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DETAILED TESTING STEPS

	INIT 
	HRS
	STEP
	DESCRIPTION

	
	5
	I
	SECTION I.  SAMPLE SELECTION
OBJECTIVE:  Utilize ACL to select sample for testing.

	
	
	I1. 
	Prepare a section conclusion

	
	
	I2
	Use ACL to  select samples  for testing

	
	
	
	SECTION J. AGENCY HEAD TRANSACTIONS

OBJECTIVE:  Test transactions directly involving Agency Head for propriety

	
	
	J1
	Prepare a section conclusion.

	
	
	J2
	Document whether Time was properly authorized.



	
	
	J3
	Test all Payment transactions to the Chief of Division of Fire for the audit period

	
	8
	K
	SECTION K.  CAPITAL ASSETS TESTING 

OBJECTIVE: To test capital assets for proper classification.

	
	
	K.1
	Prepare a section conclusion

	
	
	K.2
	Document selected Capital assets sample transactions from “STEP I”  

	
	
	K.3
	Verify the capital assets are properly classified

	
	
	
	

	
	24
	L
	SECTION L.  DIRECT PAY TRANSACTIONS

OBJECTIVE: To test selected Direct Pay payments for proper procurement, classification, documentation, accountability and propriety.

	
	
	L. 1
	Prepare a section conclusion.

	
	
	L. 2
	Document selected Direct pay sample transactions from “STEP I”  

	
	
	L. 3
	Perform the following test for each selected Direct Pay transaction:



	
	
	A
	Verify procurement made in accordance with applicable policies and procedures

	
	
	B
	Confirm existence of vendor invoice and other supporting documentation attached to accounting receiving report

	
	
	C
	Compare and agree the vendor name and amount listed on the supporting documentation

	
	
	D
	Recalculate and agree payment amount

	
	
	E
	Verify that the Agency selected the correct account code

	
	
	F
	Ensure that individual receiving goods and services have signed and dated the vendor invoice and /or packing slip to document receipt and to confirm the accuracy and completeness of amount billed.

	
	
	G
	Ensure prompt payment of the vendor invoice defined as the due date or if no due date then not more than 45 days from the invoice date

	
	
	H
	Verify the Direct Pay  Invoices was authorized by individual designated by the Agency on the Authorized form

	
	
	I
	Verify Agency selected the correct payment category.

	
	
	L.4
	Evaluate the results. Determine the need to test additional items.

	
	24
	M
	SECTION M. PURCHASE ORDER TRANSACTIONS

OBJECTIVE: To test selected purchase order payments for proper procurement, classification, documentation, accountability and propriety

	
	
	M. 1
	Prepare a section conclusion

	
	
	M. 2
	Document selected Purchase order sample transactions from “STEP I”  

	
	
	M. 3
	Perform the following test for each selected Purchase order transaction:

	
	
	A
	Verify procurement made in accordance with applicable policies and procedures.

	
	
	B
	Confirm existence of vendor invoice or other supporting documentation attached to accounting receiving report.

	
	
	C
	Compared and agree the vendor name and amount listed on the supporting documentation to corresponding purchase order information.

	
	
	D
	Recalculate and agree payment amount.

	
	
	E
	Verify that the Agency selected the correct  Account code

	
	
	F
	Verify the Purchase order transaction was authorized by individual designated by the Agency on the authorized signature form

	
	
	G
	Ensure prompt payment of the vendor invoice defined as the due date or if no due date then not more than 45 days from the invoice date

	
	
	H
	Determine whether the invoice was marked as to indicate review by the Agency

	
	
	I
	Determined whether the invoice was date stamped

	
	
	I.4
	Evaluate the results. Determine the need to test additional items.

	
	40
	N
	SECTION N.  PERSONNEL

OBJECTIVE:  To verify that Time Reporting transactions, including overtime hours, were properly approved, recorded, and calculated in accordance with applicable personnel rules and regulations.

	
	
	N. 1
	Prepare a section conclusion

	
	
	N. 2
	Document selected Personnel sample transactions from “STEP I”  

	
	
	N. 3
	Test each Pay Period for the following:

	
	
	A
	Verify hours recorded are supported by a properly completed and approved work/leave request form or timesheet.

	
	
	B
	Agree leave and overtime in Firerost system to time recorded in MAP for the pay period 

	
	
	C
	Ensure leave and overtime printout is initial or signed by each employee and approved by their Supervisor

	
	
	D
	Review all adjustment and ensure there are support for adjustment to payroll documents and the adjustment agrees to leave taken or over time worked

	
	
	E
	For overtime hours, recalculate pay for hours of overtime for proper amount

	
	
	F
	Determine if the TOT sheet totals agree to aggregate total of corresponding hours as reported on work/leave request forms or timesheet

	
	
	G
	Review TOT sheet maintained in Finance-Payroll office files and confirm documented approved by an authorized individual.

	
	
	H
	Review check pick up log maintained by Finance-Payroll office and determine whether the person picking up the checks is authorized and also is not the time preparer.

	
	
	4
	Evaluate the results. Determine the need to test additional items

	
	5
	O
	SECTION  O. VA TRAVEL

OBJECTIVE:  To document test VA travel expenditure documents for substantial compliance with significant elements of County policies and procedures.

	
	
	O.1
	Prepare a section conclusion.

	
	
	O.2
	Document selected Travel sample transactions from “STEP I”  

	
	
	O.3
	Test the VA documents for the following:

	
	
	A
	VA signed by the employee

	
	
	B
	VA signed by the agency head.

	
	
	C
	Travel supported by a conference agenda

	
	
	D
	T-2 processed within allowance guideline (including utilization of contract vendor for airline tickets) or explained on the travel justification addendum.

	
	
	E
	T-2 supported by actual receipts when required by the travel policy.

	
	
	F
	T-3 signed by the employee.

	
	
	G
	Travel settled with in 14 days of return.

	
	
	H
	Prepayment agreed to a processed Direct pay Invoice.

	
	
	I
	Travel advance repayment agreed to a PIV.

	
	
	J
	Travel appeared to be appropriate.  Appropriateness will be determined by reviewing the purpose of travel section on the T-1.  If additional information is needed to make this determination, an e-mail request will be sent to the agency head requesting travel justification.

	
	8
	P
	SECTION P.  OTHER TRANSACTIONS

OBJECTIVE:  Test the other transaction, test based on what the transactions are.

	
	
	P.1
	Prepare a section conclusion.

	
	
	P.2
	Document selected CAM, IDT, Internal Charges and other sample transactions from “STEP H”  

	
	
	P.3
	Test for proper classification – Subject to change based on sample selection.


