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	Steps to be Performed
	Prepared By
	Workpaper Reference

	1
	Run Cognos report to obtain list of employees with primary purchasing responsibilities.  Verify positions for Maintenance, Food Service, and Transportation.  Add Booster Club Sponsors from master list.
Prepare a list of District Investment Officers.  Verify positions with the Assistant Superintendent for Business and Financial Services.

	
	

	2
	For employees with primary purchasing responsibilities, prepare memos with pertinent Board Policies and forms requesting

· Completion of the Disclaimer/Disclosure of Conflict of Interest forms,
· Disclosure of all gifts and trips received since the prior audit request, and
· Product disclosure form.


	
	

	3
	For District Investment Officers, prepare a memo with pertinent Board Policies and forms requesting completion of the Disclaimer/Disclosure of Conflict of Interest forms.

	
	

	4
	Prepare a memo to the Superintendent requesting approval of memos and forms prepared in Steps 2 and 3.  Attachments with this memo will include:

· E-mail and memo for employees with primary purchasing responsibilities and Board Policy excerpts. 

· Memo for District Investment Officers with Board Policy excerpts.
	
	

	5
	E-mail all conflict of interest requests except those mailed to Maintenance who do not have computer access.  Mail requests to employees that do not have computer access.  Document information concerning the mailing of these requests and reminders.  

	
	

	6
	Document responses.  Include responses of District Investment Officers in separate section of the same workpaper (at bottom.)

Prepare a summary of responses received as compared to those mailed.


	
	

	7
	For any disclosures of conflicts of interest, run a Cognos report to obtain a list of disbursements to the disclosed vendors and employee of the related disclosure.

Investigate all purchases that may result in a conflict of interest related to the disclosed company.  Include reviewing purchase orders, receiving reports, and travel reimbursements.


	
	


	Steps to be Performed
	Prepared By
	Workpaper Reference

	8
	Review all disclosures of conflict of interest to determine who should complete the Affidavit.  Contact these employees and discuss their financial interest with their disclosure(s).  For those not contacted by phone, send an e-mail with DBD (EXHIBIT) attached.  Document all responses.


	
	

	9
	Update Schedule of Disclosures of Conflict of Interest.  This schedule includes disclosures previously received.  Determine if the employees on the list have been terminated, and if so, determine when disclosures can be destroyed.


	
	

	Conclusion

	10
	Prepare Summary of Testing


	
	

	11
	Prepare the General Memo.


	
	

	12
	Prepare a summary of the project results to be discussed with the Associate Superintendent for Business Services.  Document discussions that occurred during the meeting.


	
	

	13
	Prepare the following: 

· The report to the Superintendent.  Disclosure information should include the relationship to the employee (i.e., son) and their position with the related company.

· Memo to Director of Financial Services and the Director of Purchasing listing those employees who would be in a position to purchase from the related company.  Indicate new disclosures, active disclosures since the previous project, and those disclosures that are no longer active. 
· Memos to the Superintendent and Associate Superintendents concerning their employees.

· Memos to pertinent Principals and other Supervisors.
The reports and memos should only include those employees who turned in a disclosure of conflict of interest and who would be in a position to purchase from the related company.  Indicate to whom the requests were sent in their area (Attachment).  The attachment should be done in Excel by using Step 6 and sorting in various ways.

	
	

	14
	Review computer files to determine that the files are applicable to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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