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NATURE AND PURPOSE 

All Georgia Local Units of Administration (LUA) are subject to an annual audit. The Georgia Department of Audits And Accounts (DOAA) audits most LUAs but some LUAs are audited by private certified public accounting firms. To assist the auditors with the audit the LUA’s financial statements, note disclosures and accounting records, LUAs have a responsibility to provide certain information to facilitate the audit process and to allow the auditors to maintain their independence. This chapter discusses these responsibilities which should help the LUA to be better prepared for the annual audit. 

GENERAL INFORMATION 

There is some basic information that the independent auditor will need to audit the LUA’s accounting records. Generally, the information requested assumes that the auditor will draft the financial statement and related note disclosures from the LUA provided information. The following is a list of these items, including a brief description, as applicable. 

 Funds - A listing of all funds used during the fiscal year, including the fund number and name. 

 Trial Balances - A balanced trial balance for each fund’s general ledger. The LUA should conduct a cursory review of the trial balance to insure its accuracy. For example, most asset accounts and expenditure accounts should report debit balances and most liability accounts and revenue accounts should report credit balances. Also, fund balance normally reports a credit balance. 

School Food Service Fund Trial Balance - A balanced trial balance for the School Food Service Fund. The trial balance should be presented at a summarized level. 

Prior Year Audit Findings - A copy of the clearance letter from the Georgia Department of Education (GA DOE) regarding any prior year audit findings. Also, a copy of the LUA’s corrective action plan regarding the prior year’s findings should be provided. 

 Board Policies - Copies of any new or updated policies. 

 Financial Policies - Copies of any new or updated policies. 

 Leases - Copies of any operating or capital leases in which the LUA entered into during the fiscal year under audit. 

 Unemployment Compensation - Copies of billings and related cancelled checks for 

unemployment compensation provided by the Georgia Department of Labor for the fiscal year under audit. 

Board Minutes - Documentation of the school board minutes for the fiscal year under audit. 

 School Board Members - Documentation of payroll earnings histories and vendor payment details relating to any payments to school board members for the fiscal year under audit. 

 Budgets - Copies of the original adopted and the final (i.e., after all current fiscal year 
amendments) amended budgets for each fund. Revenues should be summarized at the 
following source level:
· Property taxes
· Sales taxes
· State funds
· Federal funds 

· Charges for services
· Investment earnings
· Miscellaneous 

Expenditures should be presented by function. 

 Miscellaneous Documentation - Copies of documentation related to any instances of errors, irregularities, related party transactions, or contingent liabilities identified during the fiscal year under audit or in the subsequent reporting period. 

 Insurance Policies - Copies of the declaration pages for all insurance policies in effect during the fiscal year under audit, including any exclusions. 

 Surety Bonds - Copies of surety bonds for all covered officials and copies of supporting documentation for payments made for the fiscal year under audit. 

 Subsequent Events - Copies of documentation relating to any subsequent events occurring after June 30 of the fiscal year under audit (e.g., bonds issued, a SPLOST referendum approval, losses due to natural disasters, litigation resolved). 

 941 Reports - Copies of the 941 Quarterly IRS Reports for quarters ending 9/30, 12/31, 3/31 and 6/30 of the fiscal year under audit. 

 Superintendent’s Contract - Payroll earnings history and employment contract for the 

Superintendent for the fiscal year under audit. 

 General Journal Entries - A detailed summary of all journal entries made during the fiscal year under audit (by journal entry number) and have available all journal entry supporting documentation. 

CASH AND INVESTMENT INFORMATION 

The following information needs to be provided regarding cash and investments: 

 Copies of the June (i.e., for the fiscal year under audit) bank statements, outstanding check listings, deposits in transit and any other adjustment information for all bank accounts, including the school accounts. 

 Copies of bank reconciliations for the months of May and June for the year under audit for all bank accounts, including school accounts. 

 July, August and September (the months subsequent to the year under audit) bank statements for all bank accounts should be available for review. 

 All system generated cash reports must be available for the fiscal year under audit, check registers reports for the operating and payroll bank accounts for the fiscal year under audit. 

 Copies of all certificates of deposits purchased and/or redeemed during the fiscal year under audit, including renewal notifications. 

 Copies of other investments made during the fiscal year under audit (e.g., Georgia Fund I, U.S government securities)
GOVERNMENT-WIDE FINANCIAL STATEMENT INFORMATION 

The following information generally applies to the preparation of the government-wide financial statements. 

Compensated Absences - A list of the compensated absence liabilities at June 30 for the fiscal year under audit. The schedule should include the liability classified by expense function (i.e., matched against the function in which the employee’s salary is charged). Also, the schedule must include the beginning balance, the amount of compensated absences earned during the year, the amount of compensated absences used during the year and the ending balance. The LUA also must estimate the current portion (i.e., the amount of compensated absences that will be used in the subsequent year) of the year-end balance. The following is a suggested form that the LUA might use to report its changes in compensated absences: 

Outstanding
Outstanding
Amounts Due

Governmental Activities
7/1/2003
Additions
Reductions
  6/30/2004
 in One Year
Compensated absences
$956,208
$125,414
$137,448
$944,174
$128,414
In order to provide supporting documentation for this schedule, the LUA also must have available a listing of the employees, the number of day or hours of compensated absences earned and the daily/hourly pay rates. 

Capital Assets - The following information needs to be provided regarding capital assets: 

 Any changes to the beginning capital asset balances by asset class resulting from physical inventories, changes in thresholds, etc. 

 Current year additions to capital assets, balances classified by asset class, including any 
contributed assets and supporting documentation. 

 A schedule of current year additions, classified by the function to which the expenditure was charged when the capital asset was purchased. 

 Current year deletions to capital asset balances, classified by asset class with supporting 
documentation (e.g., sale, surplus items, items sold). 

 Current year depreciation expense classified by function. 

Exhibit A to this chapter provides a sample form that the LUA might use to report these capital assets. 

General Long Term Debt - The following information needs to be provided regarding general long term debt (normally general obligation bonds, special purpose local option sales tax bonds or capital leases) 

 Copies of documentation (e.g., checks, wire transfers) for principal and interest payments made during the year under audit.

 For any capital leases entered into during the year, provide: 

- A copy of the lease agreement 

- A copy of the lease agreement’s amortization schedule 

 For any bonds issued during the year, provide: 

- The bond closing statement 

- The amortization schedule if not included in bond closing statement
- A copy of the LUA’s official statements relating to the bond issue (if applicable) 

- A signed copy of the bond resolution 

- If the bonds issued are refunding bonds, a copy of the “Non-arbitrage certificate” or tax exempt status letter and the escrow agent’s name and address 

Consider using the following format to account for the current year changes in general long-term debt. 

Outstanding
Outstanding
Amounts Due

Governmental Activities
7/1/2003
Additions
Reductions
  6/30/2004
 in One Year
General obligation bonds
$4,250,000
$     -
$     -
$4,250,000
$135,000

Capital leases
 385,442
126,000
61,545
 449,897
  64,485
Total
$4,635,442
$126,000
$     61,545
$4,699,897
$199,485
Interfund Transactions - The following information needs to be provided regarding interfund balances at year-end and for interfund transfers made during the year: 

 A listing of the interfund balances between funds indicating the amount of the balance, 
by individual funds, and the purpose of the receivable/payable as follows: 

Payable from: 

	
	General  Fund
	                          Special Revenue Fund
	SPLOST Capital Projects Fund
	                             Total

	Payable to:
	
	
	
	

	  General Fund
	$      -      
	$42,000
	$53,000
	$  95,000

	  Special Revenue Fund
	        -
	  10,000
	                  -
	    10,000

	  SPLOST Capital Projects Fund
	240,000
	______
	_______
	  240,000

	Total
	$240,000
	$52,000
	$53,000
	$345,000


 A listing of interfund transfers, by individual fund with the amount and the purpose of the 
transfer, as follows:

Transfers from:
	
	General  Fund
	                          Special Revenue Fund
	SPLOST Capital Projects Fund
	                             Total

	Transfers to:
	
	
	
	

	  General Fund
	$             -    
	           $          -
	$24,786
	     $      24,876

	  Special Revenue Fund
	      92,670
	          -
	                2,900
	    95,570

	  SPLOST Capital Projects Fund
	845,000
	240,000
	_______
	        1,085,000

	Total
	$937,670
	$240,000
	$27,686
	$1,205,356


FUND LEVEL FINANCIAL REPORTING 

Provide the following information relating primarily to the fund financial reporting level. 

Temporary Loans - Documentation related to any temporary loans made during the fiscal year under audits (e.g., tax anticipation notes). 

Taxes - In order to properly accrue taxes at June 30 for the year under audit, provide documentation of receipts of property taxes (from the county tax commissioner or city clerk), of intangible taxes from the county tax commissioner or city clerk or clerk of the superior court and of special purpose local option sales taxes (from the Georgia Department of Revenue) for taxes collected in July and August of the subsequent year to the year under audit. 

Accounts Receivable - A listing of all accounts receivable at June 30 for the year under audit and documentation of subsequent year receipts demonstrating the collection of the accounts receivable. 

Accounts Payable - A listing of all accounts payable at June 30 for the year under audit and documentation of subsequent issued checks demonstrating the payment of the outstanding accounts payable. 

Expired Grant Balances - Documentation of checks for all expired grant balances made payable to the Georgia Department of Education. 

Accrued Salaries and Benefits Payable - The following information is required to be provided for salaries and benefits payable. 

 For the prior year audit period, a listing of the salaries and related benefits payable (i.e., the July and August salaries and benefits relating to the prior fiscal year), presented by expenditure function at June 30. 

 For the current year under audit, a listing of the salaries and related benefits payable (i.e., the July and August salaries and benefits relating to the current fiscal year), presented by 
expenditure function at June 30. 

 The detailed listing of salaries and benefits by employee should be made available, if requested by the auditor. 

School Activity Accounts - Separate these accounts into two classifications, government activity (e.g., athletics, vending) and agency activity (e.g., school clubs). For the agency accounts, prepare a schedule of activity and a consolidate schedule as follows: 

Consolidation of All Schools

Agency Funds

School #1
School #2
School #3
Total

CASH AND CASH EQUIVALENTS
$86,371.00
$14,759.00
$15,836.00
$116,966.00

FUNDS HELD FOR OTHERS
86,371.00
14,759.00
15,836.00
116,966.00

RECEIPTS
419,742.00
69,649.00
55,426.00
544,817.00

DISBURSEMENTS
401,911.00
67,985.00
48,237.00
518,133.00

Excess of Receipts Over

(Under) Disbursements
17,831.00
1,664.00
7,189.00
26,684.00

BEGINNING FUNDS HELD FOR OTHERS
68,540.00
13,095.00
8,647.00
90,282.00

ENDING FUNDS HELD FOR OTHERS
$86,371.00
$14,759.00
$15,836.00
$116,966.00

The bank reconciliation and bank related bank statement for the months of June and July under audit should be copied and available for auditor use. All other bank reconciliations and related bank statements should be available, if requested by auditor. 

For the governmental activity accounts, a detailed listing of revenues by source and expenditures by function and object must be prepared.
The following is an example: 

CONSOLIDATION OF ALL SCHOOLS
GOVERNMENTAL ACTIVITY ACCOUNTS

School #1
School #2
School #3
TOTAL
CASH AND CASH EQUIVALENTS
$87,273.00
$16,159.00
$42,194.00
$145,626.00

FUND EQUITY
87,273.00
16,159.00
42,194.00
145,626.00

REVENUES

1500
Interest
0.00
0.00
 0.00
 0.00

1210
Concession Sales
45,080.00
11,931.00
19,219.00
76,230.00

1220
Donations
42,383.00
3,906.00
15,270.00
61,559.00

1225
Fund Raising/Misc Sales
70,144.00
31,697.00
13,311.00
115,152.00

1230
Gate Receipts
149,718.00
2,486.00
1,286.00
153,490.00

5200
Transfer In
26,545.00
1,018.00
2.00
27,565.00

TOTAL REVENUES
333,870.00
51,038.00
49,088.00
433,996.00
EXPENDITURES

1000
Instruction

Salaries
10,000.00
4,250.00
2,000.00
16,250.00

Supplies and Materials
198,207.00
45,982.00
40,123.00
284,312.00

Telecommunications
 0.00
 0.00
 0.00
 0.00

Other Expenses
 0.00
 0.00
 0.00
 0.00

3200
Enterprise Operations

Salaries 
 0.00
 0.00
 0.00
 0.00

Supplies and Materials
98,722.00
16,048.00
5,526.00
120,296.00

Other Expenses
 0.00
 0.00
 0.00
 0.00

5000
Other Outlays

Transfers Out
4,913.00
 858.00
 101.00
5,872.00
TOTAL EXPENDITURES
311,842.00
67,138.00
47,750.00
426,730.00

Excess of Revenues Over

(Under) Expenditures
22,028.00
 -16,100.00
1,338.00
7,266.00

BEGINNING FUND EQUITY
65,245.00
32,259.00
40,856.00
138,360.00
ENDING FUND EQUITY
87,273.00
16,159.00
42,194.00
145,626.00
A summary report presented by bank account within each school should be prepared. A sample follows: 

Financial Institution/
Cash Balance

Location
Account Number
June 30, 2005
School #1
173,644.00

School #2
30,918.00

School #3
58,030.00
Total All Schools
$262,592.00
Finally, any reports audited either by an independent auditor or the LUA’s internal auditor should be provided. 

GENERAL FUND INFORMATION 

Provide the following information relating primarily to the general fund: 

 A copy of the “Bus Replacement Reserve Calculation”, if applicable. 

 A copy of the “Summary Report of Completion Reports” (From GDOE Administrative 

Web Page). 

 Copies of all contracts initiated with other state and local agencies during the year under 

audit. 

 A copy of the “Final Allotment Sheet” for the year under audit, copies of the July and 
August QBE payment advise for the year under audit, and a copy of the July and August 
QBE payment advice the year end accruals (currently QBE 017 report). 

CAPITAL PROJECTS FUND INFORMATION 

Provide the following information relating primarily to the capital projects fund: 

 Copies of all construction contracts, architects contracts, and related approved change 
orders for all construction projects in progress during the fiscal year under audit. 

 Documents supporting architects and contractor’s requests for reimbursement that were 
paid during the fiscal year under audit and any requests paid after June 30 but relating to 
prior year end. 

 If any projects were completed during the year under audit, a copy of the completion 
letter sent to GSFIC, if applicable. 

OTHER INFORMATION 

Provide the following miscellaneous information: 

 Copies of any trust or agency accounts opened during the year under audit. 

 Copies of expenditure details for lottery purchases for expenditure objects 7XX and 615 and 612 during the year under audit. 

Note that individual auditors may request other information not referenced above.
Exhibit A


Adjusted 

 Balance
 Balance

7/1/2004
Additions
Deductions 
6/30/2005

Governmental activities: 

Capital assets not being depreciated: 

Land 
$5,122,234
$        -
$       -
$5,122,234

Construction in progress 
6,448,354
 327,485
1,347,555 
5,428,284
Total capital assets not being depreciated 
11,570,588
 327,485
1,347,555 
10,550,518
Depreciable capital assets: 

Land improvements 
3,771,115
-
- 
3,771,115

Buildings 
42,785,443
1,347,555
- 
44,132,998

Machinery and equipment 
10,558,819
        -
- 
10,558,819

Busses 
 671,148
 121,442
 61,157 
 731,433

Other vehicles 
 442,147              ____-___                        ___-__
 442,147

Total depreciable capital assets 
58,228,672
1,468,997
 61,157 
59,636,512
Total capital assets 
69,799,260
1,796,482
1,408,712 
70,187,030
Accumulated depreciation: 

Land improvements 
1,004,844
 377,112
- 
1,381,956

Buildings 
8,668,994
1,334,557
- 
10,003,551

Machinery and equipment 
4,887,254
 725,844
- 
5,613,098

Busses 
 71,588
 68,422
 61,157 
 78,853

Other vehicles 
 74,221
 58,585                        ___-__ 
 132,806
Total accumulated depreciation 
14,706,901
2,564,520
 61,157 
17,210,264
Governmental activities capital assets, net 
$55,092,359
$(768,038)
$1,347,555 
$52,976,766
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