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STATE OF OKLAHOMA
OFFICE OF THE AUDITOR AND INSPECTOR

JEFF A. McMAHAN

State Auditor and Inspector

May 1, 2006

TO THE ADVISORY COMMTTEE OF TH OFFICE OF HAICAPPED CONCERNS

Transmitted herewith is the agreed-upon procedures report for the Offce of Handicapped Concerns. The procedures
we performed were conducted purt to 74 O.S., §212.

The Ofce of the State Auditor and Insptor is commtted to servg the public interest by providing independent
oversight and by issuing reports tht serve as a mangement tool to the State. Ou goal is to ensure a governent
that is accountable to the people of the State of Oklahoma.

We wish to tae ths opportty to express our appreciaton to the agency's sta for the assistace an cooperation
extended to our offce durg the course of our engagement.

Siacerely,.... .0 ¿,ß
L71i~Al*. '''11~(Wi&~~--

. .. 1(' McMA
¡:. SWIe Auditor and Inspector

2300 Nort Lincoln Boulevard. Room 100 State Capitol. Oklahoma Cit, OK 73105-801 . (405) 521-3495. Fax (405) 521-3426. ww.sai.state.ok.us
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Background

The mission of the Offce of Hadicapped Concerns is to provide accurte and tiely inormation,
technical assistace, referral, and advocacy. The Offce acts as an intermediary for persons with
disabilities and provides servces to those with disabilities.

Advisory Committee

Per 74 O.S. § 9.26, 'The Governor's Advisory Committe to the Offce of Hadicapped Concerns shal
be composed of fort (40) members who shal be appointed by the Governor. Such members shall serve
at the pleasure of the Governor. Twenty of such members shal be people with disabilities or the parents

of people with disabilities.. . "

Key Staff

STEVEN STOKES.............. ............................... ..................... ........ ....... .... .... .................. .......... DIRCTOR
DALENE BARTON .................. ............. ........... ....... ................................... ......... .......... OFFCE MAAGER

Advisory Commttee Officers

1V~ lJu 1Vasopust~------------------------------------------------------------------------~---------------Cltan
Charlie Jones---~-~~-------------~---~----------------------------------------------------~------------- \rice Chairman
Chales Tiessen------------------------------------------ -----------------------------------------------------Secretry
Alton Spradlin------------------------------------------------------------------------------------------------Pas Charman
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STATE OF OKLAHOMA
OFFICE OF THE AUDITOR AND INSPECTOR

JEFF A. McMAHAN
State Auditor and Inspector

INDEPENDENT AUDITOR'S REPORT
ON APPLYIG AGREED-UPON PROCEDURES

We have performed the procedures enumerated below, which were agreed to by management of the Ofce of

Hadicapped Concern, solely to assist you in evaluatig the effectiveness of your intern controls over the receipt and
disbursement process, the safegudig of capita assets, and in determg whether selected receipts and

disburment are supported by underlyig records for the period July 1, 2004 though Decmber 31, 2005. Ths agrd-
upon procedures engagement was conducted in accordace with stadads applicable to attesttion engagements
contaed in Government Auditing Standards issued by the Comptroller Genera of the United States. The sufciency of
these procedures is solely the responsibility of the speced pares in this report. Consequently, we make no
representation regardig the suciency of the procdures described below either for the purse for which ths report
has been requested or for any other purose.

1. We compar the Ofce of Hadicapped Concerns intern controls over disburements with the following
criteria:

. Accounting duties were segregated by fuctions into those who intite or authorie trctions;

those who execute tranctons; and those who have responsibilty for the asset, liabilty, expenditue,
or revenue resultig ftom the trsaction;

. Disbursements were reconciled to Ofce of State Treasuer and Ofce of State Fince records;

. Disburement were supported by an origi invoice;

. Timesheets were prepared by employees and approved by supervsory personnel;

There were no fidings as a resut of avplvig the proceures.

2. We randomly selected 60 vouchers and:
. Compared the voucher amount and payee to the invoice amount and payee;
. Compared the voucher amount and payee to the CORE system;

. Compard the fud ty to which the disbursement was chaged in CORE to the CAF fund tye

listig for consistency;

. Compared the nate of the purchae to the account code description to determine consistency.

There were no fidigs as a resut of applying the procedures.

3. We compared salares set by statute, if any, to the act saar paid to detenne the statutory limit was not
exceeded.

There were no fidi~s as a result of applying the procure.

4. We identifed any employees who appeared on the December 2005 payroll but not on the June 2004 payroll
and observed the intial "Reuest for Personnel Acton" (OPM-14) or equivalent form to detenne it was
signed by the appointig authority.

There were no fidigs as a result of aoplying the proceures.

5. We identied any employees who appeared on the June 2004 payroll but not on the December 2005 payroll
and:

. Observed the fi "Request for Personnel Action" (OPM-14) or equivalent form to detenne it was

signed by the appointig authority.
. Observed the mai payroll fudig sheet for the month subsequent to termtion to detenne

employee no longer appeed.

There were no fmdings as a result of applying the procdures.

2300 North Lincoln Boulevard. Room 100 State Capitol. Oklahoma Cit, OK 73105-01 . (405) 521-3495. Fax (405) 521-3426. ww.sai.state,ok.us



6. We randomly selected 10% (but no more than 20) of the employees from the December 2005 payroll an
agree the amount pad to the "Request for Persnnel Action" (OPM-14) or equivalent form tht was in
effec for June 2005.

There were no fidiRs as a resut of applyig the proceurs.

7. We compared the Ofce of Hadicappe Concerns inern controls over purchase cards with the following
criteria:

o Puchase card policies and procedures as requied by the State Purchase Card Procedures and the
Oklahoma Central Purchasing Act were incorprate ino th Ofce of Hadicape Concerns

policies and procedures, (1.6. Conditions of participation)
o Pucha cad Admsttor, designated back-up Admstror, an Approving Ofcial were

estblished, (3.5. State Entity P/CardAdministrator an 3.6. State Entity Approving Offcials).
o Pucha ca Admsttor, designed back-up Admsttor, Approving Ofcial(s), and

purchase cadholders completed the trg prescribed by the State Puchaing Director and
signed the Stae of Oklahoma Puchase Cad Employee Agreement form (3.9. Training an 3.10.
Purchase Card Employee Agreement).

o Cadholders submitted monthy trction logs with suportg documentation which were

revewed and approved by the approprite personnel, (6.4. Transaction logs, 6.5. Receipts for

purchase, 6.9.1. Cardholder responsibility and 6.9.2. Entity approving offcial(s) responsibility).
o Madatory categories of controls and lits were established for each purchase card, i.e. credit

lit. single purcha lit, and Merchat Category Coe Group, (6.1.5.1. Card controls and

limits).
o Controls were estlished to ensure th purchae cads ar not us for prohibited purchaes, i.e.

travel, cash advaces, motor fuel, etc...., (6.2.3. Other prohibited purchases).
o Duties, contol respnsibilties, an the appropriate chals of communcation were estblished

and communcaed to purchase cardholders to reprt suspeced improprieties regardig purchase
cad use.

There were no fidi~s as a resut of applying the procedures.

8. We identied employees tht are purcha cad holders and determed the Ofce of Hadicapped
Concerns retaed the origi employee signed copy of the State of Oklahoma Pucha Card Employee
Agrment. (6.1.. Employee picard agreement).

There were no fidigS as a result of applvig the procedures.

9. We exaed al purche cad trctions to determe they were in compliance with th maory

categories as speced in 6.1.3. Employee picard agrement, 6.1.5. Card controls and limits an 6.2.2. Split
purchases of the State of Oklahoma Purchase Card Procedures issued by the Depaent of Centr
Servces:

o A credt lit (doll amount per cycle) was estalished for each cadholder;

o The dolla amount of each trsacton did not exceed the single purchae lit of $2,500;
o Each purcha cad was assigned an approved Merchat Cagory Code Group;

o We compared purchases from the sae vendor on the sae date to determe whether the
purchae was for the sae item and whether in the aggrgate, the cad purcha lit was
exceeded (i.e. split purchasing).

There were no fidigS as a resut of applyig the procurs.

10. We randomly selected -- of the .J Ofce of Handicapp Concerns purchase card trsactions and:
o Determed trctions were !! for prohibited purchaes as stated in 6.2.3. Other prohibited

purchases of the State of Oklahoma Purchase Card Procedures. These prohibited purchases
include:
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. Travel including, but not lited to, transporttion, enterent, food and beverages,

travel agencies, and lodgig.
. Cash, cash advances, automatic teller machies (ATM.

. Any trsacton or series of trctions which exce the limts established on the

individua purchase card.
. Motor fuel or fluids.

. Gif certcates.

o Inspted transaction logs to determe they were supported by recipts and/or other supportg

documentation and the cardholder and approving offcial reconciled the supportg

documentaon to the monthy memo sttement, (6.4. Transaction logs, 6.5. Receipts for
purchase, 6.9.1. Cardholder responsibilty, and 6.9.2 Entity approving offcial(s) responsibilty).

o Reviewed trction recipts to determe if the use of the purchase card was lited to the
employee whose nae is embossed on the card; (6.10. Card security).

o Exained trction logs to determe the log was reviewed and approved (signed) by the

cardholder and the approving offcial, (6.9.1 Cardholder responsibilty and 6.9.2 Entity
approving offcial(s) responsibility);

o Reviewed receipts and/or other supportg documentation to determe they were anotated
"Received", signed, and dated by the reciving employee, (6.7. Receiving goods and services).

o Examed the receipt and/or support documentation to determe state sales tax was !!
chaged durg the transaction, (6.6. State sales tax)

o Reviewed trsactons to determe they were in compliance with other requiements documented

in the State of Oklahoma Purchase Card Procedures and the Oklahoma Central Purchasing Act:
. Veried with the Deparent of Centr Servce tht the Puchase cad Admstrtors,

back~up Admsttors, Authoried Signers, Approvig Ofcials. an Cadholders have
successfuly completed the Puchase Card Trag conduced by the Departent of
Centr Servces prior to bein issued purchae car, (3.9. Training).

. Inspected trsactions to determe if merchant preference was used by the Ofce of

Hadicapp Concern for cert merchats or tys of contrcts, i.e. sttewide
contrctons, (6.2.5 Merchant preference).

. Determed documents were retaed in accordace with the Ofce of Hadicaed
Concern procedures (6.9.3. Entity retention of statements).

. Compared the nat of the purcha to the commssion's mission for consistency.

There were no fidigs as a result of applving the proceures.

We also prepared a Schedule of Receipts, Disbursements and Chages in Cah from inormtion obtaed from the
statewide CORE accountig system, which is presented in the "Oter Inormtion" section. Ths schedule has been

included for inormona purses only.

We were not engaged to, and did not; conduct an examtion or a review, the objectve of which would be the
expression of an opinon or limited assuce on the cash, recipts, disbursement, and capita assets for the
agency. Accordigly, we do not express such an opinon or limited assurance. Had we performed additiona

procures, other matters might have come to our attenton tht would hae been reprted to you.

Ths report is intended solely for the inormtion and use of management of the Ofce of Hadicappd Concerns
and should not be us for any other purse. Ths report is also a public document pursut to the Oklahoma Opn
Records Act (51 O.S. § 24A1 et seq.), and shall be open to any person for inspection and copying.

C)ì¡ *. Vl/diu
07 ,flI lJEFF A McMA

1/ State Auditor and Inspector

May 1, 2006
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Other Information



Office of Handicapped Concerns
Schedule of Receipts, Disbursements, and Changes in Cash

For the Fiscal Year Ending June 30, 2005

RECEIPTS:
Appropnaton
Federa Grats
Oter

$ 362,128

112,527
28

Tota Receipts

474,683

DISBURSEMENTS:
Persounel
Prof Services

Travel
Misc. Admn.
Rent
Fur and Equip

Maepai
Gen Op/Oter

394,198
10,840
8,691

25,772
26,570
11,803
6,112
5,827

489,813

(15,130)

25,742

$ 10,612

Tota Disburements

RECEIPS OVER (UER)
DISBURSEMNTS

CASH --Beging of Year

CASH --End of Year

Receipts

Federal
Grats ~
24%

Oter
0%

\-~
76%

Disbursements

Rent
5%

Fur and

Equip
2%

Gen
Maint/ep Op/Other
1/ 1%
--

Misc.
Adm.6% ~

Travel
2%

Prof
Servces

2%

Personnel
81%
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