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We have completed the Clerk of the Board (COB) audit in accordance with our 
approved audit plan.  The scope of our review included key statutory duties, 
technology assets, and purchasing cards.  Overall, no significant control weaknesses 
were identified.  Our findings are summarized below and on the following pages. 

 

Area 
Reviewed What We Found 

Meeting 
Management 

• Meeting notices were posted in compliance with statutes  

• Meeting minutes were not published within statutory 
timeframes 

Records 
Management 

• 20 of 20 (100%) records selected were located and properly 
supported 

Vault 
Controls • Vault controls were adequate  

Public 
Record 

Requests 
• Public records requests were completed timely from 

assignment date 

Technology 
Assets 

• A physical inventory and reconciliation of lease payments for 
technology assets revealed two laptops were erroneously on 
the inventory and charged to the COB  

Purchasing 
Card 

• Recent purchasing card activity was reviewed without 
exception.  A review of card activity prior to April 2007 found 
coding errors, late reconciliations, and inadequate 
documentation 
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Meeting Management 
As the official record keeper of the Board of Supervisors (BOS), the COB is responsible for 
posting all BOS meetings and preparing minutes.  This job is highly regulated by Arizona 
Revised Statutes (ARS).  We reviewed current meeting notices, agendas, and minutes for 10 
BOS meetings in fiscal year (FY) 05-07.  We found that the COB has posted meeting notices 
and agendas in accordance with statutory requirements.  However, it took an average of 98 
days from the meeting date until the BOS approved the minutes.  Delays make it less likely 
that the BOS will remember details of business conducted for the minutes they are 
approving. 
 
In addition, none of the 10 meeting minutes reviewed were published within two months of 
the meeting as required by ARS.  The official minutes have not been printed, signed by the 
Chairman of the Board and the Clerk of the Board, and placed in the official Minute Book 
since September 2006 due to an issue with a set of meeting minutes dating back to that time. 
 
Recommendations 
The COB should: 

A. Work to resolve the issue with the September 2006 Board of Supervisor minutes 
which are holding up the printing of other minutes, or estimate the number of pages 
and finalize subsequent minutes. 

B. Work with staff regarding procedures for minutes review to speed up the process for 
minute approval. 

C. Develop a plan to bring the office in compliance with publishing minutes as required 
by ARS 11-217 or work with the legislature to change the law. 

 
Records Management 
ARS assigns responsibility for maintaining BOS records with the COB.  We sampled 20 
records from FY05-07 and were able to locate the supporting documentation for all items. 
 
Recommendation 

None, for information only. 
 
Vault Controls 
The Arizona State Department of Library, Archives and Public Records sets specific 
requirements for safeguarding records including fire protection, lighting, temperature, and 
humidity requirements.  Overall, we found controls over the security of the vault and 
preservation of records adequate.  A fire suppression system is in place and records are 
properly safeguarded. 
 
Recommendation 

None, for information only. 
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Public Records Requests 
ARS requires that records be available for public inspection and that records be provided 
promptly.  We reviewed a sample of 10 public records requests made from July 2005 through 
November 2007.  These requests averaged one day to complete from the assignment date. 
 
Recommendation 
None, for information only. 
 
Technology Assets 
We conducted a physical inventory of technology assets and were able to account for all 
items.  However, we found that two laptops returned to the Office of Technology have 
remained on the COB inventory and are still being charged each month to the COB. 
 
Recommendation 
The COB should consistently follow-up to make sure that technology inventory records and 
monthly charges are accurate.  
 
Purchasing Card 
Prior to April 2007, County Purchasing Card Policies were not followed at all times.  We 
reviewed all purchasing card reconciliation documentation for 10 months in July 2005 
through October 2007.  Transaction logs, billing statements and receipts could not be located 
for one or more cards in five of those months.  Of the months located, three were not 
reconciled timely.  In addition, coding in the financial system did not match logs and no 
corrections were made.  There were three months where logs were not approved within the 
required timeframe.  With new staff in charge of the purchasing card, vast improvements 
have been made and we found no exceptions in August, September, and October 2007. 
 
Recommendation 

None, for information only. 
 
Scope and Methodology 
Our objectives were to determine if the Office of the Clerk of the Board: 

• Has sufficient controls to ensure compliance with key duties outlined in Arizona 
Revised Statutes 

• Is correctly maintaining technology assets purchased and if the office is reconciling 
the location of all purchases 

• Is correctly reconciling and recording purchases made on the County purchasing card 
and related travel expenditures 
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For this review, we observed the physical controls over records and conducted a physical 
inventory of technology assets.  From the period July 2004 through November 2007, we 
judgmentally selected for testing samples of 10 public record requests, 10 agendas and 
corresponding meeting minutes, 10 monthly purchasing card logs, and supporting 
documentation for 20 meetings. 
 
Audit Standards 
We conducted this performance audit in accordance with generally accepted government 
auditing standards.  Those standards require that we plan and perform the audit to obtain 
sufficient, appropriate evidence to provide a reasonable basis for our findings and 
conclusions based on our audit objectives.  We believe that the evidence obtained provides a 
reasonable basis for our findings and conclusions based on our audit objectives. 
 
We have reviewed this information with the Clerk of the Board and have attached the 
department’s responses to this memo.   We appreciate the excellent cooperation provided by 
management and staff.  If you have any questions or wish to discuss the information presented 
in this report, please contact Richard Chard or me at 506-1585. 

 
















