
 AGENDA
B O A R D  O F  E D U C A T I O N    L E V I T T O W N ,  N E W  Y O R K

LEVITTOWN UNION FREE SCHOOL DISTRICT  TOWN OF HEMPSTEAD  LEVITTOWN, NEW YORK
www.levittownschools.com

AUDIT COMMITTEE MEETING LEVITTOWN MEMORIAL EDUCATION CENTER
                                                                                                           Wednesday, November 18, 2015
6:30 PM    Meeting convenes with anticipated adjournment to Executive Session
7:30 PM    Meeting reconvenes in Audit Committee Meeting

                                              Success for Every Student

I. 6:30 P.M. - Anticipated Motion to move to Executive Session.

Recommended Motion: "BE IT RESOLVED, that the Levittown Board of Education 
does, hereby, move to Executive Session to discuss the following items: legal and/or 
personnel items.”

II. 7:30 P.M. Reconvene Public Session

1. Pledge of Allegiance

2. Moment of Silence 

III.  Audit Committee Meeting

IV.  Risk Assessment

V. Adjourn

 CALL TO ORDER Enclosure



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Levittown Union Free School District 

Risk Assessment Update Report 

Date, 2015 
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Risk Assessment Update Report 
 
 
To the Board of Education and Audit Committee 
Levittown Union Free School District 
Levittown, New York  
 
 
We have performed the annual risk assessment update of the Levittown Union Free School District (District) as 
required by Chapter 263 of the Laws of New York, 2005 and as per our agreement of July 1, 2015.  
 
This engagement is in accordance with auditing standards generally accepted in the United States of America and 
the applicable standards contained in Government Auditing Standards, issued by the Comptroller General of the 
United States. We have also considered the guidelines promulgated by the New York State Education Department 
in connection with such risk assessments. 
 
Specifically, we performed the following:  

 Developed an understanding of the critical business processes of the District. These critical business 
processes included but were not limited to: 

 Governance and planning 

 Accounting and reporting 

 Revenue and cash management 

 Payroll  

 Human resources  

 Benefits  

 Purchasing and related expenditures 

 Grants and special education  

 Facilities and capital projects  

 Capital assets  

 Food Services  

 Extraclassroom activity fund  

 Information technology  

 Student related data and services  

 Identified the key risks based on our understanding of these business processes. 

 Identified the stated controls that are currently in place to address those risks.  
 
These procedures were accomplished through interviewing District management and accounting and other 
departmental personnel to determine the flow of accounting information and controls placed in operation. The 
scope of our engagement did not include testing the operating effectiveness of such controls. 
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  - 2 - 

Our procedures were not designed to express an opinion on the internal controls of the District, and we do not 
express such an opinion. Additionally, because of inherent limitations of any internal control, errors or fraud may 
occur and not be prevented or detected by internal controls. Also, projections of an evaluation of the accounting 
system and controls to future periods are subject to the risk that procedures may become inadequate because of 
changed conditions. 
 
We would like to express our appreciation for the cooperation and assistance that we received from the District’s 
administration and other employees during our audit, especially the Business Office personnel.  
 
This report is intended solely for the use and information of the Board of Education and its Audit Committee and 
the management of the District, and is not intended to be and should not be used by anyone other than these 
specified parties. 
 
 
Date, 2015  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Introduction  

Date, 2015 
 

 

 - 3 - 

Chapter 263 of the Laws of New York, 2005 requires most districts to create an internal audit function. The 
creation of this function requires districts to engage either a qualified audit firm or individual to make an initial 
risk assessment of the design of the district’s internal controls; annually update this assessment; and, periodically 
test these controls for operational effectiveness and efficiency. This report addresses the second requirement, 
which is an annual risk assessment update.  
 
Internal controls are the checks and balances over the various processes or functions that comprise the operations 
of a district. One key element in any internal control system is the concept of segregation of duties. This concept 
ensures that one person cannot execute a transaction without at least one other individual checking his or her 
work. Of course, where segregation of duties is not feasible, the district can employ compensating controls. 
 
Nevertheless, there are some important concepts that should be understood when reviewing internal controls. 
These concepts are: 
 
 An internal control system is designed to provide reasonable but not absolute assurance in safeguarding the 

assets of the district.  

 The concept of reasonable assurance recognizes that the cost of the internal control should not exceed the 
benefits derived. 

 There are inherent limitations that should be recognized in considering the potential effectiveness of any 
internal control system, e.g., errors can result from misunderstanding of instructions, mistakes of judgment, 
carelessness, or other personal factors. More importantly, it is collusion that poses the greatest threat to any 
internal control system. If two employees collude in order to circumvent the controls set up by the district, 
they could perpetrate a fraud. 

 
The initial risk assessment required the internal auditor to obtain an understanding of both the inherent and 
control risks associated with the various functions within the District. The risk assessment update requires the 
internal auditor to identify the changes in procedures, policies, personnel, and systems that may have an impact on 
these risks and possibly alter the initial risk assessment’s level of control risk.  
 
Control risk measures the adequacy of internal controls designed to mitigate the inherent risk within the process. 
In this engagement, we have assessed the control risk based upon our interview process. The testing of the 
controls, which is performed during the detailed testwork, could support the lowering of the initial control risk 
assessment associated with individual processes and sub-functions.  
 
We have organized this report into the following two sections:  
 
The first section is a risk assessment table. In this table, we identify the processes or functions that we have 
reviewed. This table includes our assessment of the control risk associated with each process. There are two 
control risk columns to reflect the prior year risk assessment level and the current year risk assessment level 
based on the results of the risk assessment update as well as the detailed testwork performed for selected 
processes. Since the testing of controls has not been done for all processes, it is important to note that this 
table should not be viewed as the final assessment of the District’s control environment. The Risk 
Assessment Table also includes our suggestions for processes to be tested during the coming year. However, the 
decision of which processes to review in detail is at the discretion of the Audit Committee.  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Introduction (Continued) 

Date, 2015 
 

 

 - 4- 

The second section of this report consists of any changes from the prior year risk assessment related to key 
policies, procedures and/or controls of the functions we reviewed. Also included in this section are any new 
recommendations and the status of any prior year recommendations (note that this text is in italics), for areas of 
potential improvement in the District’s internal controls or operations. The status of prior year recommendations 
from the following reports was addressed in this year’s risk assessment:  
 

Report Type Issue Date Area(s) 
Risk Assessment  October 17, 2014  District-wide 
Agreed-Upon Procedures  March 31, 2014  Purchasing and Special Education  

 
The changes and recommendations have been considered in the assessment of the level of control risk. Some of the 
recommendations may require a reassignment of duties and/or an addition to District personnel. However, any 
enhancement of controls should be done after a careful cost-benefit analysis.  
 
Corrective Action Plan  
 
Commissioner of Education Regulation §170.12(e)(4) requires that a corrective action plan, approved by the board 
of education, must be filed within 90 days of issuance with the New York State Education Department. 
 
The District should send the Corrective Action Plan (CAP) along with the respective Internal Audit Report via mail 
or email to the addresses listed below. The report needs to accompany the CAP to allow the Office of Audit Services 
(OAS) to reconcile the District’s CAP to the report to ensure all items have been addressed (i.e., CAP is not missing 
any recommendations). 
 
Submission Information – Mail & Email 
New York State Education Department (NYSED) 
Office of Audit Services (OAS) 
89 Washington Avenue 
Room 524 EB 
Albany, NY 12234 
Fsanda133@mail.nysed.gov 
 
Contact  
Office of Audit Services 
(518) 473-4516 
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Table  

Date, 2015 
 

 

 (L=Low, M=Moderate, H=High) 

 - 5- 

Business Process Date of Proposed
Area Detailed Control Risk Detailed

Testing Prior Year Current Year Testing
Governance and Planning

Governance & Control Environment M M

Budget Development, Administration, and 

Fund Balance Management M M
Accounting and Reporting

Financial Accounting and Reporting * 11/24/10 L L
Auditing M M

Revenue and Cash Management
Revenue Management M M
Billings, Collections and Posting of Receipts 06/29/15 M M  
Cash and Investments Management M M
Bank Reconciliations M M

Payroll
Sick Day Buy Backs ** 05/25/11 L L
Payroll Accounting and Reporting *** 11/28/11 L L
Tax Filings and Reconciliations *** 11/28/11 L L
Payroll Distribution *** 11/28/11 L L
Overtime and Timesheets 06/29/15 M M  

Human Resources 
Employment Recruitment and Hiring M M
Employee Administration and Termination M M
Employee Attendance M M

Benefits
Administration *** 11/28/11 M L
Payments and Cost Sharing *** 11/28/11 M L

Purchasing and Related Expenditures
Purchasing System and Process 03/31/14 M M
Payment Process 03/31/14 M L
Credit Cards L L

Grants and Special Education
General Processing/Monitoring M M
Special Education 05/28/13 M L

Facilities and Capital Projects
Facilities Maintenance & Operations M M
Capital Projects M M  

* Indicates the issuance date of an agreed-upon procedures (AUP) report related to that area.  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Table (Continued) 

Date, 2015 
 

 

 (L=Low, M=Moderate, H=High) 

 - 6 - 

 
Business Process Date of Proposed

Area Detailed Control Risk Detailed
Testing Prior Year Current Year Testing

Capital Assets
Acquisition and Disposal M M
Maintenance and Inventories M M

School Lunch
Sales Cycle and System M M
Purchasing and Inventory M M
Federal and State Reimbursements M M
Free and Reduced Lunch M M

Extraclassroom Activity Fund
General Controls and Administration 05/28/13 M M
Cash Receipts 05/28/13 M M
Cash Disbursements 05/28/13 L L

Information Technology
Governance M M
Network Security M M
Financial Application Security M M
Disaster Recovery M M

Student Related Data and Services
Student Attendance Data M M
Student Performance Data M M
Student Transportation M M
Student Safety and Security M M  

* Indicates the issuance date of an agreed-upon procedures (AUP) report related to that area.  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report  

Date, 2015 
 

 

 - 7 - 

GOVERNANCE AND PLANNING 
 
Governance and Control Environment 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District was active with reviewing, revising and adding Board policies as necessary including new 
policies related to data privacy and protection.  

 
Budget Development, Administration and Fund Balance Management 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District improved the budget process by showing revisions within the budget section of the website 
which increases transparency.   

 
Recommendation – Risk Assessment Update 2013  

 
Revising Budget Codes – We recommended that the District consider revising the budget codes to provide 
more data related to the schools by breaking out certain district-wide budget amounts (e.g., salaries) by school. 
This would facilitate reporting and analysis at the school level, which is more commonly used at other districts. 
In addition, the classification of certain expenditures should be revised. For example, the health insurance buy-
out option is included as salary expenditures instead of benefits.  
 
Risk Assessment Update – 2014 
 
We noted that the District began reviewing the chart of accounts and planned to revise and/or add budget 
codes with the goal of completion for the 2015-16 budget. 
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We found that the District has revised and added budget codes to provide better reporting. 
 

ACCOUNTING AND REPORTING 
 
Financial Accounting and Reporting 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Auditing (External, Internal, and Claims) 
 
Control Risk Level:  Moderate  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report (Continued) 

Date, 2015 
 

 

-8- 

Policies, procedures and controls considered to determine the level of control risk: 

 The District issued requests for proposals related to external, internal and claims auditors. The District 
engaged the same external and internal auditors and engaged a new claims auditor.  

 
REVENUE AND CASH MANAGEMENT 

 
Revenue Management  
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function. 
 
Billings, Collections and Posting of Receipts  
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Recommendation – Risk Assessment 2014  

 
Segregation of Duties – We recommended that the District establish proper segregation of duties by 
assigning the duty of posting receipts to the accounts receivable module to someone independent of invoicing, 
and opening the mail.  
 
Risk Assessment Update –2015 (This item has moved to another report)  
 
We performed an agreed-upon procedures engagement related to billing and accounts receivable processes, 
which included this recommendation as part of the scope of work. Refer to our “Independent Accountant’s Report 
On Applying Agreed-Upon Procedures” dated June 29, 2015, for more information. The recommendations from 
that report will be included in next year’s 2016-17 Risk Assessment Update Report. 
 

Cash and Investment Management  
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 There is a new District Treasurer and the previous district treasurer has been assigned the role of Deputy 
District Treasurer. The new District Treasurer has been assigned duties that include wire transfers, 
collateral reporting and monthly reports. 

 
Bank Reconciliations 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The new District Treasurer has been assigned the responsibility for bank reconciliations as noted in the 
following comment:  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report (Continued) 

Date, 2015 
 

 

-9- 

Recommendation – Risk Assessment 2014  
 
Bank Reconciliations – We recommended that the District consider assigning the District Treasurer the 
responsibility of completing the bank reconciliations for the PaySchools and MySchoolBucks activities, which 
includes agreeing the book balances to the respective bank statements. 
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We note that the District has assigned this responsibility to the new District Treasurer. 
 

PAYROLL 
 
Sick Day Buy Backs  
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Payroll Accounting and Reporting 
 
Control Risk Level:  Low  
 
Policies, procedures and controls considered to determine the level of control risk: 

 All Civil Service Employees Association (CSEA) employees received a one-time bonus of $850 for signing 
the collective bargaining unit contract.  

 The District offered a retirement incentive for the teachers bargaining unit and the administrators 
bargaining unit.  

 
Tax Filings and Reconciliations 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Payroll Distribution 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Overtime and Timesheets  
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report (Continued) 

Date, 2015 
 

 

-10- 

HUMAN RESOURCES 
 
Employment Recruitment and Hiring 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk:  

 The District was active with recruiting and hiring over 70 new employees for the 2015-16 year with most 
positions being filled due to retirements, as a result of incentives, and other separations.  

 
Employee Administration and Separations/Terminations 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk:  

 The District has set up StaffTrac, a comprehensive web-based evaluation management system, which 
assists with the Annual Professional Performance Review (APPR) requirements for observations, Student 
Learning Objectives (SLOs) and evaluations. We have been informed that this has resulted in efficiencies 
and a paperless, comprehensive process.  

 
Finding and Recommendation – Risk Assessment 2015  

 
User Accounts – We understand that procedures related to user accounts require improvement, since there were 
instances when the communications to the Information Technology (IT) Department were not timely. This results 
in new employees starting at the District when their user account has not been set up and separated employees 
still having active user accounts after their last day of employment.  
 

1. We recommend that the District establish procedures to notify the IT Department about staff changes (i.e., new 
hires, separations, leaves of absence, and transfers) in a timely manner to ensure that user accounts are revised 
promptly and appropriately.  
 

Recommendation – Risk Assessment Update 2013  
 

Overtime Procedures and Approval – We recommended that the District improve the overtime 
procedures and strengthen controls to ensure that these activities are properly approved, plus pre-
approved when required, and the reason for the overtime is fully documented on the forms (e.g., 
transportation staff, clerical employees) and proper documentation to support the reason for the additional 
overtime hours is attached. We also recommended that the District establish procedures to determine and 
formally document which employees were eligible to earn overtime compensation (e.g., transportation 
staff, clerical workers, etc.)  
 
Risk Assessment Update – 2014  
 
We noted that the District had improved the overtime procedures by establishing new forms and requiring 
approvals of all overtime by the appropriate administrative personnel. We understood that the procedures 
were based on the two types of overtime hours: advanced notice overtime and emergency overtime. The 
former required a standard form to be properly completed and approved in advance of the employee working 
the overtime. The latter required a verbal confirmation by the Director of Maintenance and Grounds or the 
Superintendent prior to the employee working the emergency overtime. In addition, the Director of 
Maintenance and Grounds made a presentation in June 2014 to the Board that included historical and 
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report (Continued) 

Date, 2015 
 

 

-11- 

projected overtime hours. We understood that the District planned to continue efforts to assess and improve 
procedures related to overtime and timesheets. We recommended that the District consider selecting this area 
as part of the agreed-upon procedures work for the 2014-15 year. 
 
Risk Assessment Update –2015 (This item has moved to another report)  
 
We performed an agreed-upon procedures engagement related to overtime processes, which included this 
recommendation as part of the scope of work. Refer to our “Independent Accountant’s Report On Applying 
Agreed-Upon Procedures” dated June 29, 2015, for more information. The recommendations from that report will 
be included in next year’s 2016-17 Risk Assessment Update Report. 
 

Recommendation – Agreed-Upon Procedures 2011  
 
Termination Payments – We recommended that the District modify the CSEA contract to clearly delineate 
termination payments made to employees. The contract would include the items to be included in daily 
rate of pay (e.g., stipends) and how to compute the number of days to include in the calculation.  
 
Risk Assessment Update – 2012 through 2014  
 
We noted that the District was in contract negotiations with the CSEA bargaining unit.  
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We found that the District completed the contract negotiations with the CSEA; however, this was not 
addressed in the new agreement. We understand that the District will consider including these proposed 
modifications during the next contract negotiation.  
 

Employee Attendance 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Finding and Recommendation – Risk Assessment 2015  
 

Attendance Process – We found that there are opportunities to improve the attendance process, since the 
current procedures require manual efforts and include duplication of efforts. There are employees at the schools 
manually recording staff attendance and this data needs to be entered into the financial system by different 
employees. The District uses a substitute teacher system called Aesop, which has the functionality to be used for 
tracking staff attendance. However, Aesop is only being used to assist the District with filling teacher absences.  
 

2. We recommend that the District investigate utilizing the Aesop system to track staff attendance of all employees 
and to systematically update the financial system periodically with the attendance data. This would result in 
significant efficiencies, streamlined processes, improved timeliness, enhanced reporting and reductions of 
potential manual errors related to the current attendance procedures.  
 

Recommendation – Risk Assessment 2013  
 
Time Cards and Time Sheets – We recommended that the District investigate biometric time management 
technology and perform a cost/benefit analysis of installing this type of system to improve operations and 
strengthen controls related to recording, tracking and reporting employees’ time. As biometric technology 
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LEVITTOWN UNION FREE SCHOOL DISTRICT 
Risk Assessment Update Report (Continued) 

Date, 2015 
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becomes more affordable, biometric hand-reader and fingerprint scanning solutions offer an attractive 
alternative to conventional time and attendance time clocks. Biometric time clock systems aid in reducing 
errors from processing inaccurate employee time cards plus eliminate the common and potential abuse 
related to the "buddy system" concern. The implementation of a biometric time management system would 
result in significant operational efficiencies, particularly the units that consist of hourly employees, since the 
process to calculate the hours for these employees is very labor intensive and has potential for errors.  
 
Risk Assessment Update – 2014 
 
We noted that the District had investigated options related to a biometric time management system including 
the Finance Manager system’s Timepiece module and other financial software that provide other timekeeping 
systems. We understood that the District planned to investigate this matter further during the 2014-15 year, 
which included consideration for requiring all employees to use the system and eliminating the manual time 
sheets.  
 
Risk Assessment Update - 2015 
 

3. We understand that the District will continue efforts to investigate biometric time management systems that 
are cost effective and would interface with the financial system.  
 

BENEFITS 
 
Administration 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Recommendation – Risk Assessment 2014  

 
Health Insurance Waiver Process – We recommended that the District improve the health insurance waiver 
process related to calculating the payouts by utilizing an Excel spreadsheet that contains each of the various 
scenarios based on the respective bargaining unit contracts. 
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We note that the District has created an Excel spreadsheet that incorporates the various scenarios, which 
facilitates the payout calculations related to the health insurance waivers.  
 

Recommendation – Agreed-Upon Procedures 2011  
 
Develop Written, Formal Procedures – We recommended that the District develop written, formal 
procedures to address the following processes within the benefits function: 

a) Reconciling insurance provider invoices to the District's records.  

b) Developing the annual matrix of deduction amounts for active enrollees and billing amounts for 
retired enrollees.  

c) Updating the deduction tables in Finance Manager.  

d) Administering leaves of absence, Medicare Part B reimbursements, and health insurance waivers. 
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e) Handling late payments by enrollees for reimbursements owed to the District.  

f) Verifying the accuracy of benefit changes made each payroll cycle.  

g) Ensuring retired enrollees are not deceased. 
 
Risk Assessment Update – 2012  
 
We noted that the District planned to develop written, formal procedures within the benefits function.  
 
Risk Assessment Update – 2013  
 
We understood that the District planned to address this item during the 2013-14 year.  
 
Risk Assessment Update – 2014 
 
We found that the District had established processes related to each item above and planned to start 
developing written, formal procedures related to these activities during the 2014-15 year.  
 
Risk Assessment Update – 2015  
 

4. We discussed the process for developing written, formal procedures with the Benefits Clerk and provided 
templates for each of the recommended procedures noted above. We understand that the District has started 
to develop these procedures and plans to complete this initiative during the 2015-16 year. 
 

Recommendation – Agreed-Upon Procedures 2011  
 
Billing and Receipts – Segregation of Duties – We recommended that the District establish a standard 
billing schedule (e.g., monthly, quarterly, etc.) applicable to obtaining reimbursement (e.g., retirees, COBRA, 
employees out on a leave of absence, etc.) to the District for payments made for health insurance premiums on 
behalf of these enrollees. The District would invoice these enrollees from the Finance Manager system 
according to the schedule and a Finance Manager system-generated “Aging of Receivables Report” should be 
reviewed periodically. In addition, we recommended that the District develop a process to have all funds be 
received by someone other than the Benefits Clerk or the person who is responsible to update the Cash 
Receipts Log.  
 
Risk Assessment Update – 2012  
 
We noted that the District planned to address this recommendation.  
 
Risk Assessment Update – 2013  
 
We noted that the District had established a standard monthly billing schedule applicable to obtaining 
reimbursement (e.g., retirees, COBRA, employees out on a leave of absence, etc.) to the District for payments 
made for health insurance premiums on behalf of these enrollees. However, the District still needed to develop 
a process to have someone independent receive the funds because it had been unable to assign this task due to 
staffing reductions and transitions in the benefits function. We recommended assigning the duty of receiving 
the funds to someone other than the person handling the invoicing of health insurance premiums to enrollees 
to establish proper segregation of duties. 
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Risk Assessment Update – 2014  
 
We understood that the District planned to establish a standard monthly billing schedule during the 2014-15 
year. The District was also in the process of reviewing the staffing duties related to benefits, invoicing and 
accounts receivables and would be segregating those duties to enhance internal controls.  
 
Risk Assessment Update –2015 (This item has moved to another report)  
 
We performed an agreed-upon procedures engagement related to billing and accounts receivable processes, 
which included this recommendation as part of the scope of work. Refer to our “Independent Accountant’s Report 
On Applying Agreed-Upon Procedures” dated June 29, 2015, for more information. The recommendations from 
that report will be included in next year’s 2016 Risk Assessment Update Report.  
 

Benefits Payments and Cost Sharing  
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

PURCHASING AND RELATED EXPENDITURES 
 
Purchasing System and Process 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District has hired a new purchasing agent and this employee appears to understand internal controls, 
and proper segregation of duties related to purchasing processes.  

 The District has consolidated the reimbursement policy into Board Policy #5410 – Purchasing.  
 
Recommendation – Agreed Upon Procedures 2014 

 
Contracts and Bids – We recommended that the District establish consistent, formal procedures related to 
bids and contracts that require these supporting records to be included in the voucher package or at least 
written notation that an employee has verified the pricing to the respective bid or contract. In addition, we 
recommended that the District clearly assign the responsibility of verifying pricing related to purchases off 
of contracts and bids (i.e., Purchasing Department, Accounts Payable Department or the requisitioners). 
 
Risk Assessment update 2015 (This item is now closed)  
 
We note that the District has established procedures to ensure that the bid number and a copy of the bid are 
included in the voucher package or clearly documented on the supporting documentation. We also found that the 
District has assigned the responsibility of verifying pricing to the requisitioners whose work is then reviewed by 
the Purchasing Agent.  
 

Recommendation – Agreed Upon Procedures 2014 
 
Quotations Properly Submitted – We recommended that the District establish procedures to include the 
standard quote sheet with the voucher package to support that the written quotations were properly 
obtained in compliance with Board Policy #5410. At a minimum, we recommended that the District include 
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information on the purchase order (PO) that states the written quotations were properly submitted and 
review of the information found that the appropriate vendor was selected. 
 
Risk Assessment Update – 2015  
 

5. We found that the standard quote sheet is not being used on a consistent basis. We understand that the 
District plans to address this item during the 2015-16 year.  
 

Recommendation – Agreed Upon Procedures 2014 
 
Sole Source Vendors – We recommended that the District develop procedures to maintain documentation 
related to sole source vendors by requiring the departments to attach the following items to the 
requisition: the vendor letter claiming they are a sole source provider and documentation indicating that 
two additional vendors have been contacted and were unable to provide the required items for those sole 
source purchases as per Board Policy # 5410 – Purchasing.  
 
Risk Assessment update 2015 (This item is now closed)  
 
We note that the District revised existing forms to include sole source documentation. The forms were sent to 
the appropriate staff along with the required procedures to attach the items as recommended above.  
 

Recommendation – Agreed Upon Procedures 2014 
 
Document Scanning System – We recommended that the District perform a cost/benefit analysis related 
to a document scanning system to facilitate the submission of documents (e.g., bids, contracts, quotes, etc.) 
by the requisitioners to the Purchasing Department. The installation of a document scanning solution 
would improve operational efficiencies and assist the District with its corrective action plan related to 
previous recommendations.  
 
Risk Assessment Update – 2015  
 

6. We understand that the District plans to address this item during the 2015-16 year, which includes discussing 
this matter with requisitioners and colleagues.  
 

Recommendation – Agreed Upon Procedures 2014 
 

Purchases in the Aggregate – We recommended that the District establish procedures to determine if 
expenditures in the aggregate related to similar items would require quotes or bids when the annual 
purchases reach these thresholds. The Board Policy #5410 states that “although quotes are not required on 
single item purchases below $500, every attempt should be made to procure the lowest price possible” and 
that “quotations may be requested at the discretion of the Purchasing Agent to ensure that the District is 
receiving the best possible pricing.” We suggested that the District consider competitive pricing for these 
purchases to be more fiscally prudent. We also recommended that the District consider revising Board 
Policy #5410 to coincide with any changes in the procedures.  
 
Risk Assessment Update – 2015  
 

7. We found that the District has begun developing a bid schedule, which will include expenditures in the 
aggregate. In addition, the Purchasing Agent is working with multiple cooperative bidding groups. 
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Recommendation – Agreed Upon Procedures 2014 
 
Deputy Purchasing Agent – We recommended that the District inquire with legal counsel about Board 
Policy #5410 – Purchasing and the annual reorganizational meeting related to the appointment of a 
“deputy” purchasing agent (i.e., the Assistant Superintendent for Business and Finance) to act as 
Purchasing Agent. The Board may not appoint a "deputy" purchasing agent to act in the absence of the 
purchasing agent because the purchasing agent is the only person legally authorized to commit the District 
for a purchase.  
 
Risk Assessment update 2015  
 

8. We understand that the District plans to set up a resolution to appoint a deputy purchasing agent that 
includes the wording “in the absence of the purchasing agent, the Assistant Superintendent for Business and 
Finance shall fill this role”. We again recommend that the District inquire with legal counsel about the 
appointment of a “deputy” purchasing agent (i.e., the Assistant Superintendent for Business and Finance) to 
act as Purchasing Agent because the purchasing agent is the only person legally authorized to commit the 
District for a purchase, as per the Fiscal Accountability Checklist developed by the NYSED.  
 

Recommendation – Agreed Upon Procedures 2014 
 
Purchasing Meetings – We recommended that the District improve the communications between the 
Purchasing Department and the other departments, particularly the areas that submit many requisitions 
(e.g., transportation, facilities, information technology) by establishing periodic meetings to update staff on 
their responsibilities and clearly define the documentation requirements based on the type of requisitions. 
It would have been useful to establish an annual meeting for all of the departments to get together with the 
Purchasing Department to discuss these issues in detail and explain the requirement of creating a PO 
before services are performed or goods are ordered and the importance of processing invoices timely.  
 
Risk Assessment update 2015 (This item is now closed)  
 
We note that the District has improved communications between the Purchasing Department and the other 
departments by scheduling periodic meetings.  
 

Recommendation – Agreed Upon Procedures 2014 
 
Preventing Confirming POs – We recommended that the District continue with efforts to create POs in 
advance of receiving goods or services to prevent instances of confirming POs and to ensure timely 
payments of invoices. We recommended that the District send a letter to the vendors stating that the 
District requires a PO to be issued in advance of any vendor providing goods or services as per General 
Municipal Law (GML), Board policy and purchasing procedures. The letter should note that a PO number 
must be included in the vendor invoice and any instance of non-compliance with these requirements may 
result in the District withholding the payment.  
 
Risk Assessment update 2015 (This item is now closed)  
 
We found that the District has updated the confirming PO letter. We also found that the letters sent to new 
vendors now include language regarding the purchasing guidelines that requires a PO to be issued in advance 
of providing goods or services, a PO number must be included in the vendor invoice, and any instance of non-
compliance with these requirements may result in the District withholding the payment.  
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Recommendation – Agreed Upon Procedures 2014 
 
Capital Asset Tagging – We recommended that the District develop procedures to ensure that all capital 
assets and IT inventory are properly tagged upon receipt, and before these items are placed in service. The 
process needed to include all purchases, capital assets and IT inventory regardless of the account code and 
department.  
 
Risk Assessment update 2015 
 

9. We note that the District has formal procedures in place for IT inventory and plans to expand this process to 
include all capital assets. 
 

Recommendation – Agreed Upon Procedures 2014 
 
Employee Reimbursements – We recommended that the District revise procedures related to 
reimbursements paid to employees (e.g., travel, mileage, conferences, etc.) to process these payments 
through payroll to enhance operational efficiencies by eliminating these POs and disbursement checks.  
 
Risk Assessment update 2015 (This item is now closed)  
 
We understand that the District has considered this recommendation, but decided to maintain the existing 
procedures to process employee reimbursements through accounts payable due to the complexities of 
processing these payments through payroll.  
 

Payment Process 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function. 
 
Credit Cards 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

GRANTS AND SPECIAL EDUCATION 
 
General Processing and Monitoring 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Special Education  
 
Control Risk Level:  Low  
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Policies, procedures and controls considered to determine the level of control risk: 

 The District has a new Assistant to the Superintendent for Pupil Services, which is a newly created 
position, and this employee replaced the previous Director of Special Education. The Administrator 
demonstrates a good understanding and is knowledgeable of the Department’s financial operations.  

 The District has improved procedures relating to the System to Track and Account for Children (STAC) 
process for students receiving services within the District that included streamlining the process for 
obtaining data needed to prepare STAC forms related for students receiving services in-district.  

 The Assistant to the Superintendent for Pupil Services and the Transportation Supervisor are working 
collaboratively to identify savings related to transportation needs for special education students.  

 
Recommendation – Agreed-Upon Procedures 2014  

 
Complete Thorough Review – We recommended that the District continue efforts to complete the 
thorough review of outstanding provider invoices; filing of STAC forms for the 2013-14 year; re-applying 
STAC forms for the 2014-15 year and reviewing all POs to ensure accuracy and completeness.  
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We found that the District has completed the review of outstanding provider invoices, filed the STAC forms for 
the 2013-14 year, re-applied STAC forms for the 2014-15 year, and reviewed all POs.  
 

Recommendation – Agreed-Upon Procedures 2014  
 
Create Documents – We recommended that the District create documents (e.g., Excel spreadsheets) to 
assist the Account Clerk with the completion of their financially related responsibilities including the 
review of service providers’ invoices, the determination of filing STAC forms for students’ based on their 
IEPs, and the creation of POs prior to receiving goods or services.  
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We note that the District has created Excel spreadsheets as recommended.  
 

Recommendation – Agreed-Upon Procedures 2013  
 
Software Training – We recommended that the District provide Department staff with formal training for 
the IEP Direct software and in Microsoft Excel. This would include:  

a) Running various queries. 

b) Gaining an understanding of the Reporting Module and the information that each report contains. 

c) Exporting reports directly into Excel, so that the financial component could be typed in which 
would save time in developing or updating supporting spreadsheets. 

 
Risk Assessment Update – 2014  
 
We noted that the Department had provided IEP Direct training to the employees and planned to provide 
formal training in Microsoft Excel during the 2014-15 year.  
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Risk Assessment Update – 2015 (This item is now closed)  
 
We found that the District has utilized existing staff to provide Excel training for the Special Education 
employees.  
 

FACILITIES AND CAPITAL PROJECTS 
 

Facilities Maintenance and Operations 
 

Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 There has been continued improvement related to overtime including a reduction of $75,000 in the 
annual amount paid to the facilities staff during the 2014-15 year compared to the 2013-14 year and 
compliance with the employees submitting pre-approvals for overtime when required.  

 The District established formal procedures that require the facilities staff to prepare the vehicle 
inspection and maintenance report in compliance with Board Policy #5630 – Facilities: Inspection, 
Operation and Maintenance.  

 
Finding and Recommendation – Risk Assessment 2015  

 
Preventative Maintenance Work – We understand that the preventative maintenance work on the cafeteria 
equipment for this 2015-16 year was started just before the schools opened and there wasn’t sufficient time to 
compete this work prior to the cafeterias opening for the school year.  
 

10. We recommend that the District establish procedures to complete preventative maintenance work on the 
cafeteria equipment in advance of the school year starting to provide ample time to address any repairs or 
replacements.  
 

Capital Projects 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

CAPITAL ASSETS 
 
Acquisition and Disposal 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Maintenance and Inventories 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
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FOOD SERVICES  
 
Sales Cycle and System 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District changed food service providers starting in the 2015–16 school year (Chartwells has replaced 
Aramark).  

 The contract with the food service provider guarantees a minimum profit of $150,000 annually to be 
earned by the District.  

 
Purchasing and Inventory 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Federal and State Reimbursements 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Free and Reduced Lunch  
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

EXTRACLASSROOM ACTIVITY FUNDS 
 
General Controls and Administration 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Recommendation – Agreed-Upon Procedures 2013 

 
Establish Uniformity and Consistency – We recommended that the District establish uniformity and 
consistency within the District that included:  

a) Standardizing the procedures and documents within the District to establish uniformity and 
consistency at each school. We recommended creating district-wide processes and documents that 
would cover receipts, disbursements, club meetings, club account reconciliations, and fund raising 
activities, to name a few. The standard receipts and disbursement forms should include areas for 
proper signatures and include at least the student treasurer and club advisor. In addition, there 
should be procedures to ensure that the club transactions include proper supporting 
documentation. 
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b) Requiring each club to maintain a financial ledger and to confirm in writing that ledger with the 
central treasurers at least once during the year and at the end of the year.  

c) Considering the purchase of specialized software to handle the accounts more efficiently, automate 
consolidated schedules at the schools and district-wide, establish standardization in the District 
and reduce the potential of manual errors, which exist with the current processes.  

 
Risk Assessment Update – 2014  
 
We understood that the District was in the process of addressing the previous items. We provided a sample 
general ledger and a draft procedure related to confirming account balances to assist the District with 
implementing this recommendation.  
 
Risk Assessment Update – 2015  
 

11. We understand that the District plans to complete this implementation during the 2015-16 year.  
 

Recommendation – Agreed-Upon Procedures 2013 
 
Checking Accounts at Elementary Schools – We recommended the District address the checking account 
that is used to handle extraclassroom activities at the elementary schools by considering the establishment 
of bona fide clubs at these schools, account for within the Trust and Agency Fund and/or assigning events 
to the Parent-Teacher Association (PTA).  
 
Risk Assessment Update 2014 
 
We noted that the District was addressing this item and was considering the development of procedures to 
have the Student Activity Club at the elementary schools handle these transactions.  
 
Risk Assessment Update – 2015  
 

12. We understand that the District plans to complete this implementation during the 2015-16 year.  
 

Recommendation – Agreed-Upon Procedures 2013 
 
Club Fundraising – We recommended that the District improve the monitoring and tracking of fundraising 
events by developing a schedule of approved fundraisers to be maintained at each school building that 
includes the event date, so the central treasurers could ensure the timeliness of the respective receipts by 
the clubs. We recommended maintaining this schedule on the District intranet or a shared drive to 
establish access for appropriate employees. In addition, the schedule should have contained a column for 
tracking the date of approval and the name of the person who authorized the fundraising event (i.e., the 
school principal).  
 
Risk Assessment Update – 2014  
 
We noted that the District had investigated the use of the SchoolDude facilities request management tool for 
this purpose. The software required building principal approval for the use of any building space, so this 
potentially had the ability to accomplish this goal. We were informed that the District planned to close this 
item during the 2014-15 year.  
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Risk Assessment Update – 2015 (This item is now closed)  
 
We note that the District has improved the monitoring and tracking of fundraising events by developing a 
schedule of approved fundraisers to be maintained at each school building.  
 

Recommendation – Agreed-Upon Procedures 2013 
 
School Store Operations – We recommended that the District improve the school store operations at the 
schools by considering the following:  

 Upgrade the current cash registers to newer technology (e.g., POS system) and consider a robust 
system that includes scanning functionality.  

 Ensure that all cash registers or POS terminals are capable of printing out sales reports and establish 
procedures to ensure that the monies collected each day agree to the sales reports, which should be 
reconciled to the funds submitted to the central treasurers.  

 Perform periodic physical inventories, at least quarterly, and document the results.  
 
Risk Assessment Update 2014  
 
We noted that the Business Office investigated the cost of cash registers and the District was in the process 
of determining how the costs would be covered. We understood that the District planned to present a 
suggestion related to covering the costs of the cash registers to the Board for review and approval during 
the 2014-15 year.  
 
Risk Assessment Update 2015 
 

13. We understand that the District plans to complete this implementation during the 2015-16 year.  
 

Cash Receipts 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Recommendation – Agreed-Upon Procedures 2013 

 
Strengthen Controls Related to Receipts – We recommended that the District strengthen controls 
related to receipts, particularly cash, at the club level since the collection of funds had a high level of 
inherent risk. In order to facilitate the pre-audit and recording of receipts, statements should be made by 
those collecting money. Such a statement should, on its face, include all of the essential data for a complete 
check and audit of the receipts. We recommended that the forms used to account for transactions be 
revised to provide an expanded comment or description section in which the club advisor can fully explain 
the transaction and completely account for the items by documenting the purchase information and utilize 
pre-numbered receipts or tickets (i.e., number of items purchased, number of items sold, the number of left 
over items and the status of the remaining items). We provided the District with a sample deposit form to 
assist with addressing this recommendation.  
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Risk Assessment Update – 2014 
 
We found that the District still needed to revise the deposit form. We understood that the central treasurers 
were scheduled to participate in a full-day training session on September 30, 2014. We understood that the 
District planned to develop a district-wide standard deposit form during the 2014-15 year. We provided the 
District with a sample deposit form and draft cash receipts procedure to assist with addressing this 
recommendation. 
 
Risk Assessment Update – 2015 (This item is now closed)  
 
We note that the Business Office met with the central treasurers for the training session on September 30, 2014 
and developed a district-wide standard deposit form. The form requires information to support the amount of 
the receipts.  
 

Cash Disbursements 
 
Control Risk Level:  Low  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

INFORMATION TECHNOLOGY 
 
Governance 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District is working with a vendor (IntraLogic) to assist with mapping of the phone system.  

 The District set up a “One-to-One” initiative where every ninth grade student and the necessary teachers 
were provided a digital tablet. There will be management software installed on each device to assist with 
tracking and monitoring of these tablets.  

 
Network Security 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Financial Application Security 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls related to this function.  
 
Recommendation – Initial Risk Assessment 2011  

 
Financial System User Accounts – We recommended that the District review the user accounts in the 
Finance Manager system to ensure that permissions are aligned with the respective employee’s job duties.  
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Risk Assessment Update – 2012  
 
We understood that the District had begun the process of reviewing the user accounts and permissions in 
the Finance Manager system and planned to complete this initiative during the 2012-13 year.  
 
Risk Assessment Update – 2013  
 
We noted that the Director of Computer and Media Services/IT Manager is the system administrator 
responsible for creating and inactivating user accounts and the Business Office controls the user 
permissions. In the event that an employee separates from the District, the Director of Computer and Media 
Services/IT Manager inactivates the user and removes all permissions. We also understood that the 
Business Office established a new process to review the user accounts and permissions annually to ensure 
staff changes were properly reflected in the Finance Manager system. During this year’s annual review of 
permissions, we had been informed that there were many modifications to user permissions to align them 
with their job duties given the changes with employees.  
 
Risk Assessment Update – 2014 
 
We found that the District still needed to complete the review of user accounts to ensure the permissions are 
aligned with the employee’s job duties. We also found that there were some employee changes in the District 
(i.e., purchasing agent and special education clerk); however, the permissions of those employees were not 
updated timely. In addition, we recommended that the IT Department create a specific folder for emails related 
to requests for changes to user accounts.  
 
Risk Assessment Update – 2015 
 

14. We understand that the District plans to complete this implementation during the 2015-16 year.  
 

Disaster Recovery 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 

STUDENT RELATED DATA AND SERVICES 
 
Student Attendance Data  
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Student Performance Data 
 
Control Risk Level:  Moderate  
 
No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Student Transportation  
 
Control Risk Level:  Moderate  
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No change in risk level, policies, procedures and/or controls and no findings related to this function.  
 
Student Safety and Security 
 
Control Risk Level:  Moderate  
 
Policies, procedures and controls considered to determine the level of control risk: 

 The District has installed new exterior and interior surveillance cameras at the schools. In addition, the 
existing cameras were upgraded with PanTel zoom units.  

 The District engaged Nassau BOCES to provide the Health and Safety Training Assistant service to assist 
with ensuring compliance related to these requirements (e.g., OSHA, PESHA, etc.)  

 A GPS tracking system (i.e., Zonar) was installed on all security vehicles and the facilities administrators 
monitor these activities.  
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We believe that the audit evidence we have obtained is sufficient and appropriate to provide a 
basis for our audit opinion. 

Opinion 

In our opinion, the financial statements referred to above present fairly, in all material respects, 
the cash receipts and disbursements of the Levittown Union Free School District’s 
Extraclassroom Activity Funds, for the fiscal year ended June 30, 2015, in accordance with the 
basis of accounting as described in Note B. 

Basis of Accounting 

We draw attention to Note B of the financial statements, which describes the basis of accounting. 
The financial statements are prepared on the cash basis of accounting, which is a basis of 
accounting other than accounting principles generally accepted in the United States of America. 
Our opinion is not modified with respect to that matter. 

 

 
 
R.S. Abrams & Co., LLP 
Islandia, New York 
November 4, 2015  
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