SERVICE PROVIDERS CONTRACT AUDIT
9/1/2010 through 5/31/2011

	Audit Steps
	WP Reference
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	AUDIT # 2011-06
	
	
	

	GENERAL:
          Contracts for services are used by many departments in the school district.  
          
          This audit will cover the period   9/1/2010 through 5/31/2011. 
	
	
	

	AUDIT OBJECTIVES:
1.       Federal and state laws and regulations, as well as district policies and procedures are followed in awarding and monitoring service contracts.        
	
	
	

	2.       Contracted employees are classified appropriately in the HR and PR files.
	
	
	

	 3.       Contract terms are followed by both the district and the contracted employees.
	
	
	

	4.        Contracted services are necessary, are provided by qualified individuals, and provide a benefit to the district that could not be handled by district employees.
	
	
	

	5.        Fees for the contracted services are reasonable and appropriate for the level of service provided.
	
	
	

	AUDIT PROCEDURES & TESTING:
	
	
	

	1. Background :
a.  Obtain the following, where applicable:
i) Federal and state laws & regulations
ii) District Policies & Procedures
iii) Organization Charts for departments using contracted services
iv) Prior Audit Reports  
v) External Audit Management Letter comments 
vi) Regulatory Agency Reports
b.  Review Policies & Procedures for adequacy.  Ensure these have been communicated to appropriate personnel.
c. Review other reports to ensure that needed changes have been implemented for noted deficiencies.
	
	
	

	2.  Fraud Risks
a. Document the process of contracting for services
b. Conduct a risk assessment of this process
c. Review the process for fraud risks 
d. Review required internal controls for adequacy and effectiveness
e. Determine Audit Procedures to be included in the Audit Program.  
	
	
	

	3. Testing
a.  Download from the Finance Plus system, all transactions charged to accounts 6216-6219 during fiscal year2010/2011.
b. Import these transactions into IDEA.
c. From these transactions, have IDEA select a sample of vendors to test.
d. Pull the payment files for each of the sample vendors from the Finance files and test each for the following:
1. Type of Service provided
2. Were appropriate laws and regs followed?
3. Was the contractor treated as an employee?
4. Were contract terms followed?
5.  Were these services necessary?
6. Were the contractor’s fees reasonable?
7. Was this a CISD bid vendor?
8. Is a CIQ form on file?
9. Was a Criminal History Report required?  If so, examine the report.
10. Where proof of qualifications included?
11. CISD history with this vendor.
12. Interview Department Head if necessary to obtain needed information.
13. Did a CISD employee refer this vendor?
14. How does this vendor’s fee compare to fees for similar services?    
15. Payments agree to the contracted rates.
16. Were there duplicate billings? 


	
	
	

	4. Investigate and document any deficiencies noted in the testing.
	
	
	

	5. Document  any Findings & Recommendations
	
	
	

	6. Write a draft audit report    
	
	
	

	7. Send Draft report to Department Heads for their responses
	
	
	

	8.  Issue Final audit report that includes Department Heads responses.
	
	
	



1

