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Program



	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Using Cognos, generate a report to list all payments to the Superintendent.


	
	

	2
	Prepare a list of check copies to be reviewed from Accounts Payable.
	
	

	3
	Accessing the JPMorgan Chase on-line account, run an audit report to obtain a list of all cardholders who had travel purchases during the period being tested.

	
	

	4
	Obtain copy of Superintendent’s contract to verify benefits to be paid by the District.
	
	

	5.


	Obtain a list of the monthly Journal Vouchers to be reviewed that records the PCARD transactions and includes the itemized receipts.


	
	

	6.
	Determine that expenditures charged to the District PCARD include itemized receipts or other approved documentation, no alcohol purchases, approvals, and are proper according to District policy.


	
	

	7
	Review Superintendent’s travel and mileage expenditures for itemized receipts, no alcohol purchases, mileage outside the district, approvals, and are proper according to his contract and District policy.


	
	

	Conclusion

	8
	Write Summary of Testing. 


	
	

	9
	Write Summary of Findings, if necessary.


	
	

	10
	Write General Memo.


	
	

	11
	Prepare a summary of the project results to be discussed with the Associate Superintendent for Business Services.  Document discussions that occurred during the meeting.


	
	

	12
	Prepare the audit report and memos to District employees, if necessary.


	
	

	13
	Review computer files to determine which files are pertinent to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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