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NOTICE OF MEETING
CALLAWAY AUDIT COMMITTEE

AUDIT COMMITTEE MEETING

WEDNESDAY, OCTOBER 30, 2013, 6:00 P.M.

CALLAWAY ARTS & CONFERENCE CENTER

500 CALLAWAY PARK WAY, CALLAWAY, FL 32404

Pamn Henderson John L' Hewei      Shelley McKinney Larry Johnson Skip Daube

AGENDA

CALL TO ORDER

ROLL CALL

APPROVAL OF MINUTES—October 14, 2013

BUSINESS ITEMS:

ITEM# 1 Discussion ofAuditor' s Observations/ Recommendations with City Manager Collins

i

Sandra B. Hirth City Clerk

If a person decides to appeal any decision made by the City Commission with respect to any matter considered at the meeting, if an
appeal is available, such person will need a record of the proceeding and such person may need to ensure that a verbatim record of
the proceeding is made, which record includes the testimony and evidence upon which the appeal is to be based. Any person
requiring a special accommodation at this meeting because of a disability or physical impairment should contact Callaway' s City
Clerk, at 6601 E. Highway 22, Callaway, FL 32404; or by phone at( 850) 871- 6000. at least five calendar days prior to the meeting.

If you are hearing or speech impaired, and you possess TDD equipment, you may contact the City Clerk using the Florida Dual Party
Relay System, which can be reached at 1- 800-955- 8770( Voice) or 1- 800-955- 7661 ( TDD).

fire Department Leisu e Servtces Planniog/ Code E orcemeM Public Works Arts 3 Conference Center

P: 850-871- 2753 P: 850-874-0031 P:. 850-871- 4672 P: 850-871- 1033 P: 850-874-0035

F: 850-871- 5564 F: 850-874- 9977 F: 850-871- 2404 F: 850-871- 2416 F: 850-874-0706

This institution is an equal opportunity provider and employer."



Agenda Item #  1

City of Callaway Audit Committee
Agenda /tem Summary

October 30, 2013

Discussion of Auditor' s Observations/Recommendations with City Manager Coilins

1.  PLACED ON AGENDA BY;   2.  AGENDA:

PRESENTATION

Shelley McKinney, Chairman PUBLIC HEARING

CONSENT
3.  PRESENtED BY: REGULAR

Shelley McKinney, Chairman

4.  1S THIS/ TEM BUDGETED(! F APPL/CABLE)?: Yes p No

N/ A

S.  BACKGROtlND: WHY, WHAT. WHO. WNERE. WHEN. HOW. 8r IDEIYTIFYALL ATTACNMENTS)

The City' s Auditors, Warren Averett, recently reviewed the several of the City' s procedures/ transaction cycles and had 4
observations/ recommendations. The Audit Committee had a telephone conference with Ms. Angela Balent, representing
Warren Averett, on October 14, 201. After these issues were discussed, it was decided they would like to speak with City
Manager Collins regarding how he is addressing the observations/ recommendations.

ATTACH M E NT:

September 12, 2013, Letter from Warren Averett

6.  REQUESTED MOTION/ACT/ON:

Discussion of the changes made to procedures with regard to the 4 recommendations received from the Auditors.



Warren 45 Eqlin Park ay,. L., Suite 3G1

Averett F rtll alron Beach, FL 3254s
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September 12, 2013

Audit Committee

City of Callaway, Florida

We have been engaged to audit the financial statements of the City of Callaway, Florida ( the
City), as of and for the fiscal year ended September 30, 2013. As a part of this audit, procedures

were performed for the interim period from October 1, 2012 through July 31, 2013.  These

procedures were perfortned at Callaway City Hall from August 19, 2013 through August 22,
2013.

The procedures performed included understandings, walkthroughs, and tests surrounding the

following transaction cycles:

Utility Billing- Cash Receipts

Utility Billing—Rates and Meter Exception Reporting
Cash Disbursements

Payroll

Travel Expenditures— Compliance with the Florida Statutes

Our procedures produced the following observations and recommendations.  Number 1 and 2

would likely be considered a management comment to be included in the September 30, 2013
audit report. Numbers 3- 4 are items that we want to bring to your attention but are not normally

something we would include in the report—just points of discussion. We will be happy to attend

your next audit committee meeting via conference call if you would like to discuss further.  We
have discussed these items with City Management.

1.  Review ofBank Statenrent Reconciliation

Observation

At present, the Director of Finance performs the monthly bank reconciliations without a
formal review and approval by another individual.
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Recommendatian

We recommend that a member of the City Commission, on a rotating basis, review and
approve the monthly bank recor ciliations.  The person responsible for the review should not

be part of the cash receipt or disbursement recording function.  To be most effective as a

control procedure, we recommend that these reconciliations be performed as soon as possible

after they are prepared in order to timely and effectivety resolve any unreconciied differences.

In addition, we recommend that the reconciliations be signed and dated as an indication of

approval.

2.  Se rePation ofDuties SurrnundinP Purchasing Cards

Observation

Currently, the Assistant to the Director of Finance has the ability to record expenditures into
the City' s accounting system, initiate purchases with a ghost purchasing card, and approve
purchasing card purchases.

Recommendation

We recommend the Director of Finance review all transactions initiated using the City' s

purchasing cards.  This monthly review should include comparing the transactions on the
purchasing card statements to the actual invoices for propriety.  Doing so will assist with

properly segregating duties surrounding purchasing cards thus reducing the risk of errors or
fraud.  We recommend purchases made using the Director of Finance' s purchasing card be
approved by the City Manager while the purchases made using the City' s Manager' s
purchasing card be approved by the Directar ofFinance.

3.  Results of TestinP of'the Citv' s Purchasine Palicv—Travel

Observation

Out of ten travel expenditures tested, we noted three instances where the " Travel Request,
Reimbursement & c Reconciliation Form" was missing a required approval.   The " Part l:

Travel Authorization Request" portion of the forms did not evidence approval.

Recommendation

We recommend that City personnel obtain travel authorization prior to their trip by obtaining
approval of " Part 1:  Travel Authorization Request"  portion af the  " Travel Request,

Reimbursement& Reconciliation Form" in accordance with City policy.
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4.  Results ofTestinQ of Utilitv Billinp Excention (Nonstandard Readingl Report
ObservatioQ

Out of twenty haphazardly selected meter readings which fell into the predefined exception
categories and were not reread, one selection had consumption of around 17, 000 gallons

which was not the customer' s normal usage level), however the Ciry did not obtain a reread
for that meter reading.

Recommendation

We recommend that the City implement Springbrook' s exception reporting feature to allow
autvmated filtering of exceptions rather than a manual review of all readings.  Utilizing this
feature will reduce the risk of overlooking a meter reading exception, which could result in a
customer being over or under billed.   From our correspondence with the Assistant to the

Finance Director on August 21, 2Q13, our understanding is that the City is working with
Springbrook' s support team to define the exception parameters to conform to the City' s
poiicies.

This letter is intended solely for the information and use of the Audit Committee, City
Commission and management of the City of Callaway, Florida, and is not intended to be and
should not be used by anyone other than these specified parties.

We greatly appreciate the assistance and cooperation from the personnel of the City of Callaway,
Florida, during our interim period procedures and look forward to working with them during the
yeaz-end procedures.

Sincerely,

Gt/,  
Warren Averett, LLC

CPA' s and Advisors


