expenditure amounts reported on your Fiscal Year (FY) Expenditure Reports?  
2. Please provide a copy of the FY2013 and FY2014 Race to the Top Grant reports.  See http://www.azed.gov/racetothetop/files/2013/09/report-instructions.pdf to ensure the correct report is created.

3. Currently, does your Business Office report costs on an accrual basis?  What types of costs make up the accruals charged to your Federal Grants (i.e., salaries, benefits, contract services, instructional materials, etc.)?  

4. Are separate ledger accounts kept to track all revenues and expenditures for each grant separately?

· If yes, what is/are the accounting code(s) for these Federal Grant(s)?   Only the grants listed on page 2.
· How do you ensure expenditures are being charged to the appropriate funding source?  Please explain.

5. Explain the system(s) in place that is used by the program to monitor budgets and actual costs on an ongoing basis?

· Who monitors these budgets? (title, current person in position)
· Who is informed of budget status and any changes?

6. Regarding source document(s) procedures:

· Are invoices and/or receipts kept on file to support reported expenditures?

· If purchase orders (POs) are used, do procedures require that POs, receiving reports and invoices be reconciled before payment occurs?  If not, why?

7. What is your approval process for expenditures; beginning with requisition to payment?
8. Does your LEA have immediate access to the relevant OMB Circulars?  Does the relevant LEA staff have an adequate working knowledge of OMB Circulars?  Please remember that this is a requirement of being a federal grant recipient and provide this link to the relevant LEA staff for further reference. 
Besides A-133, what OMB Circular is being used within your LEA? (A-87 or A-122)
CASH MANAGEMENT

1. Please describe your current LEA’s cash management methodology currently. (i.e., reimbursement, forecasting, just-in-time, etc.).  If your LEA utilizes a cash reimbursement method, please identify the source of funds used in lieu of federal program funds to initially pay for the grant program-associated costs.
2. Please describe the source documents and the process used by your LEA to substantiate cash and/or reimbursement requests (i.e., receipts, requisitions, travel expense reports, billing statements, etc.).  

3. Does your LEA maintain any federal funds in interest bearing accounts?  If so, please explain why and how these amounts are reported to the appropriate ADE personnel.

4. Was the General Statement of Assurance submitted?  If yes, what was the most current date was it submitted?

COST ALLOCATION

1. Does your LEA utilize cost pools (different funding streams) to temporarily hold allocable costs?  If “no”, how does your LEA allocate costs that benefit multiple programs?  If “yes”, please describe the cost pools (funding streams) utilized by your LEA.  Please explain and provide documentation.
INTERNAL CONTROL

1. Identify the staff responsible for the following (including name and title):

	Name and Title of Responsible Staff
	Prepares Draws
	Prepares Deposits
	Prepares Reconciliations
	Handles Petty Cash
	Approve Cash Receipts
	Signs Checks
	Prepares Checks
	Maintains Ledger
	Receives Checks
	Access to blank checks
	Authorizes Disbursements
	Monitors  Budget Expenditures
	Approve Purchase Orders

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	


2. If the staff responsible for draw-downs or deposits is the same person who reconciles the bank account(s), how is appropriate internal control maintained?  Please explain and provide documentation.

3. If the staff responsible for handling petty cash is the same person who approves cash receipts, how is appropriate internal control maintained?  Please explain and provide documentation.

SINGLE AUDIT REPORTINGS

1. Does your LEA have a current Single Audit Report available for FY2012 and FY2013 (if available)?  If “no”, please explain why there is no available report.

2. Does your LEA have any outstanding audit finding(s)? If so, please provide resolution policies and procedures or additional documentation.

3. Have you provided this audit to ADE as requested?

TRAVEL, CONFERENCE and HOSPITALITY EXPENSES
1. Does your LEA have written travel policies and procedures?  If “no”, please explain. (Whether or not, RTTT funds have been used for travel)
2. Have the travel policies and procedures been board approved? If “no”, please explain.

3. Do your travel policies and procedures include travel for attending conferences, training sessions or travel to perform other job-related duties? Please provide a copy.  If “no”, please explain.

4. Has your LEA established a lodging, meal and mileage rate?   Please provide a copy. If “no” please explain.

Copy provided
5. Please provide a copy of the travel reimbursement form.
Completed
INCIDENT REPORTING

1. Does your LEA Office have a written internal management procedure relating to prevention and detection of fraud, waste, abuse, or other criminal activity?  If “no”, please explain how your LEA ensures allegations are recognized, detected and promptly reported to the Office of Inspector General and the Compliance Review Division.
Reference: 20 CFR 667.630 Complaints, Criminal Fraud and Abuse Please provide a copy.
Copy provided

SECTION II: PROCUREMENT

PROCUREMENT POLICY

1. Does your LEA’s written procurement policies and procedures contain the following requirements: please highlight the answer
· A process for resolving disputes and claims?       
Yes         or             No
· A code of conduct for employees conducting procurements, including criteria regarding conflict of interest?
Yes         or             No
· Avoiding purchasing unnecessary items or duplicative items? 
Yes         or             No
· Analysis of lease vs. purchase options to determine the most “economical and practical” procurement?
Yes         or             No
· Different types of procurement, including when and how to use them?

Yes         or             No
· Requirements for a price or cost analysis? 
Yes         or             No
· Limited conditions under which sole source procurement may occur? 
Yes         or             No
2. Identify your LEA’s purchase thresholds

METHODS FOR PROCUREMENT

1. Currently, does your LEA utilize the non-competitive proposal/sole source method of procurement?  If “yes”, please describe your LEA’s non-competitive proposal/sole source procedures for contractors and/or outside consultants.
SECTION III: FIXED ASSETS/INVENTORY

PROPERTY MANAGEMENT

1. What is your current LEA’s policy on defining a fixed asset?  Stewardship item?  What is the acquisition threshold utilized in your fixed assets policies and procedures?
2. Does your LEA maintain fixed asset / stewardship lists/records (fixed asset means tangible, non-expendable, personal property having a useful life of more than one year and an acquisition as defined by your LEA’s fixed asset policy; stewardship items are under $5,000 but over $1,000) that include the following data (please provide documentation): please highlight the answer
· Description?              



Yes    

 or           
  No
· Serial Number?              



Yes

 or           
  No
· Funding Source?            


  
Yes

 or           
  No
· Identification Tag Number?              


Yes

 or           
  No
· Percentage of Federal Participation?              
Yes

 or           
  No
· Acquisition Date?


             

Yes

 or           
  No
· Acquisition Cost?     


      
Yes

 or           
  No
· Location of Equipment?        


Yes

 or          
  No
· Use and Condition of Fixed Assets?              

Yes

 or          
  No
· Ultimate Disposition Data?              


Yes

 or           
  No
If you answered “no” to any of the above, please provide further explanation.
3. Is a physical inventory of fixed assets/stewardship items conducted, and are the results reconciled with the fixed asset records at least every two years?  
What is the date of the last physical inventory?   ____________________________________
      Please provide documentation.             Completed
4. Does your LEA have maintenance policies and procedures in place to keep the fixed assets/stewardship items in good condition?  If “yes”, please describe your LEA’s policies and procedures regarding fixed asset maintenance. 

5. Does your LEA have a control system in place to safeguard fixed assets from loss, damage or theft?  If “yes”, please describe your LEA’s policies and procedures regarding fixed asset safeguards.  
6. Does your LEA have a fixed asset/stewardship disposition policy consistent with Federal regulations?  If “yes”, please describe your LEA’s fixed asset disposition policies and procedures.  
Provide copy of disposal form



Completed
7. Did your LEA purchase any fixed assets with RTTT funds in FY2013 or FY2014 that required prior approval?  If “yes”, please describe the fixed assets purchased and provide a copy of the approval letter from the appropriate ADE program area.



Completed
8. Does your LEA maintain a system that provides effective control and accountability for real and personal assets and other fixed assets, that adequately safeguards all fixed assets and assures that it is used solely for authorized purposes?  If “yes”, please describe the system used.
9. How does your LEA track items under $1,000 that are easy theft items?  (IPod, Ipads, laptops, etc.)
10. Please provide a current copy of your LEA’s stewardship/fixed asset reports for RTTT purchases for FY2013 and FY2014. 

Completed
SECTION IV: PERSONNEL MATTERS

PERSONNEL RECORD KEEPING

1. Are personnel records and resumes of grant-specific individuals maintained on-site?   If “no”, where are they maintained?

2. What is your LEA’s process for ensuring all employees have current and valid fingerprint clearance?  How often do you verify that an employee’s fingerprint clearance has not expired?  
TIME AND EFFORT
** Since Time and Effort reporting tends to be a significant finding, please forward a copy of the Time and Effort policy and procedures for your LEA. **
1. How does your LEA ensure that all individuals paid from federal grants are captured to ensure Time and Effort is completed? Please provide a copy of policy.

Provided
2. For employees working on one grant only (single cost objective)—is a certification produced, certified, signed by both the employee and supervisor, and placed in a secure file?  Please provide documentation/sample form.
Provided
3. How often are these employees required to submit their certified time and effort reports for verification?  

4. For employees working on multiple grants—is the employee preparing and placing on file an adequate personnel activity report that includes the amount of time devoted to each project?  Please provide documentation/sample form.  


 Provided
5. Does your LEA utilize a Substitute System of Time and Effort?  If so, what date was it approved by the Department of Education?  Please provide documentation.
6. How are RTTT grant specific individuals’ time and effort reported (i.e., timesheet, report format)?  Where are these reports maintained?  

7. Please provide a copy of the forms used for single cost objective, multiple grants and extra duty pay.

Completed
SECTION V: OTHER
1. How many students did your LEA have enrolled in FY2013 and FY2014?
2. In the last five years has there been any turnover within the business office?  If yes, who left, when and what title was affected?  (For example, Mr. Peter Rabbit, Business Manager, FY2013 and FY2014).
3. How many LEA staff are paid, either fully or partially, from these federal grant funds?
4. Please describe how the student population in your LEA benefits from the Federal Education Programs your LEA has created to educate them?
School Information:

What year did your LEA open?  
    

Please indicate the End of the Year:
Fiscal Year 2013 – last day of school


Fiscal Year 2014 – last day of school


Acknowledgement:  Please sign and submit a signed copy of this page. 
   


Printed Name
Position



Signature
Date   
Arizona Department of Education
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Arizona Department Education – Race to the Top Contact





	Gary R. Holland, M.B.A.


	Grants Support Director


	(602) 364-3518


	� HYPERLINK "mailto:RacetotheTop@azed.gov" �RacetotheTop@azed.gov�





	Mailing Address:


  	1535 W Jefferson St, Bin 64


             	Phoenix, AZ  85007





                        � HYPERLINK "http://www.azed.gov/racetothetop" �http://www.azed.gov/racetothetop�/fiscal-monitoring
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