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LOGAN CAMPUS

EXIT CONT'ERENCE

we held a.q exit conference on April 12, 2001, witb the President of Southem west

Virginia Community and Tecbnical College and the Vice President ofFinancial aad Administrcive

Servic€s of Southem West Vtginia Community and Tecbaical CoUege ond all findings asd

lecoomendaliotrs cotrtained in the Special Report on the Irggn Csmpus' Bookstore C{sh Deposit

Proc€dures were review€d atrd discussed. The College's responses are iqcluded in bold and italics

in the Summary ofFindings" Recommenda:ions and Responses and ater orr recommendatiols in

the Genenl Remarks section ofthis Sp€cial Report.

SOIJTHERN WEST YIRGINIA COMMUNITY A}'D TDCHNICAL COLIJGE

BOOKSTORE CASH DD,POSIT PROCEDURES
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VEST VIRGINIA
loint Commiaee on

LEGISLATURE
Gooentnent and Fitwnce

Th.dlord L srntrtn cPA Dietor
L.gtrbdE Po!. Au& D lioa
Bdl dlt I, Roodjz9
1900 r!@ebr Blvd- E

A!.. cod. (304)

ctiARlEsTo\\rEsTvtRGINlA 2!30506r0

To the Joint CoEmittee otr Govemment and FLranc€:

The objectives ofthe Specio.l Repofl were to gai! s! uodelstarrdilg ofthe Southem

West virgioia Coomunity and Technical College (SWVCTC) Logs! Csmpus' Bookstore cash

deposit procedures. To achieve the objectives noted above, we performed the followirg:

Reviewed the West virginia Code lertainhg to SWVCTC'S c€sh deposits;

Obtained an undentanding of the Focedues used for collecting and depositing

monies received by SWVCTC Bookstore at the Logan, WV cenpus;

Ilterview€d key SwvCTC persoDnel to obtain all undentanding of the problems

surrounding the Booksore cash collections and deposis at the Loge4 WV campus;

Reviewed rclevant corespondence addrcssing the Foblems in the Bookstore cash

couectiors aud deposits at the LogaD, wv cs|]]pta ;

Requested all bookslore deposits made duing tbe period July l, 199 through

February 14,2001 at the Logarl wv cal]]pus;

Determined tlle total gross Bookstorc ssles, the totsl 'Pay Outs", the total
undocumented void sale,s transactioDs, snd the total mercbandise sales retums for the
period July 1, 1997 -Fe&lflry 14,2001 at the Ioga.n, WV campus by conparing the
total cash to be deposited each day on the Bookstore Cash Count ForEs with the lotal
net sales indicated on the Bookstore cash regstsr tape;

Scheduled the total gross Bookstore sales, the totsl '?ay Oas", the totsl
undocumented void sales tra$actions, and the total melchatdise sales returns;

Examined signed receipts which documeuted cash received for retums of sales

mercbandise:
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Revie,r,ed vendor rcceipts supportirg the ileEs purchas€d by e SwvCTC employee
when '?ay Outs" were indicated on the cash register tapes;

The results ofour work are contained in the Geneml Remarks Section ofthis Sp€cral

Sbcercly,

REpo.L

March 12,2001

Auditors: Michael E. Sizemorc, CPA, Supervisor
Rhonda L. Combs

Thed$fd L. She'klin, CPA, Dircctor
I€gislative Post Audit Division
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SOUTHE,RN WEST VIRGINIA COMMTJNITY AND TECHMCAL COLLEGE

BOOKSTORE CASH DEPOSTT PROCEDIJRES

LOGAN CAMPUS

INTRODUCTION

Southem West Virginia Community and Technical CoUege (SWVCTC) rras

established July 1, 1971, by combining two existing braqah€s of Mersball UniveGity and became

knom originally as Southem west virginia community college. Th€se two bmrches atlogsD, wv

and Willianson, WV bad been in operation since 1963 under the academic and fiscal coDtrol of

Marshall Univenity providing, primadly, the fiIst two yea$ ofa liberal arts and teacher educatiotl

plogram.

Dudng the fiI.st tbrce yeors ofoperation as a community colegg SwvcTC expanded

atrd enlaryed its commrmity service offerings. In 1974, the College began to expsld its opelariot1 to

maay off-campus sites in Logan and Mingo counties, as weU as in the adjac€nt County of Wyoming.

This expansion cootinued until 1976 when tbe West Virginia Boerd ofRegents established idormal

service boundaries for all ofthe Stare's public colleges and universities. SWVCTC n'us assigned a

four-county area @oone, Logaq Mingo, and Wyoming), made up of 1,900 square nileg with a

population of over 135,000 penons.

During the Spdng term of I 98 I - I 982, SWVCTC oblailed two-plus-two agreements

with Bluefield State College (in Business and Criminal Justice) and with West virginia Univesity

lnstitute ofTechnology (in Coa.l Mining Tecbnology) wbercby a student with a! associste degee may

hs|lsfer to the respective aforemeDtioned four-year aolleges, eDroU withjunior status aBd complete



a baccalaueale de$ee, normally within two years. There€fter, SWVCTC bas etrtercd into similar

kansfer agleements with s€veral other west virgioia colleges and universities. Lr more rec€ntyea$,

the College's service area bas b€en expanded to include seven West virginia counties and two

Kentucky counties by use ofreciprocity agreeoenL The college's lsl]reqJas chaoged from Southern

west Virginia commurity college !o the current Ds-me of southem west viryinia community 8nd

TecbniceJ College in 1995. Curreffly, SwvCTC ofels over 20 A$sociale deElee or C€rtifcste

prograrls and almos one dozen 'university parallel" cunicula offerings for those pesons bterested

in wentually pursuing a four-year degree.
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SOUTHERN WEST VIRGINIA COMMT]NITY AND TECSMCAL COLLEGE

BOOKSTORE CASH DEPOSTT PROCEDURES

LOGAN CAMPUS

ADMIMSTRATIVE OFFICERS AND STAtrT'

AS OF FEBRUARY T4,2OO1

Joanne Jaeger Tomblin ................ ................. Prcsident

Oretha Baker . . . Vice President ofFinancial and Administrative Servic€s

Beverly Chafin . LogaD CaEpus - Business Ma.rager

Rolenia Thonas Ingau Campus - Bookstore Manager

Heldetta Mcclella! ..... Logan Campus - C€shie!
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SOUTIIERN WEST VIRGINIA COMMT]NITY AND TECHNICAL COLLEGE

BOOKSTORE CASE DEPOSIT PROCEDURF-S

LOGAN CAMPUS

SUMMARY OF FINDINGS, RECOMMEIIDATIONS AND RESPONSES

Supereiro4v Approval of Voided Sal€s Transactions

1. Voided sales transaclions were not being approved by I designaled iqdividual in a

supervisory capacity over the cash collection points. Undocumented voided sales

tnnsactions during the period July 1, 1997 tbrowh Febluary 14,2001 totaled $81,709.61.

Also, inexperienced studena and tempomry workeF were pernitted to operale carh

registers in the BookSore.

Auditon' Recomrnendstion

We recommend the practice of using students and temporary workers !o opeEte cash

registers be ended. Also, we recrmmetrd SVVCTC establish a polcy requiring all voided

sales tl€l]sactions be approved by a designated individual in a supervisory c€pscity over the

cash collection poins shc€ cssh is involved i! these sales tralsaqtions ald a perpetual

inventory system is not maintained.

CoAege's R5ponse

SVI/cTc hqs lnqlemented the use of new lorrns Utat v'ouu rcqulre an emploJ,ee who

vods a sale ta document lhe rcdsonfor the vold and stgn and date E qnd afl4ch U It the

dall! cash rcporl (See pages l0 and 1 l)
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Undocumelted Merchandlse Sales Returns

2. SWVCTC'S policy requfuing that a[ merchandise sales retums be documented by a rcc€ipt

signed by the recipient ofthe cash is not being followed consistently by College pesornel.

Approxim*ely, tbirty percent of the lotal sBles retums or $ I 7,24.79 of the $60,6 I 0.25 in

sales retums proce$sed during the period July 1, 1997 thrcugh February 14,2001 woe

undocumented. Also, we noted some of tbe petty cash pucbas€s made by SWVCTC

employees were recorded as a merchandise sales rehlm on the Bookslore c€sh register hpe

instead of a 'Pay Ouf'. As a rcsult, the pos:ibility exists that some or all of the

undocumented merchaodise sales retums !o . ting $ 17,94.79 could actuauy repres€nt cash

shortages.

Audltorr' Recommendatiol

We recomoend SwvCTC ensure their policy ofrequiring that all nerchandise sales retums

be documented by a receipt signed by the recipient ofthe cash be folloq'€d in 8ll c€ses. In

additioq SwvCTC should establish a minimum amount, aboye whic[ any instances of

c{sh shortages or overages occurring on the SWVCTC calrpus would be rcquircd !o be

rEported !o the Vice Pre,sident of Financial and Adminisnative Services or another

appropriate oEcial designated by the College Preside for adminisrr'rive follow-up and

resolution within a tine fiarne established by the College President

Colleee's Rqoonse

We w cot tpv ,'lth the audltot!' rccowrutulonon (9ee. pges 12-14)
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Cqsh Collecdons Not Depgsllql:Ilqely

3. The practiceofremovingcash from thecash registerby SWVCTC eoploye€sto mskePetty

cash pr:rchases which totaled $2,820.87 dwing the period JuJy I, 1997 - February 14,2001

is in nouconplianc.e witb chapter 12, tuticle 2, section 2 ofthe West Virginia Code, as

amended.

AuditoIs' Recomlnendation

We recommend SWVcTc eEployees lot be allowed to remove cash froE the cash register

to make p€tty cash puchases because this pactice is in noncomplionce with Chspter 12'

Article 2, Septiou 2 ofthe West vi€inia Codg as amended since the totsl cash receipts for

the day are trot being deposited in such cases as required by Stste law. we further

rccqnmend Bookstorc puchases be made by use of the Stae-issued Purcbasing Card, for

purchases not to excced $2,500.00, or by issuauce ofa State warrsnt

College's R5ponse

Emplryea ot SWICTC were naer altowed by pocedue to paylor pexy cash pwchasa

Jrom lhe cqsh drat'er. We wlll comply wlth the aud on' reammenddon concemlng

hon' Bookstore purchoses should be ,rude bJ, ewlore6 (see pages 14 ol]d l5)
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SOUTHERN WEST VIRGINIA COMMUNITY AND TECHMCAL COLLEGE

BOOKSTORE CASH DEPOSIT PROCEDURES

LOGAN CAMPUS

GENERAL REMARKS

INTRODUCTION

We have compleled a special Report of southem west virginia coEmunity and

Technical College (SWVCTC) Logao Campus' Bookstore crsh deposit proc€dwes. The SP€cial

Report coveled the period July 1, 1997 tbrcwh February 14, 2001.

COMPI.IANCE MATTERS

We reviewed the total daily Bookstore sales during the period Juty I, 1997 thrcwh

February 1a, 2001 srd traced the totsl daily Bookstore sales to the lotal amoud ofcash deposited

each day. Also, *e examined the supporting documentation for voided sal€s tralsactions and refunds

made for renrmed sales mercbaadise. In additioq we revie*'ed applicable s€ctioG ofthe West

Virginia Code which governed the operatiols ofthe SWVCTC Bookstore.

Suoervirorv Aooroval of Voided Sales Trrnsactioru

Voided sales transactions were not being approved by a designated iqdividual in a

supervisory capacity over the cash collection points. The total undocumented voided sal€s

traosactions on tbe Bookstore cash register tapes equded $E 1,709.61 dudng tbe pedod July I, 1997 -

February 14, 2001 . College persoDnel told us this large araount of voided sales traDsactioDs cou.ld

be athibuted to i[expedelced students and temporary workers operating the c{sh legisters dudng the

high volume sales periods. Based on ortr expsrience, we believe tle practice of usiag relatively
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inexpErienc€d studerts ard temporary lrlrkels to opeBte cash registers should be etded. PIus, there

is no supervisory approval by a designated SWVCTC eEployee requircd prior to the proce*sing of

voided sales transactions. As a rcsult, the oppofturlity exists for a sale to be recorded on the

Bookslore cssh register, money received &om the cuslomer ard the sale subsequently voided and the

money removed ftom tle Booksore cash regisler without the creation ofa cash sbortsge otr that

particular business day or an observable shortage cmated in the Bookstore iNentory.

We recommend the pmctic€ of using students and temporary workels !o opersle cash

registers be ended Further, we recommend SWvcTC establish a policy requidlg eI voided sales

hsnsactiols be apprcved by a designated individual in a supervisory c4pacity over the cash couertion

poins since cash is involved ill these sales transactions and a perpetusl iqvelrtory sysrsm is Dot

naiqtaired. The need for this policy becomes even more importsnt when inQ(pedenc€d persolDel

arg allowed to operale c;ash registers.

College's Response

Tlrc opprovol by a supemlsor ol cash colledons ol qll volded ssles lronsscdons

credes o loglstl8 ptoblem. At two can pusss we only h6ve one employee to hqltdk cash

trqnsadbns; thereforc, therc ls no one to appruve the wlded sols. In an afrenE lo prwue bdzr

lntentsl confiol concenlnE voldei sala, the college hos .levelope.I 4 newfom thd tl,ould reqube

an emplolee rtho volds a sole to docament the reosonlor the vod at tl slgn std.Iate & snd oftach

tt lo the doll! cosh repod (see altachedlorm an.l procedud). In oddltlan to hrqlemendng lhe neu)

lonrythe Bustnas Managerutll! reiewcqsh reportatleastweehJlandlhe sccou anl wlU rcr'lew

the cosh repor8 on s quorte y basls to ensure toAJ at'e doculnented qccordlng to the new

procedura,



Undocument€d Merch&udise Sales Retuns

SwvCTC's policy rEquidng that sll mercbstrdise sales retums be documented by a

rec€ipt signed by the recipient ofthe cash wss not behg consistently followed by College personnel.

Students ard other cuslomers are perBitted to return machandise purchased in the Bookstore. The

most aommon type of sales rerrns ilvolve text books aDd occur during the monthr of January,

February, August, and September. For the pedod July l, 1997 -Fet{lruf 14,2001, we reviewed the

Booksore cash register tapes for merchandise rctums es reflected in tbe following schedule:

Porlod

7r1n000 -
21142001

Flscal Y6ar
2000

FlscalYear
19S9

Fhcal Year
1998

TobI

Undocumentsd
Sal@ Ratumg

$ 4,276.37

4,747.17

6,462.43

2.418.U2

$17.924.79

Dooum€ntsd
Ssl€a Rstuma

$10,495.70

11.119.06

11,082.61

s42.442.44

Total Saloa
Retuma

s14,n2.07

15,886.23

17,U6.U

12.40A.91

$60.610.25

As lhe schedule rcIlects these reulrs equaled $60,610.25 for the period. The Booksore Managa

state4 it is their policy !o have the customer sign a receipt geneded ftom the cash register

docunenti[g tbe retumed sales amount. The merchandise retums documented by a signed receipt

totaled M2,682.46 during the period As a re.sult, 517,y24.79 of the tool ssles retums were

undocuEented.

More ilrportaltly, we noted some of the petty c€sh purchas€s mede by SwvCTC

employees had been recorded as a mErchandise sales retum on the Bookstore c€sh rcgister tape

instead of a ?ay Out". A "Pay O.rf'uas the me&od used by Boolslorc employe€s to Eske petty



purchases by removing cash from the cosh register. However, some of the'?ay Outs" were not

recorded ou the cash register tape ad we l^qe able !o locate these "Pay Outs" only because the

amount of cash available for deposit was less ths! the amount of Det sales recorded on the cnsh

rcgistertapefortbatpafticularday. We were able !o locate these transactiols oDly b€cawe the vendor

rec€ipts coniming the petty cssh purcbas{s) were included with the supporting documentation for

the Bookstore c&sh Coutrt Form. As a result, the possibility exists that some or all of the

undocunented merchandise sales rctums totaling $17,924.79 noted above could actuslly rEpresent

c€sh shortages.

We recom-mend SWVCTC ensure their policy ofrequidng that a[ mercbsndise sales

rctums be documented by a receipt signed by tle recipient of the cash be followed in all cases.

Futher, SWVCTC should estabtish a minimrm amount above which any ilstanc€s ofc{sh shortages

or ovemges occuning on the SwvCTC csl]]prr9 would be required to be rcported to the vice

Prcsident ofFilancial aod Administrative Services or aao&er appropriate official desigDated by the

Couege President for administrative follow-up and resolution within a time fiane established by the

Couege Presidell

Collese's Rqtonse

nte Vbe Pr^AeN of Fhst ce has net wth aII coshlers Lnd curreN Basbt(ss

Monsger lo dlscuss the merchan.llse sal6 rctuns. A newlom has been developed and wrlfien

procedwa revlewed wlrh te stallto ensure Atat the sfunl slgns and dd6 lhe rctuntomL In

uddttlon, the bookslore cle* slso slgas thejonn One copJ, ls gleen b rhe studenl' lhe o gtnsl

lorrn ls qttached t! the dLllJt cosh rqort ond one cory ls filgd ln the bookslore,



The Cashte6 qttd o ter sltf who handle cash huve begn htstuded to rePoft

werags snd shortag? sbote 820 to the Vtce hesdent of Flltattce rrho r4rlu then rcPort t lo the

PrsUenL AnJtthtnE over $20 wlll be hvsdgared and docutnenled by the Vlce Prquent lor

nnance or d6lgnee.

In odllltlon to bElementlngthe newform (seeaflbcLeo,tlte Busb as Manqgerutu

revlcw cash report d leqst weehJ! and the a.counr&nt wlU rcelew the cash reporb oa 4 qu&rtert!

bssls to ensure merchsndlse retunjorms ote prcpe ! slgned and dfi^ched lo the cash reporl

Carh CouectioE8 Not DeBosited Timelv

During the period July l, 1997 thrcwh Februaty 14,2001, we noted SWVCTC

employes removed cash from the Bookslore cash dnwer to nake petty cash pttrchases of seJes

merchandise and supplies for the Bookstore. Wlen cash was removed &om the cash drawer, a 'Pay

Out" or PO was indicated on $e cash regisler tape and a vendor receipl \r€s sttached to tle cssh

rcgister tape supporting the amoult ofcash removed from rhe cs:h drawer. Based on our examination

ofthe cash register tapes and supporting vendor rcceipts, a total of$2,820.87 was removed ftom the

Bookstore cash regiser io make petty c€sh purcbases during the examination pedod and the fust petty

cashpurchase made by rcmoving cash fiom the Booksore cash regiser occuned on February l, 1998.

The practice ofremoving cash fiorn the cesh register by SWVCTC employees to make

petty c€sh pucbases is in noncompliance with Chapter 12. Article 2, Section 2 ofthe lt/est Vlginia

Code, as amendd which states i.u palt,

"(a) All officials and enployees ofthe state suthorized by statute to

ac4€pt moneys due the state of West Viryinia shall keep a daily
itemized record ofmoneys so rcceived for deposit in the state heasury

and shall deposit within twenty-four hous with the state treasurer g!
moneys received or couected by them for or on behalf ofthe stare for
any pupose whatsoever. . . ." (Enphasis sdded)
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We recommend SWVcTc employe€s not be allowed to rcmove cash fiom the cash

register to mske petty cash purchases because this practice is in nonconptiaoce with Cbapter 12,

Article 2, Section 2 ofthe West viryinia Code since the otal cssh receipa for the day 8re not being

deposited as rcquircd by State law. We fiirther recomlrend Bookstore purchases be made by use of

the State-issued Purchasiag Cerd for purchases not to exc€ed $2,500.00, or by issuance ofa Stale

\raFant.

Collese's R*ooLte

EWWees st Soutlten were never qllowedto pcfiorp(t! parchqtqlrom lhe cssh

drawer; hontever, thelormeT Busln4s Manager on Lo4sn Campus, dA rcrra|e the cssh wuhotd

qprcval or nodficotlon to superahon

The Vtce PraldentJor Fbonce hqs mel wut qU Coshlcrs on.I tle canefi Buslltqs

Ms!,ager to rcvlew procedur5 lor purchosfurg supplla. nte! htee been lnstuclzd to depost 4ll

cosh on a dally basts w&hln twentytour houn, h6ve been glten copl6 ofthe stde code rcgsrdlng

cash deposla anl the penahles lor nonconqrlJrnca nteJt xrerc also bstnlctgd to use the

purchoslng canl or a purchcJe oder to parchase supplla Jor the bookstora
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STATE OF WF,ST YIRGIIIIA

OFFICE OF LEGISLATTVE AUDITOR. TO WTT:

I, Thedford L. Shalklin, CPA, Dircctor of the Legislalive Post Audit Division, do

hereby certifi tiat the Special Report appended hereto *as made under my direction and supervision,

under the provisions ofthe West Virginia Code, Chapter 4, Article 2, as amended, and that the same

is a true crpy of said Spegial Reporl

Given undermy bor:d thi " Qhl\ auv ot 2001.

Copy forwarded o tbe Secretary of Adminisrarion to be filed as a public recrrd.

Copies forwarded to the Higher Education Pol icy Commission; Southem West vilginia Community

and Tecbnical College; Govemot Attomey General; ar4 State Audilor.

brd L. Shehklin CPaq Director
l.egislative Post Audit Division
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