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June 29, 2012

TO: Holly R. Crawford, Director
Office of Emergency Services

FROM: Julie B. Nieminski
Chief of Audits

FINAL REPORT: THE OFFICE OF EMERGENCY SERVICES OFFICERS’ TRANSITION
AUDITS

Enclosed is our report on the Office of Emergency Services Officers’ Transition Audits (Lane to
Reddick and Reddick to Crawford). We have reviewed your responses to our recommendations
and have attached them to the audit report.

The actions taken and/or planned, in general, are responsive to the recommendations in the
report. As required under Board Policy B-44, we respectfully request that you provide quarterly
status reports on the implementation progress of the recommendations. The Office of Audits &
Advisory Services will contact you or your designee near the end of each quarter to request
your response.

Also attached is an example of the quarterly report that is required until all actions have been
implemented. To obtain an electronic copy of this template, please contact Joseph Kelly at
(858) 495-5655.

If you have any questions, please contact me at (858) 495-5661.

JULIE B. NIEMINSKI

Chief of Audits

AUD:JKJ:aps

Enclosure

c. Ronald J. Lane, Deputy Chief Administrative Officer, Public Safety Group
Donald F. Steuer, Chief Financial Officer

Tracy M. Sandoval, Assistant Chief Financial Officer/Auditor and Controller
Dorothy Y. Thrush, Group Finance Director, Public Safety Group
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INTRODUCTION

Audit Objective

Background

Audit Scope &
Limitations

Methodology

AUDIT RESULTS

The Office of Audits & Advisory Services (OAAS) has completed
officers’ transition audits for the Office of Emergency Services (OES).
The objective of the audits was to determine if there is reasonable
assurance that the outgoing officer, Ronald J. Lane and the interim
incoming officer, Herman P. Reddick, as well as the outgoing officer,
Herman P. Reddick, and the incoming officer, Holly R. Crawford, took
appropriate actions and filed required reports as of October 7, 2011
and November 18, 2011, respectively, in compliance with California
Codes, County regulatory requirements, and County policies and
procedures. These requirements were explained in the instruction
letter provided to each officer.

The County Charter requires that the OAAS conduct such an audit
when County officers leave or assume office to determine if certain
affidavits, authorizations, disclosures, and reports are properly
completed and processed. These actions provide for an orderly
transition of officers, establish proper accountability for public assets
and promote the County’s General Management System (GMS),
including its key disciplines of accountability/transparency, fiscal
stability, and continuous improvement.

The reports are the responsibility of the officer who signs them. The
OAAS’ responsibility is to provide an opinion on the reports based
upon the audits.

The audits were conducted in accordance with the International
Standards for the Professional Practice of Internal Auditing prescribed
by the Institute of Internal Auditors as required by California
Government Code, Section 1236.

OAAS reviewed all the reports filed by the outgoing and incoming
officers, obtained supporting documentation, and performed limited
internal control testing.

Summary

Finding I:

In our opinion, there is reasonable assurance that the outgoing and
incoming officers took appropriate actions and filed required reports in
compliance with California Codes, County regulatory requirements,
and County policies and procedures in connection with an officer's
transition, except for the following items:

Insufficient Management Controls over the Preparation of Fiscal
Reports

OAAS identified significant errors in the fiscal reports provided by
OES as part of the officer transition documentation. Specifically:
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Recommendation:

Finding II:

e Trust Fund #49211 with a balance of $1,181,605 and Trust Fund
#49214 with a balance of $37,471 were excluded from the reports;

e The OES Trust Liabilities reports erroneously included Trust Fund
#61031 with a balance of $32,397. While this trust fund is
currently managed by OES staff, the trust fund has been assigned
to the Public Safety Group (PSG) and should not be reported by
OES; and

e The Accounts Receivable report provided for November 2011
excluded Account #11003 with a total receivable of $2,681,407.

As stated by OES management, staff's knowledge and ability to
prepare complete and accurate fiscal reports is limited due to the
absence of key personnel. OES management also indicated that
insufficient training may have contributed to the errors found.

Fiscal reports should include complete, accurate, and reliable data.
Errors on fiscal reports that are not detected and corrected could
result in management and others relying on incorrect data.

OES should implement adequate control activities designed to provide
reasonable assurance that fiscal reports are accurate and complete.
More specifically:

1. Develop a desk manual for staff responsible for preparing fiscal
reports. This manual should provide sufficient guidance to staff to
allow them to prepare complete and accurate fiscal reports;

2. Enhance the review and reconciliation process for the preparation
of fiscal reports. This process should provide reasonable
assurance that the reports have been reviewed for accuracy and
completeness by the appropriate personnel; and

3. Provide sufficient training to staff to ensure that they can perform
their duties effectively.

Unsighted Fixed Assets
OAAS tested a sample of five fixed assets and found that two assets

totaling $16,700 could not be located, as shown on the following table.

Asset No | Description | Amount |
1016715 Secure Scanner $10,534.33
1000008 Compaq Computer $ 6,166.86

The County of San Diego Administrative Manual, Item No. 0050-02-1
(Admin Manual) requires department heads to be responsible for all
property assigned to them. These responsibilities include the
identification and control of these assets, the filing of physical
inventories, and the submission of reports as specified by the County
Board of Supervisors.
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Recommendation:

Finding Il

OES staff stated that the scanner was transferred to the Probation
Department, but the inventory records were not updated to remove
this asset from their records. They also indicated that the computer
had been disposed of in 1999 or 2004 but was not taken off inventory
records. As a result, the OES Fixed Asset Register Report is not
adequately maintained and balances on inventory certificates are
inaccurate.

To improve the accuracy and reliability of fixed asset reporting, OES
should:

1. Strengthen controls to ensure that asset dispositions are recorded
properly. Further, Form 253 should be submitted to make
necessary adjustments to the Oracle Fixed Asset Module (OFAM);
and

2. Provide sufficient training to staff to ensure that they can perform
their duties effectively.

Errors Found on the Minor Equipment Listing

OAAS tested a small sample of minor equipment items and could not
obtain reasonable assurance that the Minor Equipment and Books
Inventory Certificates (AUD Form 501) are accurately presented.
Exceptions were noted in the following areas.

e Assets Recorded But Not Sighted. A Dell Power edge
computer with accessories, listed at $7,846, and dated FY 03/04,
could not be located; and

e Assets Sighted But Not Recorded. During a walkthrough of the
facilities, OAAS sighted a notebook computer cart that was not
recorded on the minor equipment listing. A similar cart is listed at
$1,862.

Also, two minor equipment items had no identifier decals affixed to
them.

In accordance with the Admin Manual, department heads are required
to maintain listings of minor equipment items for which they are
responsible, adding new items as they are received, and deleting
items that are disposed of or no longer in use. The Admin Manual
also requires that department affix unnumbered “County of San Diego”
decals to these assets.

OES staff indicated that the errors related to minor equipment were
caused by insufficient controls over the administration of minor
equipment. In addition, OES has not sufficiently monitored and
reviewed the physical inventory process.

The lack of adequate controls over minor equipment increases the
risk of lost or misappropriated equipment going unnoticed. Further,
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the errors found resulted in the minor equipment balances being
inaccurately reported on the inventory certificates.

Recommendation: OES should improve procedures for maintaining accurate reporting for
all minor equipment items in accordance with the Administrative

Manual. At a minimum, OES should:

1. Remove the item from the minor equipment list when a minor
equipment item is salvaged, or add it when an item is purchased,;

2. Ensure that decals are affixed to all minor equipment;

3. Make the necessary adjustments to the minor equipment listings
following the physical inventory, or as noticed; and

4. Provide sufficient training to staff to ensure that they can perform
their duties effectively.

Office of Audits & Advisory Services

Compliance Reliability Effectiveness Accountability Transparency Ef‘ficiency
VALUE



Office of Audits & Advisory Services Report Nos. A12-018 & 019

DEPARTMENT’'S RESPONSE
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County of San Diego Office of Emergency
Services

5555 Overland Ave., Suite 1911

San Diego, CA 92123 -1251

Phone: (858) 565-3490 Fax: (858) 565-3499

Email: oes@sdcounty.ca.qgov
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June 26, 2012
RECEIVED
TO:  Julie B. Nieminski JUN 29 2012
Chlef Of Auchts OFFICE OF AUDITS &
ADVISORY SERVICES

FROM: Holly Crawford, Director
Office of Emergency Services

DEPARTMENT RESPONSE TO AUDIT RECOMMENDATIONS: THE OFFICE OF
EMERGENCY SERVICES OFFICERS’ TRANSITION AUDITS

Finding I: Insufficient Management Controls over the Preparation of Fiscal Reports

OAAS Recommendation: OES should implement adequate control activities designed
to provide reasonable assurance that fiscal reports are accurate and complete.

1. Develop a desk manual for staff responsible for preparing fiscal reports. This manual
should provide sufficient guidance to staff to allow them to prepare complete and
accurate fiscal reports.

2. Enhance the review and reconciliation process for the preparation of fiscal reports.
This process should provide reasonable assurance that the reports have been reviewed
for accuracy and completeness by the appropriate personnel; and

3. Provide sufficient training to staff to ensure that they can perform their duties
effectively.

Action Plan: OES agrees with the recommendation provided by OAAS. The ability of
OES to prepare the transition audit fiscal reports was limited at that time due to the
absence of key personnel responsible for preparing fiscal reports. During the time the
transition audit took place, the department’s lead financial staff was on maternity leave,
one finance employee was on staff, and an employee from a different department was
temporarily assisting OES with finance duties.

1. OES has developed Transition Audit Policies and Procedures for staff responsible for
preparing fiscal reports related to transition audits. The procedure manual is a detailed
step by step guide to fill out the forms required to prepare the fiscal reports required
during a transition audit. The manual also details how to run the corresponding
reports. See attachment A.

Unified San Diego County Emergency Services Organization

CARLSBAD »CHULA VISTA »CORONADO »COLINTY OF SAN DIEGO #DEL MAR #EL CAJON *ENCINITAS »£SCONDIDO #IMPERIAL BEACH #LA MESA
LEMON GROVE # NATIONAL CITY «OCEANSIDE sPOWAY oSAN DIEGO #SAN MARCOS #SANTEE #»SOLANA BEACH #VISTA
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Completion Date: Completed. May 11, 2012

2. All fiscal reports prepared by OES finance staff are routed to the next level supervisor
in order to enhance the review process. Fiscal reports will not be submitted to the
requesting department or agency until they have been reviewed by the appropriate
party. The reviewing staff will initial the fiscal report as reviewed before it goes to
OES Director or Assistant Director for signature.

Completion Date: Completed. June 26, 2012.

3. OES Finance staff will be assigned to take Oracle specific LMS training related to
their financial duties. The training will be selected and monitored by their supervisor.
Furthermore, staff will be required to attend Countywide and Group specific training
as it becomes available.

Completion Date: Completed. Training is ongoing,

Contact Information for Implementation: Madeline Smith, Senior Accountant
Finding II: Unsighted Fixed Assets

OAAS Recommendation: To improve the accuracy and reliability of fixed asset
reporting; OES should:

1. Strengthen controls to ensure that asset dispositions are recorded properly. Further,
form 253 should be submitted to make necessary adjustments to the Oracle Fixed
Asset Module (OFAM); and

2. Provide sufficient training to staff to ensure that they can perform their duties
effectively

Action Plan: OES agrees with the recommendation provided by OAAS. OES notes that
the two staff that had overseen and were familiar with the inventory and inventory
management of the department had recently left the department prior to the audit,
resulting in newly appointed staff attempting to provide the auditors with explanations of
historical equipment transfers and adjustments of which they were unfamiliar.
Nonetheless, in this review, it was identified that procedures for managing the subset of
county funded equipment should be strengthened. OES has corrected the fixed asset
report. The required Forms 253 have been submitted to the Auditor & Controller to
transfer and/or dispose of fixed asset equipment that no longer should be included in the
OFAM for OES.

1. OES developed a Capital Assets and Minor Equipment Policy for the department and
this was distributed to all employees of OES at the staff meeting. The Finance
supervisor discussed this policy with the finance staff and continues to reiterate the
importance of updating the fixed asset equipment inventory. See attachment B
Completion Date: Completed. January 1, 2012
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2. OES Finance Staff will develop a step by step procedure on how to update equipment
inventory lists, and the procedure to follow in order to transfer, dispose, and loan
equipment. Furthermore, the procedure will include information on how often to
update the inventory and the forms required to fill out at year end. OES will spot
check inventory at regular intervals to ensure that procedures are being followed.
Completion Date: September 30, 2012

3. OES Finance staff will be assigned to take Oracle specific LMS training related to
their financial duties. The training will be selected and monitored by their supervisor.
Furthermore, staff will be required to attend Countywide and Group specific training
as it becomes available.

Completion Date: Completed. Training is ongoing.

Contact Information for Implementation: Madeline Smith, Senior Accountant
Finding III: Errors Found on the Minor Equipment Listing

OAAS Recommendation: OES should improve procedures for maintaining accurate
reporting for all minor equipment items in accordance with the Administrative Manual.
At a minimum, OES should:

1. Remove the item from the minor equipment list when a minor equipment item is
salvaged, or add it when an item is purchased;

2. Ensure that decals are affixed to all minor equipment;

3. Make the necessary adjustments to the minor equipment listings following the
physical inventory, or as noticed; and

4. Provide sufficient training to staff to ensure that they can perform their duties
effectively.

Action Plan: OES agrees with the recommendation provided by OAAS. OES notes that
the two staff that had overseen and were familiar with the inventory and inventory
management of the department had recently left the department prior to the audit,
resulting in newly appointed staff attempting to provide the auditors with explanations of
historical equipment transfers and adjustments of which they were unfamiliar,
Nonetheless, in this review, it was identified that procedures for managing the subset of
county funded equipment should be strengthened.

1. OES already has taken steps to correct the minor equipment list. The maintenance of
the minor equipment has been assigned to the Accounting Technician (AT), under the
supervision of the Senior Accountant. Currently OES staff is in the process of
updating the minor equipment inventory list, which properly describes the equipment,
date purchased, inventory tag number, and other information that will ensure the item

Report Nos. A12-018 & 019



Office of Audits & Advisory Services Report Nos. A12-018 & 019

is easily located and identified during the physical inventory. Staff is in the process of
locating all the minor equipment and entering the information in the equipment
inventory list. The AT will update the list when an item has changed location, is
salvaged, or a new item is purchased. In addition, equipment tags will be affixed to
the items which do not currently have one, and procedure will be established to
ensure new equipment tags are issued and affixed to new minor equipment purchases.
Completion Date: In progress

2. OES developed a Capital Assets and Minor Equipment Policy for the department and
this was distributed to all employees of OES at the staff meeting. The Finance
supervisor discussed this policy with the finance staff and continues to reiterate the
importance of updating the fixed asset equipment inventory. See attachment B
Completion Date: Completed. January 1, 2012

3. OES Finance Staff will develop a step by step procedure on how to update equipment
inventory lists, and the procedure to follow in order to transfer, dispose, and loan
equipment. Furthermore, the procedure will include information on how often to
update the inventory and the forms required to fill out at year end. OES will spot
check inventory at regular intervals to ensure that procedures are being followed.
Completion Date: September 30, 2012

4. The Accounting Technician is currently being trained on how to complete, and update
the minor equipment inventory. In addition, OES Finance staff will be assigned to
take Oracle specific LMS training related to their financial duties. The training will be
selected and monitored by their supervisor,

Completion Date: Completed. Training is ongoing.

Contact Information for Implementation: Madeline Smith, Senior Accountant
If you have any questions, please contact me at (858) 715-2201

Sincerely,

Y e

Holly Crawford
Director
Office of Emergency Services
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ATTACHMENT A

COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
ADMINISTRATIVE MANUAL

SUBJECT: TRANSITION AUDITS

EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 10F3

REFERENCE:
Charter of the County of San Diego, Section 801.1:
http://mww.sdcounty.ca.gov/cob/docs/charter.pdf

PURPOSE: To establish an OES Transition Audit policy to specify the responsibilities,
reports and actions required of the Outgoing and Incoming Department Head (DH).

BACKGROUND

Certain reports and actions are required of the DH upon leaving office for any reason.
The Auditor and Controller, Office of Audits and Advisory Services (OAAS) is
responsible for performing a transition audit of the reports and actions of both the
outgoing and incoming DH. Anyone who is filling the position as an acting DH will also
follow this procedure.

POLICY:

OES will inform the OAAS of the departure or change in DH and provide the proper
effective date. OAAS will send a letter and transition packet with applicable forms to the
appropriate officers.

The packet will be completed by OES Finance Officer (FO) and sent to the OAAS for a
completeness review. When it is complete OAAS will release the last paycheck of the
outgoing DH. All applicable forms are to be completed within 30 days of the date that

the change of office occurs and submitted to OAAS via OES FO. At a later date OAAS
will do an audit of all paperwork in the packet and report to the incoming Director.

EXAMPLES OF ACCOUNTABILITY REQUIRED:

Outgoing Department Head

Trust Fund Balances

Materials and Supplies Inventory Certificate

Minor Equipment Inventory Certificate

Petty Cash Count and Reconciliation

Fixed Assets Inventory Certificate

Accounts Receivable Reports, including Invoice and Receipt (On Account)
Balances

Other as needed — closing bank accounts or changing signature authorizations;
destruction of signature stamps

8. Complete final Statement of Economic Interest (Form 700)

ok wN=

~

10
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ATTACHMENT A

COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
ADMINISTRATIVE MANUAL

SUBJECT: TRANSITION AUDITS

EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 20F3

Incoming Department Head

1. Taking and Subscribing the oath of office

2. Acceptance of true copies of Inventories provided by outgoing officer: Materials
and Supplies, Minor Equipment, and Fixed Assets
Acceptance of Trust Fund Liabilities, Accounts Receivables, and Petty Cash
Filing of completed signature authorizations - requisitions, trust funds (YE-203c),
Purchasing and Contracting (P&C 119-A), and bank accounts
Accounts Receivable authorizations
Review of Board-approved Incompatible Activities Rules
Preparation and filing of Conflict of Interest Disclosure Statement (AUD 263)
Complete Statement of Economic Interest (Form 700)

nalh o

®~No® o

OES POSITIONS SUBJECT TO TRANSITION AUDIT:
Director, OES

ATTACHMENTS:
1. Desk Procedure Manual: Transition Audit Procedure

QUESTIONS/INFORMATION:

For Any questions of further information contact OES Finance Unit; O-25; Phone
(858)715-2208.

SUNSET DATE: January 12, 2014

APPROVED: __ Hormen Focditick

Herman Reddick
Assistant Director

11
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ATTACHMENT A

COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
ADMINISTRATIVE MANUAL

SUBJECT:  TRANSITION AUDITS

EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 30F3

Updated: 5/1/2012

12
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COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
DESK PROCEDURE MANUAL

SUBJECT: TRANSITION AUDITS PROCEDURE
EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 10F 13
POLICY

See County of San Diego, Office of Emergency Services Administrative Manual: Transition
Audits for information on the Policy

PROCEDURE

Employee Roles:

¢ OES Administrative Secretary:
Receives letters from OAAS for both the Qutgoing and the Incoming Department Heads
(DH). Immediately disseminated to the appropriate people involved - below

e Outgoing Department Head:
Receives the letter addressed to them and ensures OES Finance Unit/Finance Officer
(FO) receives the forms attached to the letter. The FO will complete all the forms, and
gather the required documentation.

¢ Finance Officer (FO):

o

o

o

o

Forms need to be filled out and sent to OAAS within 10 days from the date
outgoing DH leaves office or from the date of the letter.
Receives a copy or original letters (Outgoing & Incoming) and the related
appendix/attachment forms.
Collects all the documents and completes all the forms required from both the
incoming and outgoing DH
= NOTE: Some of the forms have a box for each DH to sign; Ensure that all
the forms have both signatures. Make copies and attach to outgoing and
incoming packets.
Performs the required research, reconciliations, inventory, etc. and gathers backup
documentation.
Completes the forms and routes to the outgoing DH for signature.
Collects the signed forms from the outgoing DH and route the appropriate forms
to the incoming DH, which requires their signature.
Check-marks the boxes for every item that is required. After all the documents are
gathered, check the boxes to make sure all documents are included in each of the
letters (Incoming and Qutgoing).
Forward to OAAS as required.

OUTGOING DEPARTMENT HEAD (DH)

The outgoing DH will receive a letter from OAAS, “Reports and/or Actions required of
Outgoing County Officers other than the Board of Supervisors” — Ensure Finance Officer
receives the letter and the forms.

Updated 5/11/2012
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COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
DESK PROCEDURE MANUAL

SUBJECT: TRANSITION AUDITS PROCEDURE

EFFECTIVE DATE:  JANUARY 1,2012 PAGE 20F 13

All forms will be included with the letter received from OAAS. if not please contact the auditor
in charge to get a copy of the required forms.

Trust Fund Balances

A. Fill out the Report of Trust Liabilities form see attachment A
a) Enter department name

b) List all the trust funds found in the TF/AF Trust Fund/Agency Fund System
1) Go to http://insite.sdcounty.ca.gov/fg3/ac/Pages/services.aspx - Auditor &
Controller Trust Fund Application
2) Login as a guest
3) Inthe “select a search category” box select - DEPARTMENT
4) In the drop down menu select — OFFICE OF EMERGENCY
SERVICES
5) Press “Find your fund” — Print this page

TH/AF patagigies=—

Tound” geriar, IOy yoiar oers of bro sden your ¥OU 4a loeking fes;
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R R kna i e

ove onto the form. Attach the

il e+ (0

¢) Enter the rest of the information from the search ab
print out as the back up to the form.
d) In the first box at the bottom of the form (left side) — Outgoing will select one of
the two options:
1) Verify the necessity for retaining this fund, OR
2) Request this fund to be deleted from the Oracle index

Updated 5/11/2012
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COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
DESK PROCEDURE MANUAL

SUBJECT: TRANSITION AUDITS PROCEDURE

EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 30F 13

e) Outgoing DH — Date, enter the City, and Sign under “Signature of OQutgoing
Officer and/or Authorized Agent”
B. Forward the originals to the incoming DH after signature and send a copy to OAAS.

Materials & Supplies Inventory Certification
In accordance with Government Code 24051

A. Determine if year-end inventory will be used or if a new physical inventory needs to be
performed (If it is agreeable to both officers, an estimated inventory may be filed in lieu
of an actual physical count)
Follow the department’s inventory policy/procedure
Print the inventory excel or database to use as back-up documentation for the certificate
(Check the Triennial inventory) S:\Common\Analyst Files\Triennial Inventory
D. Fill out the Materials and Supplies Inventory Certificate form see attachment B
a) Enter department name
b) Enter an “X” in the appropriate box — Cost, Present Retail Value or Estimated
value (this will depend on whether a physical inventory was performed and
whether the cost was actual or estimated)
¢) If Other basis was used to determine cost — Please explain
d) Perpetual inventory: Answer is NO
€) The total value of the inventory — enter the date the inventory was performed, and
the value at that time (make sure this information matches the backup
documentation)
f) Outgoing DH — Date, enter the City, and Sign under “Signature of Outgoing
Officer and/or Authorized Agent”
E. Forward the originals to the incoming DH after signature and send a copy to OAAS.

QW

Minor Equipment and Books Inventory Certification
In accordance with Government Code 24051

A. Determine if year-end inventory will be used or if a new physical inventory needs to be
performed (If it is agreeable to both officers. an estimated inventory may be filed in lieu
of an actual physical count)

B. Follow the department’s inventory policy/procedure

C. Print the inventory excel or database to use as back-up documentation for the certificate
(Check the Triennial inventory) S:\Common\Analyst_Files\Triennial Inventory

D. Fill out the Minor Equipment and Books Inventory Certificate form see attachment C

a) Enter department name
b) Enter an “X” in the appropriate box — Actual Cost, Estimated value, or Other
basis (this will depend on whether a physical inventory was performed and
whether the cost was actual or estimated)
Updated 5/11/2012
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COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
DESK PROCEDURE MANUAL

SUBJECT: TRANSITION AUDITS PROCEDURE

EFFECTIVE DATE:  JANUARY 1,2012 PAGE 40F 13

¢) If Other basis was used — Please explain
d) Outgoing DH to certify:
1) Enter # of pages included (this form, plus the backup pages)
2) Enter Department Name
3) Enter the High org (A3120)
4) Enter date the inventory was perform/updated
S) The total value of the inventory — enter the date the inventory was
performed, and the value at that time (make sure this information matches
the backup documentation)
e) Outgoing DH — Date, enter the City, and Sign under “Signature of Outgoing
Officer and/or Authorized Agent”
E. Forward the originals to the incoming DH after signature and send a copy to OAAS.

Petty Cash Reconciliation

A. Petty Cash custodian is to perform an actual Petty Cash reconciliation as of the “date of
change” — this the outgoing DH leaves, and the incoming DH enter office.
B. Fill out the Petty Cash Reconciliation form see attachment D. Follow the Departments
Petty Cash policy S:\Common\Admin Manual\FINANCE\Petty Cash 1-16-12.docx
a. Enter date the count is performed
b. Bills on hand — count all the bills and enter the # of bills and the total of each
denomination
¢. Coins on hand — count all the coins and enter the # of coins and the total of each
denomination
d. Inthe table (Payee, Amount, Date, Purpose) list all pending petty cash items
(petty cash that has been paid out, but has not been yet reimbursed by A&C on a
“Petty Cash claim.”
e. The total in the Total of Petty Cash Fund should equal the total of the actual
petty cash fund. Research any discrepancies/differences.
f. Outgoing DH — Date, enter the City, and Sign under “Signature of Outgoing
Officer and/or Authorized Agent”
C. Forward the originals to the Incoming DH after signature and send a copy to OAAS

Fixed Asset Inventory

In accordance with Government Code 24051

A. Fill out the Capitalized Property Inventory Certificate form see attachment E

a) Enter the date to coincide with the departure date of DH — Run the “Fixed Asset
Register report” based on this date — Use this report for back up (see below for
steps)
b) Enter department name
Updated 5/11/2012
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COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES (OES)
DESK PROCEDURE MANUAL

SUBJECT: TRANSITION AUDITS PROCEDURE

EFFECTIVE DATE:  JANUARY 1, 2012 PAGE 50F 13

c) List all the capitalized Property that is owned by OES — as of FY11-12 OES only
owned Furniture & Equipment — see the year end folder for more information
S:\Common‘\Analyst_Files\Year End Reports

1) Sign on to “Oracle EBS Financials R12” system -
http://insite.sdcounty.ca.gov/fg3/ac/erp/Pages/default.aspx - (only
employees who has FA Inquiry responsibility in Oracle will be able to run
the report — Otherwise contact A&C PRGA office
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6) Run and print the report to use as back up documentation for the total
reported on the Capitalized Property Inventory Certificate form.
d) Outgoing DH — Date, enter the City, and Sign under “Signature of Qutgoing
Officer and/or Authorized Agent”

IMPORTANT: Repeat the steps above for all the funds (County & Trust) which have
Capital Assets (CA) —as of FY11-12 both OES — A3120 and HAZMAT Trust - A9170
have CA

B. Forward the originals to the Incoming DH after signature and send a copy to OAAS
Accounts Receivable

A. Fill out the Detail of Account Receivable form see attachment F
a) Enter Department Name
b) Enter A/R account #
NOTE: Make sure to include all the AR accounts on the report of Accounts Receivables
—Run AR reports from Oracle in order to reconcile the OES files and AR balances with
current AR balances. As of FY11-12 OES had AR balances in acct 11063 & 11003 (grant
awards)
¢) Enter Fund # (as of FY11-12: Fund 10100 general fund & Trust Fund 49211
HAZMAT)
d) List each customer name (who the receivable is from)
e) Description: i.e. FY10 EMPG, FY11 SHGP
f) Enter Amount from Federal, State, or Other
g) Revenue account (for grant related a discovery report or a SEFA report will be
very helpful to gather the information) — Also see YE accruals
h) Outgoing DH — Date, enter the City, and Sign under “Signature of Outgoing
Officer and/or Authorized Agent”

B. Backup documentation - Request information from the AR custodian (Currently the
Accounting Technician is responsible for the AR accounts) — Information can also be
obtained from the following files - S:\Common\Analyst Files\ACCOUNTS
RECEIVABLE OR the following reports will help gather information:

a) Log on to OBI (ERP Data warehouse)

b) Select “Oracle EBS Financials” from the menu

¢) Scroll down to “Receivables”

d) From the list of AR reports, choose the one that will give the most complete
information.

Updated 5/11/2012
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C. Forward the originals to the Incoming DH after signature and send a copy to OAAS

Closing Out Bank Accounts

This step is completed only if it is required. It can be done by either officer concerned, or by the
bank, or simply by chancing signature authorization.

Other Business Affidavit

A. Fill out the Qutgoing Officer Affidavit Completion of Other Business form see

attachment G

a) Print Name

b) Name of incoming officer

¢) Check the box that applies
i. “All required business completed” OR
ii. “All required business completed, except as follows:”

d) Outgoing DH — Date and Sign under “Signature of Outgoing Officer”

B. Forward the originals to the Incoming DH after signature and send a copy to OAAS

Updated 5/11/2012
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Statement of Economic Interest

A. To be completed by the Outgoing DH — Form 700 — See sample print out attachment H
B. Form can be obtained and filled out at
http://www.sdcounty.ca.gov/cob/conflict _interest/info.htm]

a) DH — Enter name

b) Office/Agency

¢} Jurisdiction of Office

d) Type of Statement: for Outgoing DH it should be “leaving Office”

¢) Schedule summary, if applicable

f) Verification — Enter address, phone, and email

g) Print out

h) Sign and date

INCOMING DEPARTMENT HEAD (DH)

Will take and subscribe to the oath of office. If new to the County or have never taken the oath of
office, it is required that they do so in accordance with the Government Code 1360. The forms
are available and filed at the Department of Human Resources.

NOTE: The following forms will be received from the Outgoing DH already
signed; the Incoming DH will review and sign where appropriate to accept
responsibility:

Report of Trust Fund — Attachment A

Materials and Supplies Inventory Certificate — Attachment B
Minor Equipment and Books Inventory Certificate — Attachment C
Petty Cash Reconciliation — Attachment D

Capitalized Property Inventory Certificate — Attachment E

Detail of Accounts Receivable — Attachment F

IS o o

Request for Changing a Petty Cash Revolving Fund

A. Fill out “Request for Establishing or Changing a Petty Cash Revolving Fund” — See
attachment 1 '
Print the form from:
http://insite.sdcounty.ca.gov/fg3/ac/erp/Documents/pettycashrevolving.doc
a) Date
b) Enter Department
c) Select: “Change in Office From”

Updated 5/11/2012
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d) Enter the Outgoing DH name
e) Enter the Incoming DH name
f) Enter the Effective date (the date the Incoming DH took office)
2) Incoming DH will sign the form
B. File the form with Auditor & Controller Dept. — Keep a copy to forward to OAAS

Signature Authorizations

Complete signature authorizations as required. Some examples are:

A. Fill out form P&C 119-A: Authorizes employees to sign Form 253 “Property & Loan or
Transfer Requests) - See attachment J
B. Fill out form YE — 203¢ “Delegation of Authority to Sign Requisitions for Warrants on
Trust Funds” - http://insite.sdcounty.ca.gov/fg3/ac/Pages/oraclevearend.aspx
a) “From:” Enter Department Name and business unit — OES
b) Enter new DH name, department’s name & Organizational Unit (for OES it is
A3120)
c) Enter a list of trust funds (or attach a separate sheet with the list) — NOTE: ensure
that the list is the same as the one used for the REPORT OF TRUST FUNDS
d) Specimen Signature: it is a list of employees authorized to sign the warrants on
trust funds.
e) Enter an “X” in the appropriate line — see form
f) Sign, enter the name of the preparer and their phone #
C. File the form with Auditor & Controller Dept. — Keep a copy to forward to OAAS

Board-approved Incompatible Activities Rules

The Incoming DH will review the Board-approved Incompatible Activities Rules for the
department (OES) currently on file with the Clerk of the Board of Supervisors and available for
viewing at www.sdcounty.ca.gov/cob/incompatible_activities/index.html If they wish to modify
these rules, or if no rules are on file for OES, the incoming DH needs to file a new one or
revised Statement of Incompatible Activities with the Group General Manager for review and
approval.

Conflict of Interest Disclosure Statements

A. Incoming DH will fill out form AUD 263 “Disclosure Statement” — See attachment K
a) NOTE: Consult with the appointing authority for further information and filing
requirements.

Updated 5/11/2012
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Statement of Economic Interest

A. To be completed by the Incoming DH — Form 700 — See sample print out attachment H
B. Form can be obtained and filled out at:
http://www.sdcounty.ca.gov/cob/conflict_interest/info.html

a) DH — Enter name

b) Office/Agency

¢) Jurisdiction of Office

d) Type of Statement: for Incoming DH it should be “Assuming Office”

e) Schedule summary, if applicable

f) Verification — Enter address, phone, and email

g) Print out

h) Sign and date

AUDIT PROCEDURE

A. OAAS reviews all the documents received from OES and will contact the point of contact
(POC) — Finance Officer (FO) will be the primary contact, should they have any
questions on the forms submitted or if there is anything missing.

B. OAAS will schedule an entrance interview in order to perform field work. This will
include but is not limited to:

a) Review Department Policy

b) Review Financial documentations

¢) Sight equipment

d) Ask questions about procedures and others

C. At the conclusion of the field work, OAAS will have a “Fieldwork Exit Confercnce -

This will include information such as:
a) Engagement objectives and scope of work
b) Audit results
¢) Audit findings and recommendations
d) Information about the next steps — Reporting process:
i. OAAS Prepares a Preliminary Draft Report (PDR)
ii. COA distributes the PDR to QA stakeholders
iii. COA conducts an exit conference about the PDR
iv. OAAS prepares a Final Draft Report (FDR)
v. COA distributes the FDR to departments for responses
vi. COA publishes the Audit Report and the responses
vii. Department prepares action plan status reports quarterly
viii. Non-responsive follow up — after two business weeks

Updated 5/11/2012
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D. The Finance Officer is required to keep the following individuals informed on the status
of the transitional audit:
a) Department Heads (OES Director)
b) OES Assistant Director
¢) PSG Chief Finance Officer
Inform the individuals above about any areas of concern and plan of action
The FO will ask clarification questions from OAAS about any additional documentation
required
G. The FO is required to research and obtain any additional documentation to provide to
OAAS, which will reduce the findings reported on the Final Audit Report.
H. The FO is required to research and clarify any information on the Draft report — Review
the OAAS recommendations and discuss with individuals from “D” above.

i m

Updated 5/11/2012
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o Adocvent A

APPENDIX

COUNTY OF SAN DIEGO
REPORT OF TRUST LIABILITIES

Oracle Trust Fund Name: Oracle Trust Fund No.:

Department Name and Org. Number

TOTAL

INITIAL Y ONE:

| have reviewed this Trust fund and |,

Verified the necessity for retaining

this fund. I hereby acknowledge receipt of a true copy and
Request this fund to be deleted accept accountability of said Trust Fund of the
from the Oracle index. (Department, Office, etc)

1 certify under penalty of perjury that the
foregoing is true and correct

Signature of Incoming Officer and/or

" Authorized Agent

(Date) (City or Town)

Title:

Date:

Signature of Qutgoing Officer and/or
Authorized Agent

AUD FORM 500 (revised 11/07)

Page 1of 7
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Attachment B

COUNTY OF SAN DIEGO
MATERIALS AND SUPPLIES INVENTORY CERTIFICATE

Department Name and Org. Number

1. The value of materials and supplies inventories submitted by this department was computed by use

of the following prices:
Cost Present Retail Value Estimated Value
Other Basis (Please explain)

2. Do you maintain perpetual inventory records for materials and supplies stocked by your
department?

Yes No

3. The total value of the County property in the materials and supplies category for fund number

as of was § .

if $5,000.01 or more, the attached inventory report consisting of pages to ,
inclusive, is a true and complete inventory in detail of all materials and supplies in my possession,
or under my charge.

I certify under penalty of perjury that the foregoing is true and correct.

at
(Date) (City or Town)

Signature of Outgoing Officer and/or Authorized Agent

I hereby acknowledge receipt of a true copy and accept
accountability of the Materials and Supplies inventory of the

(Department, Office, etc.)

Signature of Incoming Officer and/or
Authorized Agent

Title:

Date:

AUD Form 502 (revised 11/07)

Page 3of 7
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Ataechment @

COUNTY OF SAN DIEGO
) MINOR EQUIPMENT AND BOOKS INVENTORY CERTIFICATE

Department Name and Org. Number

1. The value of minor equipment and books inventories submitted by this department was computed
by use of the following prices:

Actual Cost Estimated Value
Other Basis
(Please explain)
I certify under penalty of perjury that the attached inventory report consisting of pages to

, inclusive, is a true and complete inventory in detail of all minor equipment and books in
my possession, or in my charge as head of the

for the fund as of . The total value of this
minor equipment and books was § on that date.
at
(Date) (City or Town)

Signature of Outgoing Officer or Authorized Agent

I hereby acknowledge receipt of a true copy and
accept accountability of said Minor Equipment and
Books inventory of the

{Department, Office, etc.)

Signature of Incoming Officer and/or
Authorized Agent

Title:

Date:

AUD FORM 501 {revised 11/07)
Page 2 of 7
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K Atocaent D

COUNTY OF SAN DIEGO
PETTY CASH RECONCILIATION
Activity: Date:
Amount Authorized: $
On Hand: Bills Qty Total Coins Qty Total
100'3L Loose 1's
50's| Rolled $10.00 0.25|
20‘d Loose 0.25
109 Rolled $5.00 0.10
5'q Loose 0.10
2' Rolled $2.00 0.05
19 Loose 0.05
Bill Total: Rolled $ .50 0.01
Loose 0.01
Coin Total:
Payee # Amount Date Purpose
Total of Receipts:
Total of Coins on Hand:
Total of Bills on Hand:
Total of Petty Cash Fund:
Total of Receipts: Signature of Custodian

| certify under penality of perjury that the
foregoing is true and correct,

I hereby acknowledge receipt of a true copy and accept

(Date) accountability of the Petty Cash Reconciliation of the
(Department, Office, etc.)
(City or Town)
Signature of Incoming Officer and/or
Signature of Outgoing Officer and/or Authorized Agent
Authorized Agent
Title:
Date:
AUD FORM 503 (revised 11/07)
Page 4 of 7
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‘ Attachment G

COUNTY OF SAN DIEGO

OUTGOING OFFICER AFFIDAVIT
COMPLETION OF OTHER BUSINESS

l, ' , to the best of my knowledge, have completed all
(Type or print name)

required business specific to my job responsibilities prior to the expifation of my term of office,
except as indicated below. For incomplete items, | have provided to the incoming officer,

, required information and details necessary for

acceptance and completion of required activities.
D All required business completed

D All required business completed, except as follows:

Signature of Outgoing Officer Date

| hereby acknowledge the affidavit and accept
responsibility of any incomplete business stated above.

Signature of Incoming Officer and/or
Authorized Agent

Title:

Date:

AUD FORM 506 (revised 11/07)

Page 7 of 7
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- Aedawent H

STATEMENT OF ECONOMIC INTERESTS

Report Nos. A12-018 & 019

Date Received

CALIFORNIA FORM 700 i) Use Ciniy
FAIR CAL PF 5 N
A PUBLIC DOCUMENT COVER PAGE
Flease type or print in ink.
NAME OF AILER (LAST} {FIRST) [MIDDLE)
Reddick Herman P
1. Office, Agency, or Court
Agency Name
San Diego County /
Division, Board, Depariment, District, if applicable Your Position

- Office of Emergency Services Interim Director

» I filing for mulliple positions, list below or on an atiachment. £

Agency: . Pasition: . ‘\'l - //
2. Jurisdiction of Office (Check at feast one box) zﬁd

[ State (3 Joqgge (statehide \urisdiefion)

[ Mubi-County X

Ccityof O C}Iherllli

3. Type of Statement (Check at least one box)
[0 Annual: The period covered is January 1. 2010, through Decemb

2010. or . eck ong)
The penod cover __J__f_1 . through ber 31,
?omfm ? leawing office.

3 Leaving Office: Date Left _11 ¢ 17

® The period covered is _10 4 07 ; 11

11

O The period covered is January 1 2010, through the dale of

h the dale

[ Assuming Offic¢* Date . 4
" of leaving office.

[J Candidate: Election Year Office sought if dilferent than Part 1,

4. Schedule Summary
Check applicable schedules or "None.”

[ Schedule A1 - investments - schedule aldched
(3 Schedule A-2 - Investments - scheduig/attached
[0 schedule B - Real Propety - le altached

-or-
None - No reportable interests on any schedule

» Total number of pages including this cover PAGE;

[J Schedule C - Income. Loans. & Business Fosiions — schedule attached
[ Schedule D - Income - Grts - schedule altached
[l Schedule E - income - Gifts - Trave! Payments - schedule atlached

5. Verification

MAILING ADDRESS

SIREET o STATE 2P CODE
{Busingss or Agency Adovess Pecommended - Publc Document)
5555 Overland Ave, Bldg 19 San Diego CA 92123

CAYTIME TELEPHONE NUMBER
( 858 )565-3490

[ MR ADfeECE

herman.reddick@sdcounty.ca.gov

I have used all reasonable diigence in preparing this statement 1 have reviewed this stalement and to the best of my knowledge the iformalion conlained

herein and in any atlached schedules is true and complete. | acknawledge this is a public document.
| certify under penalty of perjury under the laws of the State of California that the foregoing is true and correct.

Date Signed 11/17/2011 si

i Hoe(P oot/

TR a2 pea

iFilg the cngunally gned sralement wit y our fang pifeia

FPPC Form 700 (2010/2011)

FPPC Toll-Free Helpline: 866/275.3772 www.Ippc.ca.gov
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MoChrent T

REQUEST FOR ESTABLISHING OR CHANGING
A PETTY CASH REVOLVING FUND

Date:

To: Chief Financial Officer/Auditor and Controller

From:

{Department)

¢ Establish a find for $ {Claim ORCAPO09 attached)

¢ Discontinue the fund $

O Ine fiieﬂtﬁnﬂﬁom £ tod (0RCAP009mhed)
¢ Decrease the find fom ~ $ to$
3 Change in Officer from | to
effective
—w—
The reason for this request follow:

I hereby affirm that the revolving fund will be used and accounted for in the manner
required by Article 2 of Chapter 2, Division 3, Title 3 of Government Code (Section
29320, et seq.) and that in lieu of filing the bond required by Section 29323 of the
Government Code, my obligation for the faithful administration of said fund and my
willingness and ability to account for and pay over said fund at any time upon demand of
the Auditor and Controller of the County of San Diego will be secured by the blanket
position bond of the County of San Diego. .

Officer
Title

ORCAP021 5/6/2005
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COUNTY OF SANDIEGO

INTER-DEPARTMENTALCORRESPONDENCE

To: Auditor and Controller
Accounts Payable Division (A5)

From:

Reporting Department Name and Oracle Business Unit (DepL.)
Subject: Delegation Of Authority To Sign Requisitions For Warrants On Trust Funds

1, , County or Judicial Officer of the
Department or Judicial District, Organization Unit Number , hereby delegate to the
following, the authorization to sign on my behalf Requisitions on County Auditor for Warrants on Trust Funds.

Trust Fund Number Trust Fund Name
(County or Judicial Officer's Signature) (T iTl&)
Specimen Signature Name Title

I Authority delegation is not required for agency funds.

Officer: Please initial appropriate statement.
This Delegation voids all previously submitted.
This Delegation is in addition to previous delegations.

Please delete these persons previously authorized.

Attach list(s) with additional funds with the same signors.

Prepared By:
Date Name Phone Number

Form YE-203¢
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ATTACHMENT B

COUNTY OF SAN DIEGO
OFFICE OF EMERGENCY SERVICES

ADMINISTRATIVE MANUAL
SUBJECT. CAPITAL ASSETS AND MINOR EQUIPMENT
EFFECTIVE DATE:  JANUARY 1,2012 PAGE 10F 4

PURPOSE

To identify the various classes of property owned by the Office of Emergency
Services (OES); outline the controls that are necessary to adequately safeguard and
account for such assets; and define the responsibility of each unit in providing the
necessary identification, controls, and reporting of OES property.

BACKGROUND

Requirements of Government Code Section 24051, the State Controller, and County
Administrative Code Section 91.1, require department heads to identify and control Fixed
Assets and Minor Equipment, and to assist the Auditor and Controller in maintaining an
inventory of Fixed Assets by serial numbers. Admin Manual 0050-02-1 provides guidance
from the Auditor and Controller, Projects, Revenue and Grants Accounting (PRGA) Division
on implementing these laws. This policy provides OES specific guidance and procedures.
Admin Manual 0050-02-1 should be consulted for situations not covered by this policy.

ADMIN MANUAL 0050-02-1 DEFINITIONS:

A. Capital Assets (previously referred to as fixed assets): are tangible and
intangible assets acquired for use in operations that will benefit more than a
single fiscal year. Typical examples of tangible assets are land, improvements to
land, easements, buildings, building improvements, infrastructure, equipment,
vehicles and machinery. Infrastructure assets are long-lived capital assets that
normally are stationary in nature and can be preserved for a significantly greater
number of years than most capital assets. Examples of infrastructure assets
include roads, bridges, tunnels, drainage systems, water and sewer systems,
dams, lighting and traffic systems. An example of intangible capital asset is
computer software that is acquired or developed for the County’s internal use.

B. Equipment: Is an article of nonexpendable, tangible personal property, having a
useful life of more than one year and must be movable i.e., not be affixed to the
building or a structure. Equipment is further distinguished in that capital
equipment has a unit cost of $5,000 or greater and minor equipment has a unit
cost between $500 and $4,999 (see Admin Manual 0050-02-1 Attachment B fora
Representative List of Minor Equipment).

Form AUD 253. The Finance Unit (FU) has Inquiry capabilities in Oracle Fixed
Assets Module and maintenance duties for Minor Equipment Inventory.

POLICY:

A. Minor Equipment: The Finance Director (FD) may designate items costing less
than $500 as Minor Equipment for tracking purposes when warranted. Unless so
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designated, items on the Representative List of Minor Equipment with actual cost
less than $500 are not Minor Equipment. ltems affixed to a building such as
Security and Telephone Systems are Fixtures not Minor Equipment. See Admin
Manual 0050-02-1, Attachment B, for a Representative List of Fixtures.

B. Unit Cost of a Capital Asset or Minor Equipment: Per PRGA guidance the Unit
Cost used in determining whether an item is a Capital Asset or Minor Equipment

does not include ancillary charges such as freight, ISF fees, etc. Per Admin
Manual 0050-02-1 such charges will be added to the Historical Cost of Capital
Equipment when recorded in Oracle.

C. Marking of Equipment: Equipment costing less than $500 may be marked in the
same manner as that required for Minor Equipment in Admin Manual 0050-02-1.
Particular attention should be given to marking highly pilferable items. County
Property Tags are available from the AAC.

D. Minor Equipment Inventory: The FD will ensure that Minor Equipment
Inventories are maintained for each site. The FD shall maintain a file of changes
and update Minor Equipment Inventories at least annually to reflect all purchase
and disposal actions. Year End Minor Equipment Inventory Certificate estimates
must be based on these adjusted inventories. Commencing with purchases in
FY09/10, inventories will also reflect purchase document numbers to allow
verification of purchase price during audits. Assets recorded on a previous
inventory shall be recorded at the previously listed cost and noted as “historical”.
Assets purchased prior to July 1, 2009 and not listed on a previous inventory
shall be priced at the suggested value.

E. Grant Funded Equipment: Capital Equipment purchased with grant funds may
require special tracking in order to ensure sale process are properly credited on
disposal of the asset.

a. On receipt of a new Property Tag, the FD will review documentation and
determine if the asset is grant funded, and whether the grant requires
tracking. If tracking is required the FD will instruct the Finance Unit (FU) to
affix a label to the asset near the property tag indicating which grant funded
the asset. The FU will also note this information on the Tag Verification Sheet
sent to the Auditor and Controller when the tag is installed.

b. On disposal of a granted funded asset, the FU will prepare a separate AUD
253 for any grant funded asset(s) listing POETA for the account the grant
funded assets are to be deposited in. Write “Grant Funded” on the AUD 253
in the description area.
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CC:

F. Report of Change: Changes to the register of capital equipment in Oracle are
reported monthly by the Auditor and Controller. The FD is responsible for
distributing this report and tracking completion of required action. The FU is
responsible for installing any new tags, reviewing the reports and submitting
Report Cover sheets, Tag Verification Sheets, and any required corrective
documentation within 10 calendar days of receipt. To facilitate this process, the
FU shall keep a pending file on new purchases $5,000 or more and AUD 253's
for equipment that has been disposed or transferred.

G. Transition Inventories: Transition inventories are required as part of the financial
reporting during transition of Directors. Inventory Certificates and supporting
documentation prepared by the FD for Transition Inventories will be reviewed by
the AAC prior to being included in the submission to the Auditor and Controller.

H. Donations: All donated equipment is to be recorded in the appropriate inventory.
See Admin Manual 0050-02-1 for guidance on valuing donations.

I.  Additions/modifications to Buildings: Additions and modifications to buildings
with a value less than $50,000 are not capitalized to the real estate account.
They may consist of a mixture of fixtures and capital or minor equipment.
Whether paid for with government funds or donated, assets conforming to the
capital or minor equipment definitions must be recorded in the appropriate
records.

Compliance with County Records Management Program

All property transfer forms and inventory documents shall be retained in accordance with the
County Global Retention Schedule (currently 3 years), in order to support the triennial
inventory.

SUNSET DATE: This policy will be reviewed for continuance on March 1, 2013.

Approved:

AERMAT? REDDICR”

HERMAN REDDICK
Assistant Director

OES Finance Officer
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