
Agenda Item: 5   
 

Finance and Audit Committee 
December 16, 2003 

 
Issue:   Audit Follow Up 
 
 
Proposed action: Discussion 
 
 
Background information:  At the request of the Board of Trustees, the University of 
North Florida has developed an action plan that responds to the operational audit 
conducted by the State Auditor General’s Office.  This discussion will provide the 
Finance and Audit Committee with a summary of this plan. 
 
 
 
Attachment:  Summary of Audit Follow Up 
    
  
 



FAC Item 5 
Summary of Audit Follow Up 
 
Finding No. 1: The University should continue its efforts in changing its business processes to 
conform to its new Enterprise Resource Planning system software, actively participating in the 
implementation process, and closely monitoring the vendor’s performance. 
 
Recommendation: We recommend that the University maintain its commitment to the 
successful implementation of the new ERP system by continuing its efforts in changing its 
business processes to conform to the software, actively participating in the implementation 
process, and closely monitoring the vendor’s performance. 
 
University’s Response:  The University continues to maintain its commitment to the successful 
implementation of the new ERP system. The University is undergoing a business process analysis 
with each module to evaluate our current processes. It is also exploring the benefits Banner 
offers and modifying processes as appropriate. The University is actively involved in every stage 
of the implementation process.  UNF disagrees with the audit finding that there is not a 
contingent relationship between deliverables and payment of fees. In fact, this issue was 
thoroughly addressed during negotiations and SCT agreed to changes to the contract 
language in Section 5 “Delivery”, to the satisfaction of UNF prior to execution of the contract. 
The contract as executed includes a comprehensive document detailing SCT milestones and 
deliverables.  Signoff on deliverables is required by UNF subject to terms set forth in both the 
Software License & Services Agreement and also in the Scope of Services. Signoff by UNF is 
also required to authorize quarterly payments. If deliverables are not provided on the quarterly 
schedule, UNF may choose to disapprove quarterly payments until deficiencies are corrected. 
UNF also negotiated a dispute resolution mechanism to aid in resolving these types of issues 
with SCT. In addition, UNF controls this process by employing a centralized individual Project 
Manage throughout the entire SCT implementation, who is responsible for ensuring both the 
acceptance of deliverables and the vendor’s performance, and the corresponding payment 
approval. 
 
Status Update:  The University is reviewing all business processes to conform to the 
software.  The only modifications anticipated are those necessary to comply with State 
requirements.  In addition, processes are being revised to gain efficiencies.   
 
There are five teams that meet on a regular basis.  In addition, the team leaders meet as a 
Coordinating Committee. The Steering Committee currently meets monthly to review the 
progress of the teams and system implementation, and to recommend policy decisions.  The 
University continues to monitor the contract and vendor’s performance.  
 
 
Finding No. 2: The University Center’s controls over cash collections did not include written 
policies and procedures, require mail receipt logs, or provide for adequate separation of duties. 
 
Recommendation: We recommend that the University continue its efforts to ensure proper 
accountability for University Center collections. 
 



University’s Response: At this time, the University has accounted for all collections. To 
strengthen controls over cash, the University has revised written policies and procedures, 
reinstated the cash receipt logs and retains copies of all checks and credit card transactions. The 
University has included additional staff in the process to ensure the separation of duties, thus 
eliminating the incompatibility of duties.  Additionally, cash collections of nearly 95% will be 
eliminated by a new procedure implemented in conjunction with the Food Service provider for 
cash bar sales. The Center no longer receives the cash for bar sales from Chartwells. Instead, 
the total amount collected in bar sales is deducted from the Food Service provider’s monthly 
invoice. A safe deposit box will be provided as well as a convenience for customers and to secure 
payments received until a deposit is made.   
 
Status Report:  As indicated in the response, the cash and deposit procedures have been revised and 
implemented.  A safe deposit box is now on-site. 
 
 
Finding No. 3: The University did not adequately monitor its vendor compliance with auxiliary 
agreement terms and conditions. 
 
Recommendation: We recommend that auxiliary agreements be appropriately monitored from 
their inception, and that the monitoring process be adequately documented. Additionally, 
budgeting and accounting records should be updated for all appropriate transactions. 
 
University’s Response: Some of the issues addressed in this finding were identified internally by 
UNF personnel and brought to the attention of the UNF Office of Inspector General. The 
University has analyzed the food service capital investment expenditures and the University is 
ensuring that full value is received from the vendor.  In order to formalize the monitoring 
process, Auxiliary Services  has implemented tracking and monitoring systems through 
spreadsheets and will be developing a “Contract Deliverables Checklist” for each contract, 
including documentation requirements. In regard to non-cash terms and conditions, they will be 
tracked for vendor compliance through the deliverables checklist and be accounted for in 
accordance with generally accepted accounting principles.   
 
Status Update:  The University has had multiple meetings with the food services vendor and 
reviewed many documents.  Final documentation is expected by the end of December and a final 
fair value will be agreed upon.   
 
A draft “Contract Deliverable Checklist” has been developed for each contract.  This will be 
reviewed by management, revisions made if necessary, and implemented by the end of December.   
 
 
Finding No. 4: The University did not adequately document its campus concession fund 
expenditures to evidence the purpose and benefit in serving higher education. 
 
Recommendation: We recommend that the University revise its procedures to ensure that 
expenditures from campus concession funds are adequately documented to evidence the purpose 
and benefit serving higher education. 
 
University’s Response: Currently, the Concession Fund Information and Justification Form 
requires individuals expending concession funds to identify how the event served the interests of 



higher education. The University will ensure that this form is completed with sufficient detail 
prior to making reimbursements. 
 
Status Update: The Accounts Payable staff has been trained to review the request form to ensure 
appropriate documentation of the benefit to the State.  Campus-wide training will be held in 
February. 
 
 
Finding No. 5: The University overpaid two employees when changes to their employment 
status were not promptly or accurately processed. 
 
Recommendation: We recommend the University enhance its procedures to ensure that changes in 
employment status are promptly and accurately processed to preclude overpayments. The 
University should also continue its efforts to recover the overpayments. 
 
University’s Response:  The University has recovered the $3,052 overpayment in full and 
$1,503.86 of the $1,754 overpayment. The University will continue its efforts to collect the 
remaining monies due. The Payroll Office in coordination with the Office of Human Resources 
and the Center for Professional Development Training will offer departmental training to on-
campus departments to explain and re-enforce University policies and procedures and the 
importance of accuracy in the processing of payroll certifications. 
 
Status Update:  The employee has terminated employment with the University.  In accordance with 
usual procedures, the balance has been referred to the Bureau of State Payroll for collection.   The 
Office of Human Resources will conduct training for on-campus departments in January and 
February 2004.  This training will explain University policies and procedures and reinforce the 
importance of accuracy in the processing of all payroll documents.   
 
 
Finding No. 6: University records did not document that lump-sum bonus payments made 
to 14 employees were in accordance with applicable rules. 
 
Recommendation: We recommend that the University enhance its procedures to ensure that 
bonus payments are made in accordance with applicable rules. 
 
University’s Response:  While all bonus payments were made in accordance with applicable 
rules, the University failed to record the rationale for bonuses to fourteen employees. Memos 
have been put in each of the employees’ files documenting the basis for those bonuses. 
 
Status Update:  As noted in the response, this is completed.  In the future, the University will ensure 
that the appropriate documentation is in the respective employee’s file. 
 
 
Finding No. 7: The University did not routinely verify education and experience for certain newly 
hired employees. 
 
Recommendation: We recommend the University ensure that required documentation of education 
and experience is timely obtained and reviewed for newly-hired employees. 
 



University’s Response:  University policy is to conduct reference checks as a requirement to any 
offer of employment. The Office of Human Resources will partner with the Office of Equal 
Opportunity Programs to continue to work with all departments within the University to ensure 
thorough reference checks are being conducted and documented prior to offers of employment 
being made. The completion of documented reference checks will be added to the current 
Employment Recommendation package checklist effective September 2, 2003. 
 
Status Update:  The completion of documented reference checks was added to the current 
Employment Recommendation package checklist effective September 2, 2003, and can be found on 
the Equal Opportunity Program’s website at http:www.unf.edu/dept/equalop/A&PChecklist.htm.  
 
 
Finding No. 8: University management did not adequately monitor Faculty Activity Reports to 
ensure they were timely prepared and accurate and included narratives documenting 
accomplished noninstructional activity. 
 
Recommendation: We recommend that University management monitor Faculty Activity 
Reports to ensure that the Reports are properly completed and filed within the established 
deadline. We also recommend that the University review procedures for assigning noninstructional 
duties to ensure that the basis for FTE allocations are reasonable. Additionally, the University 
should consider the benefits of requiring noninstructional activity narratives, including objective 
performance measures or indicators when possible, particularly when assigning a faculty member 
more than 1.0 FTE.  
 
University’s Response:  Chairpersons and Deans have been notified that faculty activity reports 
are to be completed and signed by the Chair and the Dean (or representative) no later than five 
weeks after the end of each instructional period (Fall, Spring, and Summer). The Office of 
Academic Affairs will monitor compliance with this requirement.  Chairpersons and the Deans 
regularly review faculty assignments to ensure that FTE allocations in teaching, 
research/scholarship, and public service are appropriate.  The University has considered the 
benefits of requiring noninstructional activity narratives on faculty activity reports and has 
concluded that such narratives are not necessary.  We will continue to focus on the annual 
evaluations as the mechanism for documenting fulfillment of assigned duties and responsibilities 
for faculty and staff, while also complying with the requirements to provide effort reporting for 
purposes of 12-hour law compliance. 
 
Status Update:  As noted above, the Provost has notified colleges and departments that Faculty 
Activity Reports (FAR) must be submitted within five weeks of the end-of-the-term. The Office of 
Academic Affairs will monitor compliance with these deadlines, the first of which will be January 
16, 2004.  As stated in the response to the Office of the Auditor General, the University will 
continue to use annual faculty evaluations in verifying the completion and quality of non-
instructional activities, in compliance with the State’s “12-hour law,” as has been its ongoing 
practice. 
 
 
Finding No. 9: The University’s purchasing card manual did not address the actual manner in 
which the cards were utilized, and required monthly transaction reconciliations were not prepared 
timely or correctly. 
 



Recommendation: We recommend that the University’s purchasing card manual address current 
procedures and that monthly reconciliations be timely and correctly prepared. Additionally, in 
connection with its Enterprise Resource Planning system implementation, we recommend that the 
University consider the benefits and efficiencies associated with an expanded distribution and use of 
purchasing cards. 
 
University’s Response:  Prior to October 2002, Purchasing Cards were in use only by the 
Purchasing Department and the Travel Office (airline tickets only). Designated staff in these 
areas were considered institutional users and their cards were granted limits customarily 
available to them in their positions.  When campus usage was expanded to individual users, 
lower limits and additional controls were established.  These users were trained and received a 
manual applicable specifically to individual users. This manual was amended in October 2002 to 
reflect both usage types. All current cardholders have an agreement on file and all reviewers 
have applications on file. The Controller’s office has made changes to the monthly reconciliation 
report to facilitate the timely and correct preparation of the form. The University is currently 
expanding the use of the purchasing card and as of August 26, 2003, UNF has a total of 33 
active cards in the university community. The University’s new Enterprise Resource Planning 
system accommodates the usage of purchasing cards and the University plans to take advantage 
of this functionality.   
 
Status Update:  The University now has a total of 45 active Purchasing Cards.  The Controller’s 
Office implemented changes to the Purchasing Card reconciliation checklist.  The Paid Charges 
Report is sent each month to the group coders/reviewers, along with the Purchasing Card 
Reconciliation report.  Training was held in September to explain the new process.  
 
As the University implements the new Enterprise Resource Planning (ERP) system, the University 
will expand the program.  
 
 
Finding No. 10: The University’s tangible personal property inventories were not complete and 
property records were not timely updated for dispositions. 
 
Recommendation: We recommend that the University strengthen its procedures to provide for 
complete annual physical inventories of all tangible personal property, including appropriate 
follow-up for items not located, proper control of off-campus property, and timely processing of 
surplus property requests and updating of tangible personal property records for dispositions. 
 
University’s Response:  The newly appointed Property Manager, under the direction of the 
Associate Controller, will review the University’s property procedures, making revisions as 
necessary to strengthen the annual inventory process. The University plans to decentralize the 
process by appointing Departmental Custodians who are both accountable for their 
department’s inventory and responsible for performing an annual inventory, which will 
strengthen controls by placing accountability at the lowest level. These inventories will be 
subject to sampling by the Property Office as well as internal and external auditors.  
  
Status Update:  The Controller’s Office has implemented procedures for Divisions to perform their 
own annual inventory.  The Division of Administration and Finance already has completed 75% of 
its Departments’ inventories.  Distribution of the new decentralized procedures to the other 



Divisions will begin in January 2004.  After the Departments complete the inventories the 
Controller’s Office will perform random audits. 
 
 
Finding No. 11: The University did not require that the lessor obtain a certificate of occupancy 
before occupying the space.  
 
Recommendation: For future lease agreements, we recommend that the University obtain a 
certificate of occupancy before taking possession of leased facilities. 
 
University’s Response:  Per Section I of the lease, it was the obligation of the lessor to obtain the 
certificate of occupancy. The University was not the party able to obtain the certificate of 
occupancy. In the future, the University will request a copy of the certificate of occupancy prior 
to occupying leased facilities, if required by the lease agreement. 
 
Status Update:  Per the response, no action item is required at this time.  
 
 
Finding No. 12: University records did not document that leased portable facilities were 
acquired in the most economical manner. 
 
Recommendation: We recommend that the University review and revise its procedures related 
to leased portable facilities to ensure they are acquired in the most economical manner. 
 
University’s Response:  Decisions to lease or purchase are based on anticipated time needs and 
availability of funds to purchase. Due to extensive funding cuts in recent years, funding for the 
purchase of portable buildings has not been available and renewing leases was the only viable 
option. The University has informally performed analyses to ensure the most economical 
procurement of portable space. The University’s Space Committee discusses and recommends 
these issues.  Available space on campus is very scarce and will continue to be so until 
additional new space is built or otherwise provided. 
 
Status Update:  The University will continue to analyze lease versus purchase transactions 
with consideration given to anticipated needs and available budget.   
 
 
Finding No. 13: The University did not follow applicable Florida Statutes governing professional 
selection of an engineering firm. 
 
Recommendation: We recommend that the University implement procedures to ensure 
compliance with the professional selection requirements of Section 287.055, Florida Statutes. 
 
University’s Response:  The University will implement procedures to ensure compliance with the 
Professional Services Selection Requirements of F.S 287.055. 
 
Status Update:  Facilities Planning is drafting comprehensive construction procedures for the 
process.  These procedures will include all the applicable Florida Statute provisions, including F.S. 
287.055. 
 



 
Finding No. 14: The University did not adequately preaudit invoices submitted by its 
architectural and engineering firms. 
 
Recommendation: We recommend that the University enhance its preaudit procedures of 
invoices submitted by architectural and engineering firms to ensure that all charges are properly 
supported and authorized under contract terms and State law. Additionally, the University 
should obtain refunds of any improper charges. 
 
University’s Response:  While some of the items were negotiated as part of a lumpsum contract, 
they were paid on a not-to-exceed basis. Required supporting documentation is not available. 
The overpayments of $877 for reimbursable expenses are being collected from the design firms 
noted. In addition, the department has hired an accountant to assist with monitoring these 
construction contracts. 
 
Status Update:  The overpayments of $877 have been collected.  Facilities Planning 
continues to monitor construction payments to ensure all charges are properly supported 
and authorized.  
 
 
Finding No. 15: The State Attorney’s Office is currently investigating alleged purchasing 
Improprieties involving a former University employee and University Foundation moneys. 
 
Recommendation: We recommend that the University continue its efforts in assisting the State 
Attorney’s Office in this matter and in enhancing its purchasing procedures.   
 
University’s Response:  University concluded its investigation of this matter in the spring of 2003 
and the case was turned over to State Attorney for action. University continues on regular basis 
to contact State Attorney for updates.  Also in early 2003, the Foundation brought in an external 
auditor (KPMG) to review controls and ensure proper purchasing procedures. KPMG reported 
to the University that there were adequate controls in place to protect the Foundation’s 
resources. 
 
Status Update:  The State Attorney’s Office continues to seek a resolution among the 
parties.  
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