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The Joint Committee on Government and Finance:

In compliance with the provisions of the W.Va. Code §4-2, as amended, we have conducted a post audit of
Fairmont State University for the period of July 1, 2007 through June 30, 2008.

We have conducted our audit in accordance with auditing standards generally accepted in the United States.

Our audit disclosed certain findings, which are detailed in this report. The Spending Unit’'s management
responded to the audit findings; we have included the responses following each finding.

Respectfully submitted,

| f e

Stacy L. Sneed, CPA, CICA, Director
Legislative Post Audit Division

SLS/cdo



FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

TABLE OF CONTENTS
INDEPENDENT AUDITOR’S REPORT .....cccuiittiiieniiennerensiernserensserenserensessnssssnssssnssssssssssssessnssssnsesanssssns -2-
EXECUTIVE SUMMIARY ....ccuiiiiiiiiiniiieiieniieniioitaceniiesiisssisssraserssessssssssssssasssnsssnsssnssssssssssasesnsssnsssnssnns -4 -
INTRODUCTION ....ciiiiiiiuiiiniieeiieeetniiaiiteiseesiessiosssasssassssssssssssssssesssesssessssssssssssasssnsssnsssnsssnssanssasssnnes -10-
POST AUDIT AUTHORITY cetteiei ettt sttt s s e et etaase s s e s e e et aab s e s e e e s e aababeseaesaeeaesaaseesaesenessnanns -10-
BACKGROUND . ...uuuiiii ittt e s e s e e et et ree s e e e e e e eaa b e e e e eeseaesaba e seaesaneassaaseesaesansssnnnns -10-
SPENDING UNIT CONTACTS .. iittteuueniiiiniiniiresmsssssisiiimmsesssssssssssimmsessssssssssssssssssssssssssssssssssssssssssssanes -11-
U 0 00 - S -12-
OBIJECTIVES AND METHODOLOGIES........cccottiimmmmmnnisieiniimnensnnssssisiimmesssssssssssssmssssssssssssssssssssssssssssss -12-
CONCLUSIONS ....ouiiiiiiiiiiennnesisisniiiisssssssssissiimmsesssssssssssttmsesssssssssssstsesssssssssssssssssssssssssssssssssssssssssssss -13-
EXIT CONFERENCE.........ccttttuuuiiiiiiiinennenssisiiiimeesssssssssssimmsessssssssssstasssssssssssssssasssssssssssssssassssssnssssss -13-
FUND LISTING ..cevuutiiiiiiiiinnnneessiiiiiiiressessiessimisessssssssssssmmsmssssssssssssmesmsssssssssssssssssssssssssssssssssnssssssss -14 -
REPORTABLE COMPLIANCE AND OTHER MATTERS.....ccccitiiiiiiimirniirnniieiiieninesieesinsrairaisesssessassranes -16 -
Finding 1 Lack of Internal Controls Over Cash RECEIPLS ...cevvvriiiiiciiiieiiieee et -16-
Finding 2 Unapproved Course Fees Charged to Student’s AcCounts .......ccoccvvveeevcieeeincieeennnns -21-
Finding 3 Deposits Not Made TimMelY....c.ueii ittt e e srrre e s s eare e e e eanes -22-
Finding 4 Assets Not Properly Recorded on Inventory Listing ......cccocccvevevviieeiccciiee e, -24 -
Finding 5 Lack of Supporting DoCUMENTATION .....ccvviieieiiiie ettt et e e vree e e -26-
Finding 6 Documenting and Safeguarding EVIdeNCe ..........cccueeieeciieeiccieee et -28-
Finding 7 UNauthorized REFUNS .....ooiiiiiee ettt ettt et e et e e e et e e e e -35-
Finding 8 Incorrect Course Fees Charged to Students........c.ccceveee e ccecececcieseesee e e -38 -
Finding 9 Timely SUDMISSION Of LEAVE .....ceieeiiieeeeee ettt et -39-
FINAING 10 LEAVE BAlANCE...uuiiiieei ettt e e et e e e e s e e nb e e e e e e e e e annreeneeeas -41 -
Finding 11  Misclassified EXPeNAItUIES.........uiiieciiiieiciiie ettt e e sre e e e e e aaee e -43 -
Certificate of Director, Legislative Post Audit DiViSiON: .......cccceiiimuiiiiimiiiiiincierresereeesereenensenenns -45 -



FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

INDEPENDENT AUDITOR’S REPORT

Post Audit Subcommittee:

Compliance

We have audited the Fairmont State University’s (FSU) compliance with the laws, rules, and regulations
applicable for the fiscal year 2008. Compliance with the requirements referred to above is the
responsibility of FSU’s management. Our responsibility is to express an opinion on the FSU’s compliance
based on our audit.

We conducted our audit of compliance in accordance with auditing standards generally accepted in the
United States of America. Those standards require that we plan and perform the audit to obtain
reasonable assurance about whether noncompliance with the compliance requirements referred to
above could have a material effect on FSU. An audit includes examining, on a test basis, evidence about
FSU’s compliance with those requirements and performing such other procedures, as we considered
necessary in the circumstances. We believe that our audit provides a reasonable basis for our opinion.
Our audit does not provide a legal determination of FSU’s compliance with those requirements.

In our opinion, except for noncompliance noted in the findings of this report, FSU complied, in all
material respects, with the compliance requirements referred to above that are applicable for fiscal year

2008.

Internal Control

Management of FSU is responsible for establishing and maintaining effective internal control over
compliance with the compliance requirements referred to above. In planning and performing our audit,
we considered FSU’s internal control over compliance to determine the auditing procedures for the
purpose of expressing our opinion on compliance, but not for the purpose of expressing an opinion on
the effectiveness of internal control over compliance. Accordingly, we do not express an opinion on the
effectiveness of the FSU’s internal control over compliance.

A deficiency in internal control over compliance exists when the design or operation of a control does
not allow management or employees, in the normal course of performing their functions, to prevent, or
detect and correct, noncompliance on a timely basis. A material weakness in internal control over
compliance is a deficiency, or combination of deficiencies in internal control over compliance, such that
there is a reasonable possibility that material noncompliance with a compliance requirement will not be
prevented, or detected and corrected, on a timely basis.

Our consideration of internal control over compliance was for the limited purpose described in the first
paragraph of this section and was not designed to identify all deficiencies in internal control that might
be deficiencies, significant deficiencies, or material weaknesses in internal control over compliance. We
did not identify deficiencies in internal control over compliance that we consider to be a material
weakness.
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This communication is intended solely for the information and use of the Post Audit Subcommittee, the
members of the WV Legislature, and management of FSU. However, once released by the Post Audit
Subcommittee, this report is a matter of public record and its distribution is not limited.

Respectfully Submitted,

e  thtef

Stacy L. Sneed, CPA, Director
Legislative Post Audit Division

July 8, 2010



FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

EXECUTIVE SUMMARY

Finding 1 Lack of Internal Controls Over Cash Receipts
We noted the following lack of internal controls over cash receipts:

e FSU does not have an institution-wide policy and/or procedure for the control and
documentation of receipts.

e Pre-numbered receipts are not issued for some cash collections.

e Some collection points are not recording cash and cash equivalents on a daily basis detailing at
minimum the date received, payee, check number or cash receipt number, amount, and
purpose.

e Mail logs are not completed to document receipts.

e Some department collections are not deposited intact.

e Money is collected but not counted until the next business day.

e Monies are not recorded on a standardized cash count sheet or tracking sheet.

e The numbers of all tickets printed and sold are not tracked on a standardized ticket sheet.

e FSU management does not properly oversee or control some of the Imprest Funds maintained
by individual departments.

e We noted three out of 12 or 25% of the cash count locations totaling $389.32 were not properly
safeguarding their securities.

e Media Guides are professionally printed programs that tell about the school, specific sports
programs, and the coaches. Media Guides are produced for Football, Men’s Basketball,
Women’s Basketball, and Volleyball; however, there are no accounting/reconciliation records
produced or maintained to reconcile or account for Media Guide revenue in the amount of
$700.00.

e FSU is not performing reconciliations on some receipts of cash and cash equivalents.

e We noted one parking lot attendant collects all of the parking lot monies in the amount of
$390.00.

e We noted one unauthorized Imprest Fund operated by the Student Health Department.

Auditor’s Recommendation

We recommend FSU develop an institution-wide policy and procedure for the collection,
counting, safeguarding, and depositing revenues at the Imprest Fund level and all cash collection
points. We also recommend that FSU management perform random audits to review the
Imprest Funds maintained by individual departments. In addition, we recommend that FSU
comply with W.Va. Code §5A-8-9 and strengthen internal controls over cash collections at all
cash collection points and Imprest Funds by implementing cash count sheets, ticket tracking
sheets, cash and cash equivalent logs, and mail logs.

We also recommend FSU strengthen controls over the Student Health Department in the event
they begin collecting monies again.

We also recommend FSU comply with W.Va. Code §5A-8-9 by properly safeguarding all monies.
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In addition, we recommend FSU comply with the W.Va. Code §5A-8-9 by pre-numbering all
Media Guides. This way they can segregate and account for all of the Media Guides that sold
and not sold. In addition, when students are selling the Media Guides they will be able to
determine the amount of Media Guides the student has on hand to sell and the amount of
monies that needs to be remitted to the Athletic Department. Also, accounting for any FSU
publications sold in the same manner as the recommendation for the aforementioned media
guides. We also recommend FSU segregate key accounting functions, such as: (1) receiving
payments, (2) processing/filling orders, (3) recording payments in the accounting records, and
(4) reconciling accounting records to deposits.

Spending Unit’s Response

Fairmont State University will refine the existing Procedure for Depositing Cash Check Receipts
to assure an audit trail is maintained. We will also provide training to staff who are responsible
for collecting and depositing monies and are responsible for Imprest Funds.

See Pages 16-20
Finding 2 Unapproved Course Fees Charged to Student Accounts
e We noted two out of 50 or 4% of the items tested where students were charged a Graphics
Technology Course fees in the amount of $246.00 that was not approved by FSU’s Board of

Governors (BOG).

Auditor’s Recommendation

We recommend FSU comply with W.Va. Code §18B-10-1(e) and have the fee approved by FSU’s
BOG’s or cease collecting the fee.

Spending Unit’s Response

The Graphics Course Fee is no longer assessed and stopped being assessed effective Summer
Term 20009.

See Page 21
Finding 3 Deposits Not Made Timely

e We noted 26 out of 149 or 17% of all revenues tested in the amount of $284,490.10 were not
deposited within 24 hours of receipts as required by the W.Va. Code §12-2-2. Of the
$284,493.10 deposited, actual cash receipts totaled $284,495.10 leaving a difference of $5.00
not deposited by the Student Health Department.

e We noted three out of 12 or 25% of the cash count locations totaling $3,028.91 were not
making deposits in accordance with W.Va. Code §12-2-2.

e We noted a total of $2,330.16 in receipts excluding start-up cash and monies due to the
foundation that were not deposited timely.

e We noted monies on hand being held in a safe in the amount of $500.00 from FSU’s
Procurement Office that was not deposited in accordance with the W.Va. Code.
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e We noted Parking Garage monies totaling $198.75 in cash on hand in the Public Safety Office
that had not been deposited as required by W.Va. Code.

e We noted eight out of 10 or 80% of gate receipts tested in the amount of $7,568.00 were not
deposited within 24 hours of receipt as required by the W.Va. Code.

Auditor’s Recommendation

We recommend that FSU comply with W.Va. Code §12-2-2 by depositing all monies within 24
hours.

Spending Unit’s Response

As stated in our response to Finding 1, we will be doing an additional update to the Procedure
for Depositing Cash/Check Receipts. We will also provide training to the departments to comply
with W.Va. Code §12-2-2.
See Pages 22 & 23
Finding 4 Asset not properly recorded on Inventory Listing
e We noted one out of 105 or 1% of the transactions tested where a DS4000 Expansion Unit
Model 81 was purchased on 09/06/2007 with an original cost of $7,034.00; however, it was not

recorded on FSU’s Fixed Asset Inventory listing.

Auditor’s Recommendation

We recommend FSU comply with the West Virginia Higher Education Purchasing Procedures
Manual and properly account for all assets in their possession. We also recommend FSU
develop a policy and procedure to ensure all assets are properly coded and recorded.

Spending Unit’s Response

In regard to the one item found, it was not properly coded as a capital asset purchase and
therefore, not identified as a equipment to be capitalized. We consider this an isolated incident.

See Pages 24 & 25
Finding 5 Lack of supporting documentation

e We noted 12 out of 58 or 21% of the employees tested totaling $1,741.38 where FSU failed to
maintain adequate tax withholding documentation.

e We noted six out of 15 or 40% of the employees tested totaling $523.16 where FSU failed to
maintain proper supporting documentation in the employees’ payroll file.

e We noted three out of 149 or 2% of the transactions tested totaling $276.95 where the

e Spending Unit failed to maintain adequate documentation supporting the amount of monies
received for deposit.

e We noted one out of 58 or 2% of the employees tested where FSU did not properly calculate
WV State withholding taxes according to the WVIT-104 maintained in the employee’s file in the
amount of $31.76.



Auditor’s Recommendation

We recommend that FSU comply with W.Va. Code §5A-8-9 and §21-5C-5 and maintain any
supporting documentation that accompanies the transactions.

Spending Unit’s Response

In regard to the three deposits totaling $276.95, departments will be reminded follow the
Procedure for Depositing Cash/Check Receipts. This procedure instructs the departments to
“attach supporting documentation to yellow validated deposit ticket and keep for your files.”

The deposit procedures were updated in February 2010 and sent electronically in a campus wide
e-mail.

We feel that the majority of our departments comply with the procedure.
In regard to the payroll issues, the payroll office will now request employees to complete new
employee forms — 1-9, federal withholding and state withholding when they are hired full-time
from a part-time position. These forms will be placed in the full-time employee file maintained
by the payroll / benefit office.
See Pages 26 & 27
Finding 6 Documenting and Safeguarding Evidence

e We noted no evidence documentation had been produced or maintained for the period under

audit; therefore, we were unable to audit the Public Safety Office’s (PSO) evidence maintenance

and security.

Auditor’s Recommendation

We recommend FSU develop written policies and procedures for documenting, safeguarding,
and subsequently either destroying, disposing, forfeiting, or releasing evidence. We also
recommend FSU comply with W.Va. Code §5A-8-9 and strengthen controls over evidence.

Spending Unit’s Response

Written procedures and appropriate forms for the tracking of evidence will be maintained in the
future.

See Pages 28-34
Finding 7 Unauthorized Refunds

e We noted five out of 50 or 10% of the items tested where students’ were refunded for non-
refundable course fees equaling $272.10.

Auditor’s Recommendation

We recommend FSU comply with appropriate FSU Catalogue and discontinue refunding course
fees or update their catalogue to reflect the change.
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Spending Unit’s Response

The 2010-2011 catalog has been updated to remove course fees from the non-refundable
listing.

See Pages 35-37
Finding 8 Incorrect Course Fees Charged to Students

e We noted four out of 50 or 8% of the items tested where FSU overcharged students for fees in
the amount of $46.00.

Auditor’s Recommendation

We recommend FSU follow the appropriate FSU catalogue and the appropriate FSU Fee
Planning Schedule for Special Fees and Charges by charging the correct amount for courses. In
addition, we recommend FSU perform continuous testing of the information system to ensure
students are charged correctly.

Spending Unit’s Response

Research indicates that these fees were incorrectly attached to individual courses and
inadvertently charged to the students. These have been corrected and staff makes every effort
to make sure that this does not happen.

See Page38

Finding 9 Timely Submission of Leave

e We noted three out of 19 or 16% of employees tested in which employees turned in Leave
Requests on average four months after the Annual and Sick Leave was taken.

Auditor’s Recommendation

We recommend FSU comply with the Employee Handbook and the Leave Request Forms by
requiring all employees to submit Annual Leave requests in advance and to submit Sick Leave
Requests immediately following return to work. In addition, we recommend FSU put in place a
policy and procedure in the employee handbook that informs the employees the correct
procedure for requesting and taking leave.

Spending Unit’s Response

The employee handbook is being revised by a committee and we have asked that the
instructions at the top of the Leave Request form be added to the handbook.

We will do our best to make sure employees and supervisors are submitting Annual Leave in
advance and Sick Leave requests immediately following the employee’s return to work.

See Pages 39 & 40



Finding 10 Leave Balance Finding

e We noted one out of 30 or 3% of employees tested where the employee’s sick leave balance
was negative as of June 30, 2008.

e We also noted one out of 30 or 3% of employees tested where their leave was improperly
calculated.

Auditor Recommendation

We recommend FSU comply with procedural rule Title 133 Series 38 of the Higher Education
Policy Commission and have employees not take leave before it is accrued. We also recommend
FSU comply with procedural rule Title 133 Series 38 of the Higher Education Policy Commission
and Annual Leave should be reduced in order to cover the Sick Leave overdrawn balance or an
employee should be required to go off payroll. In addition, we recommend FSU maintain
accurate leave balances. Also, we recommend FSU comply with W.Va. Code §12-3-13.

Spending Unit’s Response

In the future, Annual / Sick leave negative balances will be adjusted prior to the monthly leave
close.

See Pages 41 & 42
Finding 11 Misclassified Expenditures

e We noted six out of 198 or 3% of the items tested were coded incorrectly in the amount of
$1,175.98.

Auditor’s Recommendation

We recommend that FSU comply with the West Virginia State Budget Office’s Expenditure
Schedule Instructions by ensuring that transactions are classified with the appropriate object
codes.

Spending Unit’s Response

Fairmont State University concurs and will comply.

See Pages 43 & 44



FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

INTRODUCTION

POST AUDIT AUTHORITY

This is the report on the post audit of Fairmont State University. This audit was conducted pursuant to
W.Va. Code §4-2, as amended, which requires the Legislative Auditor to “make post audits of the
revenues and funds of the spending units of the state government, at least once every two years, if
practicable, to report any misapplication of state funds or erroneous, extravagant or unlawful
expenditures by any spending unit, to ascertain facts and to make recommendations to the Legislature
concerning post audit findings, the revenues and expenditures of the State and of the organization and
functions of the State and its spending units.”

BACKGROUND

Fairmont State University is a comprehensive, multi-site, public, coeducational institution. Founded in
1865 as a private school, Fairmont State University became a state institution in 1867 as a normal
school. In 1931, the name was changed to Fairmont State Teachers College and in 1943 to Fairmont
State College. In 1974 a community college component was implemented which earned independent
accreditation in 2003. The Legislature changed the name of the institution to Fairmont State University
in 2004. In 2006, the community and technical college (renamed Pierpont Community & Technical
College) became a Division of the University.

FSU, with an enrollment of approximately 4,090, offers a quality education in a diverse and supportive
learning environment that fosters individual growth, professional and career development, lifelong
learning, global understanding and a commitment to excellence in academic and community pursuits.
Serving the citizenry of north-central West Virginia and beyond, Fairmont State University is a student-
centered institution of first choice among students who desire a flexible and relevant learning
experience. The University provides a well-rounded education, enabling students to gain the knowledge
and skills needed for self-fulfilling, responsible citizenship and employability in a rapidly changing global
environment. Additional information on academic programs is available at www.fairmontstate.edu.

Pierpont Community and Technical College of FSU has an enrollment of approximately 2,852 students
and offers 50 associate degrees, certificate degrees and skill-set certificates. Pierpont C&TC serves a
thirteen county region of West Virginia, including Barbour, Braxton, Calhoun, Doddridge, Gilmer,
Harrison, Lewis, Marion, Monongalia, Preston, Randolph, Taylor and Upshur counties.
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FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

SPENDING UNIT CONTACTS
FOR EXAMINATION COVERING PERIOD OF JULY 1, 2007 THROUGH JUNE 30, 2008

BT oY) 0 o T (=T o 1= SR SPPPURPS President (June 30, 2009 — Present)
Dr. Charles MCClaiN........ueueveeeeeeeeieeeiieeeeeiereeeeeveeerererenane, Interim President (August 1, 2008 — June 29, 2009)
ENFICO POO ..o Vice President for Administrative and Fiscal Affairs
(07 T o] AV g T o1 1<) o o 1= RPN Director of Accounting
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FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

AUDIT SCOPE

We have audited Fairmont State University funds for the period of July 1, 2007 through June 30, 2008.
Our audit scope included a review of internal control and compliance with laws, regulations, and
provisions of contracts or grant agreements. The audit was conducted in accordance with auditing
standards generally accepted in the United States.

OBJECTIVES AND METHODOLOGIES

The objectives of our post audit were to audit the revenues and expenditures of the spending unit, to
report any misapplication of state funds or erroneous, extravagant, or unlawful expenditures by any
spending unit that we find, to ascertain facts, and to make recommendations to the Legislature
concerning post audit findings, the revenues and expenditures of the state and of the organization, and
functions of the state and its spending units. We were to determine whether expenditure and revenue
transactions were related to the spending unit’s programs, were reasonable, and were recorded
properly in the accounting systems. Additionally, we were to examine the spending unit’s records and
internal control over transactions and to evaluate its compliance with applicable State laws, rules, and
regulations.

In preparation for our testing, we studied legislation, applicable W.Va. Code sections, applicable rules
and regulations, and policies of the spending unit. Provisions that we considered significant were
documented and compliance with those requirements was verified by interview, observations of the
spending unit’s operations, and through inspections of documents and records. We also tested
transactions and performed other auditing procedures that we considered necessary to achieve our
objectives. Additionally, we reviewed the budget, studied financial trends, and interviewed spending
unit personnel to obtain an understanding of the programs and the internal controls. In planning and
conducting our post audit, we focused on the major financial-related areas of operations based on
assessments of materiality and risk.

We did not audit the spending unit’s federal financial assistance programs for compliance with federal
laws and regulations because the State of West Virginia engages an independent accounting firm to
annually audit such programs administered by State agencies.

A non-statistical sampling approach was used. Our samples of transactions were designed to provide
conclusions about the validity of transactions, as well as internal control and compliance attributes.
Transactions were selected for testing randomly and using professional judgment.

Fairmont State University’s written response to the significant deficiencies and material weaknesses
identified in our audit has not been subjected to the auditing procedures applied in the audit of the
University and, accordingly, we express no opinion.

Fairmont State University’s management is responsible for establishing and maintaining effective
internal control. Internal control is a process designed to provide reasonable assurance that objectives
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pertaining to the reliability of financial records, effectiveness and efficiency of operations including
safeguarding of assets, and compliance with applicable laws, rules, and regulations are achieved.
Because of inherent limitations in internal control, errors or fraud may nevertheless occur and not be
detected. Also, projections of any evaluation of internal control to future periods are subject to the risk
that conditions may change or compliance with policies and procedures may deteriorate.

Our reports are designed to assist the Post Audit Subcommittee in exercising its legislative oversight
function and to provide constructive recommendations for improving State operations. As a result, our
reports generally do not address activities we reviewed that are functioning properly.

CONCLUSIONS

This report includes findings regarding significant instances of noncompliance with applicable laws,
rules, or regulations. Other less significant findings that did not warrant inclusion in this report were
communicated to the University.

EXIT CONFERENCE

We discussed this report with management of Fairmont State University on July 8, 2010. All findings and
recommendations were reviewed and discussed. Management’s response has been included at the end
of each finding.
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FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

FUND LISTING

We have completed a post audit of Fairmont State University. The examination covers the period of July
1, 2007 through June 30, 2008.

GENERAL REVENUE ACCOUNT
The following accounts were maintained by Fairmont State University:

Fund Fund

Number Name

0360 ... e e e e General Administration

0609 ... e et General Administration Pierpont

SPECIAL REVENUE ACCOUNTS

Fairmont State University maintained the following special revenue accounts. These accounts represent
funds from specific activities as required by law or administrative regulations. These funds were
deposited with the State Treasurer in the following special revenue accounts:

Fund Fund

Number Name

QAAG ..o Payroll Clearing

BAAT oo Revenue Clearing

QA0 .o Tuition & Required E&G Fees

4991 ..., Tuition & Required E&G Fees Pierpont
Q49T ..o Auxiliary & Auxiliary Capital Fees

4993 .. Auxiliary & Auxiliary Capital Fees Pierpont
G492 ..o Education & General Capital Fees

Q9L ... Education & General Capital Fees Pierpont
D495 ..o Gifts, Grants & Donations (Non-Federal)
8992 oo Gifts, Grants & Donations (Non-Federal) Pierpont

Payroll Clearing Fund
This fund is a special revenue fund used for the clearing of payroll (governed by W.Va. Code §12-3- 12a).

Tuition & Required E & G Fees Fund
This fund comprises other collections, fees, licenses, and investment earnings used to support all tuition
and required educational and general fees (governed by W.Va. Code §18B-10-1).

Auxiliary & Auxiliary Capital Fees Fund
This fund comprises other collections, fees, licenses, and investment earnings to fund all auxiliary and
auxiliary capital fees (governed by W.Va. Code §18B-10- 1).

Education & General Capital Fees Fund

This fund comprises other collections, fees, licenses, and investment earnings to fund all required and
general capital fees (governed by W.Va. Code §18B- 10- 1).
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Gifts, Grants & Donations (Non-Federal) Fund
This fund comprises other collections, fees, licenses, and investment earnings to fund state, local and
private grants, gifts, and contracts (governed by W.Va. Code §18- 10- 1).

FEDERAL ACCOUNT
Fairmont State University maintained the following accounts that were funded with Federal sources:

Fund Fund

Number Name

8769 e Federal Grants/Contracts

88OL e aaaas Federal Grants/Contracts Pierpont

Federal Grants/Contracts Fund (8769)
This fund is a Federal fund to account for all federal grants and contracts activity (governed by W.Va.
Code §18B- 4-4).
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FAIRMONT STATE UNIVERSITY
JULY 1, 2007 — JUNE 30, 2008

REPORTABLE COMPLIANCE AND OTHER MATTERS

Finding 1

Condition:

Criteria:

Lack of Internal Controls Over Cash Receipts
We noted the following lack of internal controls over cash receipts:

e FSU does not have an institution-wide policy and/or procedure for the
control and documentation of receipts.

e Pre-numbered receipts are not issued for all cash collections.

e Some collection points are not recording cash and cash equivalents on a
daily basis detailing at minimum the date received, payee, check number or
cash receipt number, amount, and purpose.

e Mail logs are not completed to document receipts.

e Some department collections are not deposited intact.

e Money is collected but not counted until the next business day.

e Monies awaiting deposit collected at collection points are not recorded on a
standardized cash count sheet or tracking sheet.

e The numbers of all tickets printed and sold are not tracked on a
standardized ticket sheet.

e FSU management does not properly oversee or control the Imprest Funds
maintained by some of the individual departments.

e We noted three out of 12 or 25% of the cash count locations totaling
$389.32 were not properly safeguarding their securities.

e Media Guides are professionally printed programs that tell about the
school, specific sports programs, and the coaches. Media Guides are
produced for Football, Men’s Basketball, Women’s Basketball, and
Volleyball; however, there are no accounting records produced or
maintained to reconcile or account for media guide revenue in the amount
of $700.00.

e FSU was not performing reconciliations on some receipts of cash and cash
equivalents.

e We noted one parking lot attendant collects all of the parking lot monies in
the amount of $390.00.

e We noted one unauthorized Imprest Fund operated by the Student Health
Department.

W.Va. Code §5A-8-9, as amended, states in part:
“The head of each agency shall:
(a) Establish and maintain an active, continuing program

for the economical and efficient management of the
records of the agency.
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Cause:

(b) Make and maintain records containing adequate and
proper documentation of the organization, functions,
policies, decisions, procedures and essential transactions
of the agency designed to furnish information to protect
the legal and financial rights of the state and of persons
directly affected by the agency's activities....”

W.Va. Code §12-2-2, states in part:

(a) “All officials and employees of the state authorized by
statute to accept moneys due the State of West
Virginia shall keep a daily itemized record of moneys
received for deposit...”

State Treasurer’s Office Legislative Rule Title 112, Series 3
Establishment of Imprest Funds from the Secretary of State’s Code
of State Rules states in part:

“3.1. Any state agency requiring the establishment of an
Imprest Fund shall make application to the Treasurer on
the forms prescribed by him or her. The forms shall
indicate the name, purpose, desired balance of the Imprest
Fund, physical location, and the person responsible for the
Imprest Fund as well as the agency name. Upon being
satisfied that the application is complete and that the need
for the Imprest Fund is valid, the Treasurer shall notify the
agency of the approval for establishment of the Imprest
Fund. The Treasurer shall also notify the State Auditor and
Legislative Auditor by sending them copies of a quarterly
report listing all funds approved.”

The Director of Occupational Safety/Chief of Police stated the Imprest Fund
monies are not recorded on a cash count form. The Director of Student Affairs
and the Director of Student Activities stated that the money is collected,;
however, it is not counted until the next business day. Whenever the money is
counted the next business day, it is only recorded on a deposit ticket and not on
a standardized cash count collection form. The Student Affairs and Activities
utilize a notebook to track ticket sales which is not maintained after the deposit
is made. The Student Health Center stated they no longer charge for their
services; therefore, they no longer collect revenues.

The Copy Center Program Assistant stated, “throughout the work day, someone
is always present in the Copy Center to safeguard the lock box”. The Library
Assistant | stated, “the cash is maintained in a cash box and is locked in a desk
drawer each night and there are only two employees that have keys to this desk
drawer”. The Falcon Center Director stated, “access to the safe, startup money,
and extra change is limited to the four (4) managers and four (4) student
supervisors. There is one key for each lock bag and it is maintained in the safe”.

FSU’s Athletic Director stated they sell approximately 70 Media Guides per year
for $10. He stated they do not account for Media Guides because when the
-17 -



Effect:

Recommendation:

coaches visit prospective athletes, most of the Media Guides are given out as a
way to encourage a recruit to consider playing sports for FSU; however, we
believe there should be an accounting/reconciliation of all Media Guides
whether they are given away and/or sold.

The Athletic Director also stated they no longer have the parking attendant
collecting any monies.

The Director of the Student Health Department stated FSU’s Student Health
Department no longer accepts monies and all their services are paid for in the
students tuition and fees.

FSU had deposits of $42,212,796.51 in fiscal year 2008. Not having an
institution-wide policy and procedure for documenting and collecting revenues,
there is no consistency between departments for the collection and depositing
of monies and in some instances no audit trail maintained. When receipts are
not issued for all collections, there is no way to verify that the monies collected
were deposited in full. When collections are not recorded on a daily basis,
management and/or auditors are unable to verify that the collections were
authorized to be collected and if the monies were deposited intact and timely.
If money is collected and not counted at the site of collection, this may allow
employees to lose or not report money collected. If the number of tickets sold
is not tracked on a standardized form, this may allow employees to keep funds
that should be counted as part of ticket sales and to miscalculate the amount of
tickets actually sold. Without recording monies for deposit, there is no way to
verify or determine if the proper amount was deposited. Without proper
management over site, the possibility exists that allows employees to operate in
an environment that is susceptible to theft and/or fraud.

By not properly safeguarding receipts, they are more susceptible to theft and
fraud.

By not accounting for all Media Guides, there could be sales that are never
recognized by the Athletic Department. In addition, having one parking lot
attendant collect all the monies, there is a greater risk of theft and/or fraud to
occur.

By not having the same amount of start-up monies when operating an Imprest
Fund, deposits are not being made intact.

We recommend FSU develop an institution-wide policy and procedure for the
collection, counting, safeguarding, and depositing revenues at the Imprest Fund
level and all cash collection points. We also recommend that FSU management
perform random audits to review the Imprest Funds maintained by individual
departments. In addition, we recommend that FSU comply with W.Va. Code
§5A-8-9 and strengthen internal controls over cash collections at all cash
collection points and Imprest Funds by implementing cash count sheets, ticket
tracking sheets, cash and cash equivalent logs, and mail logs.

-18 -



Spending Unit’s
Response:

We also recommend FSU strengthen controls over the Student Health
Department in the event they begin collecting monies again.

We also recommend FSU comply with W.Va. Code §5A-8-9 by properly
safeguarding all monies.

In addition, we recommend FSU comply with the W.Va. Code §5A-8-9 by pre-
numbering all Media Guides. This way they can segregate and account for all of
the Media Guides that are sold and not sold. In addition, when students are
selling the Media Guides they will be able to determine the amount of Media
Guides the student has on hand to sell and the amount of monies that needs to
be remitted to the Athletic Department. Also, accounting for any FSU
publications sold in the same manner as the recommendation for the
aforementioned Media Guides. We recommend FSU perform reconciliations on
all receipts of cash and cash equivalents. We also recommend FSU segregate
key accounting functions, such as: (1) receiving payments, (2) processing/filling
orders, (3) recording payments in the accounting records, and (4) reconciling
accounting records to deposits. Last, we recommend FSU comply with the State
Treasurer’s Office Legislative Rule Title 112, Series 3 Establishment of Imprest
Funds from the Secretary of State’s Code of State Rules and get all Imprest
Funds approved by the State Treasurer’s Office.

Fairmont State University will refine the existing Procedure for Depositing Cash
Check Receipts to assure an audit trail is maintained. We will also provide
training to staff who are responsible for collecting and depositing monies and
are responsible for Imprest Funds. Fairmont State University has engaged an
audit firm to do audits off our cash receipts processes. The first audit was done
in September 2007 for fiscal year 2007and we plan to do another audit during
the Fall of 2010. We will provide findings from this legislative audit to the audit
firm so review of these areas will be concentrated on.

We will document and request in our written procedures that where cash
registers do not document collections of cash and cash equivalents that mail
logs, cash receipt forms, and logs must be used for audit trails on all collections.

It should be recognized that the majority of revenues collected by FSU are for
student fees and these fees are collected centrally. Attached Table 1 shows a
breakdown of revenues collected centrally and by departments. Collections are
to be deposits within 24 hours to the Central Business Operations as stated in
the Procedure for Depositing Cash/Checks which was updated and distributed
campus-wide in February 2010. We expect departments to comply with this
rule.

We recognize that a few departments have not been practicing proper cash
receipting and documenting same. Those departments will be a focus of our
training to comply with W.Va. Code 12-2-2. While we recognize some areas of
weakness we feel that the vast majority of our revenue/cash collection follow
State Treasurer’s Code.
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Summary of Deposits
FY 2008

Total Deposits 42,212,796.51

Total Student A/R Deposits
Total Departmental Deposits

32,726,434.70
9,486,361.81

* Departmental Deposits only consist of 22.47% of the institutions total deposits.

77.53%
22.47%

Number of Average Total of Percentage of
Depositing Group Deposits Deposit Deposits Total Deposits
Gear-Up 31 169,802.84 5,263,887.94 12.47%
Various State and Federal Grants 109 9,848.02 1,073,434.24 2.54%
Bookstore and Dining Vendor 4 190,663.07 762,652.28 1.81%
Aladdin Salary Clearing 14 19,262.58 269,676.11 0.64%
Work Study 43 5,945.22 255,644.56 0.61%
Falcon Center 958 263.06 252,012.00 0.60%
Neighborhood Investment 6 40,712.91 244,277.47 0.58%
Engaged Learning Grant 7 34,823.66 243,765.59 0.58%
Athletics 152 1,383.40 210,276.35 0.50%
Copy Center 160 1,119.28 179,085.45 0.42%
E&G Expenditure Reductions - FSU 346 378.90 131,099.86 0.31%
Safety and Security 301 340.11 102,372.39 0.24%
Workforce and Continuing Education 163 617.79 100,699.96 0.24%
UHC Agreement 11 7,500.00 82,500.00 0.20%
Financial Aid Admin Fees 4 14,731.50 58,926.00 0.14%
Aladdin Salary Reimbursment 2 19,000.00 38,000.00 0.09%
Ticket Sales and Box Office 110 309.71 34,068.20 0.08%
E&G Expenditure Reductions - PC&TC 38 894.23 33,980.69 0.08%
Foundation Matching Funds 3 11,100.00 33,300.00 0.08%
C&TC Department Collections 36 677.32 24,383.65 0.06%
FSU Department Collections 28 700.94 19,626.41 0.05%
Student Health Services 98 162.70 15,944.96 0.04%
Housing 64 246.89 15,801.25 0.04%
Off Campus Outreach 1 10,894.00 10,894.00 0.03%
Student Activities Fee 25 323.92 8,097.93 0.02%
Library Borrower's Fee 350 21.51 7,529.95 0.02%
Wheeling Symphony 1 7,500.00 7,500.00 0.02%
School of Nursing 4 819.68 3,278.72 0.01%
School of Business 9 218.33 1,965.00 0.00%
Caperton Center 3 292.74 878.21 0.00%
School of Science and Math 2 271.31 542.61 0.00%
State Tax 224 0.55 124.08 0.00%
Dept. of Language and Literature 2 48.00 96.00 0.00%
School of Fine Arts 1 39.95 39.95 0.00%
*Deposits Resulting from Departmental Activity 1,152,673.54 2.73%
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Finding 2

Condition:

Criteria:

Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

Unapproved Course Fees Charged to Student’s Accounts

We noted two out of 50 instances or 4% of the items tested where students
were charged unapproved Graphics Technology Course fees in the amount of
$246.00 that was not approved by FSU’s Board of Governors (BOG).

W.Va. Code §18B-10-1(e) states:

“The schedule of all tuition and fees, and any changes in
the schedule, shall be entered in the minutes of the
meeting of the appropriate governing board and the
board shall file with the commission or council, or both,
as appropriate, and the Legislative Auditor a certified
copy of the schedule and changes.”

FSU’s Vice President of Administrative and Fiscal Affairs stated that he had
received an e-mail requesting the approval for the Graphics Course fee;
however, he had not prepared the fee request for presentation to the BOG so
that the fee could be approved. The unapproved fee was manually inputted
into the Banner System by enrollment services and charged to student’s
accounts in expectation that the fee would soon be approved.

Without FSU’s BOG’s approval, 41 students were charged a total of $5,166.00
for this unauthorized and unapproved fee.

We recommend FSU comply with W.Va. Code §18B-10-1(e) and have the fee
approved by FSU’s BOG or cease collecting the fee.

Student tuition and fee assessments as stated in W.Va. Code 18B-10-1(e)
require the approval of the appropriate governing boards before assessment for
these fees are allowed. The Vice President of Administrative and Fiscal Affairs
recognized that the Graphics Technology Course Fee was assessed without
Board approval. The Graphics Course Fee is no longer assessed and stopped
being assessed effective Summer Term 2009.
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Finding 3 Deposits Not Made Timely
Condition: We noted FSU was not performing deposits within 24 hours as required by West
Virginia Code detailed in the following table:

Test/Department # of Items Tested | Noncompliance % Amount Range of Days Held
Revenues 149 17% $271,066.10 3-15
Imprest Funds 12 25% S 3,028.91 N/A
Athletic Revenues N/A N/A S 2,330.16 N/A
Business Office Safe N/A N/A S 500.00 N/A
Athletic Gate Receipts 10 80% S 7,568.00 1-7

TOTAL $284,493.17
Criteria: W.Va. Code §12-2-2 states in part:
“...All officials and employees of the state authorized by statute
to accept monies due the state of West Virginia shall keep a
daily itemized record of moneys received for deposit in the
State Treasury and shall deposit within twenty-four hours with
the state treasurer all monies received or collected by them for
or on behalf of the state for any purpose whatsoever....”
(Emphasis Added)
Cause: FSU’s Procedure for Depositing Cash/Check Receipts dated November 5, 2007
states in part, “...Cash and checks MUST be deposited timely to the Central
Business Operations (daily if volumes warrant it). Deposits should be made no
later than once a week...”
The Athletic Director stated, “sometimes there are multiple games scheduled in
a four or five day period. The ticket receipts are maintained in the safe for up to
four or five days until all the games are played, then all the money is deposited
at one time.”
FSU’s PRG ASST Il, Student Accounts, stated, “a deposit on hand from the
procurement section that had not been fully collected was on hand in the safe
and they were awaiting the remaining portion of the deposit from the
procurement section so the entire amount could be deposited.”
FSU’s Director of Occupational Safety/Chief of Police stated, “when the coins
are removed from the parking bins they are supposed to be deposited.”
The Student Health Department Director stated, “we hold some monies from
deposits to make change for the following day.”
Effect: When monies are not deposited timely and in their entirety, there is a greater

risk that they may be misplaced or stolen. In addition, by not depositing these

monies timely, FSU is losing interest it could be earning on these monies. When

monies are not deposited daily, the monies are more susceptible to theft. In

one instance, a moneybag containing numerous days’ collections was reported

missing and the staff did not recognize it was missing until 17 days later. After
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Recommendation:

Spending Unit’s
Response:

further investigation, the staff could not identify when it became missing due to
lack of daily depositing.

We recommend that Fairmont State University comply with W.Va. Code §12-2-2
by depositing all monies within 24 hours.

We agree that when monies are not deposited timely and in their entirety,
there is a greater risk that receipts may be misplaced or stolen and a loss of
interest can occur. Our policy was updated during February 2010 to require all
deposits, regardless of size must be deposited within 24 hours to the Central
Business Operations. As stated in our response to Finding 1, we will be doing an
additional update to the Procedure for Depositing Cash/Check Receipts. We will
also provide training to the departments to comply with W.Va. Code 12-2-2.
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Finding 4

Condition:

Criteria:

Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

Assets Not Properly Recorded on Inventory Listing

We noted one out of 105 or 1% of the transactions tested where a DS4000
Expansion Unit Model 81 (Disk Drive Storage Unit) was purchased on
09/06/2007 with an original cost of $7,034.00; however, it was not recorded on
FSU’s Fixed Asset Inventory listing.

Section 9, Subsection 3, Paragraph 3 of the West Virginia Higher Education
Purchasing Procedures Manual states in part:

“a. Account for all equipment and furnishings with a value at
the time of purchase of $5,000.00 or more per unit...”

FSU’s Accountant stated when the equipment is purchased on the P-card,
sometimes the account code assigned by the purchasing department prevents
the asset from being recorded on the asset inventory, because the account code
is improperly assigned; therefore, the Accounting department has no record of
the acquisition.

FSU’s inventory is understated by $7,034.00 because the asset was not entered
into the FSU’s Fixed Assets Inventory System. Also, without properly recording
the asset on the Fixed Assets Inventory System, this asset with an acquisition
cost of $7,034.00 will not be properly retired.

We recommend FSU comply with the West Virginia Higher Education Purchasing
Procedures Manual and properly account for all assets in their possession. We
also recommend FSU develop a policy and procedure to ensure all assets are
properly coded and recorded.

Fairmont State University utilizes the Banner Fixed Asset module to record,
capitalize and depreciate assets over $5,000. Assets over $5,000 are coded with
specific account codes at the time of purchase. The Accountant runs an extract
process that transfers the properly coded assets to the Banner Fixed Asset
Module. The Procurement Office audits the departments transactions to insure
proper account codes have been used. Also, Accounting extracts payment data
at year end for certain account codes and reviews invoices to identify any
additional fixed assets. We believe that our procedures comply with the West
Virginia Higher Education Purchasing Manual. We also follow procedures to
ensure assets are properly coded.

During fiscal year 2010, we completed a physical inventory of our fixed assets.
We also completed the accounting transaction necessary to comply with the
Separation of Assets and Liabilities Agreement between Fairmont State
University and Pierpont Community and Technical College. We believe that our
fixed asset records are complete and accurate as of June 30, 2010.
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In regard to the one item found, it was not properly coded as a capital asset
purchase and therefore, not identified as a equipment to be capitalized. We
consider this an isolated incident.
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Finding 5 Lack of Supporting Documentation

Condition: We noted the following:

Criteria: W.Va

12 out of 58 or 21% of the employees tested totaling $1,741.38 where
FSU failed to maintain adequate tax withholding documentation;
therefore, we were unable to determine if the employee was paid the
proper amount and if FSU matched the correct amount of taxes.

Six out of 15 or 40% of the employees tested totaling $523.16 where
FSU failed to maintain proper supporting documentation in the
employees’ payroll file; therefore, we were unable to determine if the
employee was paid the proper amount and if the payroll deductions
were properly authorized and/or calculated.

One out of 58 or 2% of the employees tested where FSU did not
properly calculate WV State withholding taxes according to the WVIT-
104 maintained in the employee’s file in the amount of $31.76.

Three out of 149 or 2% of the transactions tested totaling $276.95
where the spending unit failed to maintain adequate documentation
supporting the amount of monies received for deposit and
reconciliations were not performed.

. Code §5A-8-9 states in part:

"The head of each agency shall: ... (b) Make and maintain
records containing adequate and proper documentation of the
organization, functions, policies, decisions, procedures and
essential transactions of the agency designated to furnish
information to protect the legal and financial rights of the state
and of persons directly affected by the agency’s activities....”

W.Va. Code §21-5C-5 states in part:

“Every employer subject to the provisions of this article shall
make or cause to be made, and shall keep and preserve at his
place of business for a period of two years, a written record or
records of the name and address of each of his employees as
herein defined, his rate of pay, hours of employment, payroll
deductions, and amount paid him for each pay period.”

Cause: The Director of Payroll stated FSU was unable to locate the documentation.
Regarding the $276.95, the Interim Chief of Police stated receipts are not issued
for departmental token purchases.

Effect: By not maintaining proper tax documentation, we are unable to determine if
the proper amount was authorized and/or withheld from the employee’s pay.

By not maintaining adequate payroll deduction forms, employees could have
their salary reduced for unauthorized deductions.
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Recommendation:

Spending Unit’s
Response:

By not maintaining proper supporting documentation and not performing
reconciliations for cash receipts, we were unable to determine the number of
parking tokens sold and if the proper amount was collected and deposited.

Without proper supporting documentation, there is no way to reconcile
receipts.

We recommend that FSU comply with W.Va. Code §5A-8-9 and W.Va. Code §21-
5C-5 and maintain any supporting documentation that accompanies the
transactions.

In regard to the three deposits totaling $276.95, departments will be reminded
follow the Procedure for Depositing Cash/Check Receipts. This procedure
instructs the departments to “attach supporting documentation to yellow
validated deposit ticket and keep for your files.” The deposit procedures were
updated in February 2010 and sent electronically in a campus wide e-mail.

We feel that the majority of our departments comply with the procedure.
In regard to the payroll issues, the payroll office will now request employees to
complete new employee forms — |-9, federal withholding and state withholding

when they are hired full-time from a part-time position. These forms will be
placed in the full-time employee file maintained by the payroll / benefit office.

-27 -



Finding 6

Condition:

Criteria:

Cause:

Effect:

Documenting and Safeguarding Evidence

We noted no documentation was produced or maintained by FSU for an
undisclosed amount of confiscated marijuana and two (2) confiscated air pistols
located in the file cabinet drawer along with the $200 Imprest Fund for the
Parking Garage coin meters. Evidence is collected, seized, or received by
members of the Public Safety Office (PSO) in order to prove the existence or
non-existence of a fact. In order to protect the integrity of evidence and ensure
its admissibility in court, it is crucial that records document how the evidence
was obtained, who handled the evidence, and it's ultimate disposition (if
applicable). While documenting the business procedures of the PSO, the
Director of Occupational Safety/Chief of Police stated FSU’s procedures instruct
PSO staff on how evidence should be safeguarded, documented, and
subsequently either destroyed, disposed, forfeited, or released to the owner.
During our audit of FSU’s PSO, we noted no documentation had been produced
or maintained for the period under audit; therefore, we were unable to audit
the PSO’s evidence maintenance and security.

W.Va. Code §5A-8-9, as amended, states in part:
“The head of each agency shall:

(a) Establish and maintain an active, continuing program
for the economical and efficient management of the
records of the agency.

(b) Make and maintain records containing adequate and
proper documentation of the organization, functions,
policies, decisions, procedures and essential transactions
of the agency designed to furnish information to protect
the legal and financial rights of the state and of persons
directly affected by the agency's activities....”

The Director of Occupational Safety/Chief of Police stated the Post Audit
procedures he signed as correct and FSU’s Public Safety Division have never
been performed since became employed. He stated no documentation has
been generated regarding evidence collection. We performed our cash count
on October 29, 2008 where we were made aware of two confiscated air pistols
and an undisclosed amount of marijuana in the file cabinet drawer.

As of October 28, 2009, the Director of Occupational Safety/Chief of Police
stated the air pistols were still on hand; however, the marijuana was released to
the Three Rivers Drug Task Force. He stated no disposition documentation was
generated or maintained to support who received the marijuana and how it was
disposed of. Improper documentation limits an items ability to be traced and
accounted for. Items that cannot be accounted for may cause suspicion of theft
or misappropriation.
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Recommendation:

Spending Unit’s
Response:

We recommend FSU develop written policies and procedures for documenting,
safeguarding, and subsequently either destroying, disposing, forfeiting, or
releasing evidence. We also recommend FSU comply with W.Va. Code §5A-8-9
and strengthen controls over evidence.

We agree that safeguarding evidence and documenting the destruction of,
disposing of, forfeiting of, or the release of evidence is necessary. Written
procedures and appropriate forms for the tracking of evidence will be
maintained in the future.

As of January 1, 2010 an evidence room has been established. Only Chief
Bradley and Officer Swain have access to the evidence room. Please find
enclosed copies of log sheets and chain of custody in reference to evidence, as
well as release forms. Certified officers with crime scene investigation training
are the only individuals who handle the evidence.

Past evidence handled by prior Chief of Police William Bickerstaff cannot be
accounted for and current Chief Bradley can only be accountable for evidence
submitted as of January 1, 2010. All evidence is held in the evidence room and

logged. Evidence is not kept in any other part of the office.

Policy of documenting and handling of evidence is in the process of being
updated.

SEE ATTACHMENTS
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EVIDENCE Offense No.

Evidence Description

Place Evidence found

Date & time of recovery

Suspect Offense

Evidence recovered by

(signature required)

CHAIN OF POSSESSION OF EVIDENCE

(Signatures required)
From TO Date Time
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DEPARTMENT OF PﬁBLIC SAFETY

FAIRMONT STATE
PROPERTY RELEASE FORMS

SAFEKEEPING
LOST & FOUND
OTHER

REPORTING PERSON

NAME

ADDRESS

TELEPHONE

DATE TIME

Description of Item

OFFICER

(signature required)

RELEASING OFFICER DATE TIME

CASE#

(if applicable)

RELEASED TO DATE TIME

Signature Required)
ADDRESS
TELEPHONE
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FAIRMONT

STATE UNIVERSITY.

PIERPONT

COMMUNITY & TECHNICAL COLLEGE.

DEPARTMENT OF PUBLIC SAFETY

EVIDENCE LOG

CASE#:___ EVIDENCE LOG #:2C /€ CC G 57

EVIDENCE DESCRIPTION:

et i it

LOCATION EVIDENCE WAS FOUND:

2t Fos#

DATE OF RECOVERY: ,/2/221 //ﬂ

TIME OF RECOVERY: __l;f&___

SUSPECT: _ o
Tl . . 7

OFFENSE:

/
venw: Jusigg el P

RECOVERING OFFICER:

CHAIN OF CUSTODY

OFFICER RELFASFD TN DATE/TIME

M
A S J

o
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Finding 7

Condition:

Criteria:

Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

Unauthorized Refunds

We noted five out of 50 or 10% of the items tested where students’ were
refunded non-refundable course fees equaling $272.10.

Fairmont State University’s 2007 — 2008 Catalogue states in part:

“..Special Fees (Non-Refundable) — Applicable To All
Students...Course Fee (per credit hour)...54.00”

The Vice President of Fiscal Affairs, stated that he was aware of course fees
being refunded, but was unaware that the FSU 2007-2008 Catalogue cited all
special fees, including course fees, as non-refundable fees. He stated the
catalogue would be updated and course fees removed off the non-refundable
fees.

By refunding non-refundable fees to student accounts, the University is losing
revenues.

We recommend FSU comply with the appropriate FSU Catalogue and

discontinue refunding course fees or update their catalogue to reflect the
change.

The 2010-2011 catalog has been updated to remove course fees from the non-
refundable listing. Please see the attached copies of pages from the 2010-2011
catalog and the 2007-2008 catalog.

SEE ATTACHMENTS
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PAYMENT OF TUITION AND FEES

Students attending FSU or Pierpont are
offered an alternative to payment in full at
the time of registration. This payment plan
is known as the Fairmont State Installment
Plan Service, or FIPS. This allows students to
pay their balance in four equal payments. If
payment is not received before the due date
cach month, a $25 late fee will be added to
the account. The registration process is not
complete until all fees, plus interest and/
or any penalties, have been paid in full.
Fees can be paid with Visa, MasterCard,
American Bxpress and Discover Card.
Students receiving financial aid must
apply 100 percent of their aid prior to FIP§
payments.

Registration is not completed until
payment of tuition, residence hall rent,
board, and fees has cleared. A late payment
charge of $50 will be assessed on the first
day of class; a $10 charge will be assessed
on each check ‘returned for “insufficient
funds” unless the student can obtain an
admission of error on the part of the bank.
The Office of Enrollment Services shall
declare the fees unpaid and registration
canceled until the check has been redeemed
and the additional charge paid. Student
records will not be released by the Office
of Enroliment Services for any student who
has a delinquent financial obligation to
either institution.

All outstanding amounts resulting from
nonpayment of tuition and fees are the
responsibility of the student. Withdrawal
from school, officially or unofficiatly, will
not cancel any financial abligation already
incurred. Additionally, failure to pay ail
financial obligations may resuit in debts
being turned over to a collection agency.
Collection costs, including attorney fees and
other charges necessary for the collection
of any amount due, will be added to the
student’s account balance.

NOTE: The term “resident” vefers to
classiftcation jor fee purposes only. See end of
this section for resident classifications.

All fees subject fo change. Please sec our
homepage for the most current tuition and fee
information.

Please remember that bills are no longer
being sent vin mail, but billing information,
reminders and important notices are sent to
each student’s institutional e-mail address.

2010-2011 Catalog

pnes and

Tuition and Fees (2010-2011)

PIERPONT COMMUNITY & TECHNICAL COLLEGE
TUITION & FEES PER SEMESTER

OnCampus ~ OnCampus  Off Campus  Off Campus Virtual Virtual
WV Resident  Non-Resident WYV Resident Non-Resident WV Resident  Non-Resident
1645..............4151 ... 2568
.1537. 3828 2354
.1400... 3480 .2140
1260, 3132 1926
1120 2784 1712
980 2434 1498
840 2088 -1284
700 1740 1076
560 1392 856
420 1044 642
2 hours 280 696 228 428
1 hour 140, 348 114 214
FAIRMONT STATE UNIVERSITY
TUITION & FEES PER SEMESTER
On Campus On Campus  Off Campus  Off Campus Victual Virtual
WV Resident Non-Resident WYV Resident Non-Resident WV Resident Non-Restdent
12 hours 2586, 5452 2297. 5163...
11 hours 237, 4994 2131 4752
10 houzs.e. 1940.............. 4320 ....
9 hours. 1746.............. 3888 ...
8 hours 1552 3456
7 hours 1358, 3024
6 hours. 1164 2592
5 hours............. 970. 2160
4 hours 76. 1728
3 hours 582 1296

2 hours
1 hour

388. 864
194, 432

GRADUATE COLLEGE
TUITION & FEES PER SEMESTER

OncCampus  OnCampus  Off Campus  Off Campus Virtual Virlual

WV Resident  Non-Resident WV Residen! Non-Resident WY Resident Non-Resident
9 hours 2810 5998 2521 5709 2166............. 3069
8 hour: 2488, 5320 2256. 5088 1928 2728
7 hours 2177 4655 1974 4452 1687 2387
6 hours 1868 . .1692
5 hours .1555..,
4 hours., J1244..
3 hour 933
2 hours 622
1 hour 311

SPECIAL FEES (NON-REFUNDABLE) - APPLICABLE TO
ALL STUDENTS

New Student Orientation Fee $120.00
Graduation Fee (inc. cap and gown) $50.00
* Special course fees may apply

Expenses and Financial Aid 21
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Expenses and Financial Aid

PAYMENT OF TUITION AND FEES

Students attending Fairmont State University are
offered an alternative to payment in full at the time
of registration. This payment plan is known as the
Fairmont State Instaliment Plan Service, or FIPS.
This allows students to pay their balance in four
equal payments. If payment is not received before
the due date each month, a $25 late fee will be
added to the account. The registration process is not
complete until all fees, plus interest and/or any pen-
alties, have been paid in full. Fees can be paid with
Visa, MasterCard, Ametican Express and Discover
Card. Students receiving financial aid must apply
100 percent of their aid prior to FiPS payments.

Registration is not completed until payment
of tuition, residence hall rent, board, and fees has
cleared. A late payment charge of $50 will be as-
sessed on the first day of class; a $10 charge will be
assessed on each check returned for“insufficient
funds” unless the student can obtain an admis-
sion of error on the part of the bank. The Student
Accounts Office shall declare the fees unpaid and
registration canceled until the check has been
redeemed and the additional charge paid. Student
records will not be released by the Registrar’s Of-
fice for any student who has a delinquent financial
obligation to Fairmont State.

All outstanding amounts resulting from non-
payment of tuition and fees are the responsibility
of the stuclent. Withdrawal from school, officially
or unofficially, will not cancel any financial obliga-
tion already incurred. Additionally, failure to pay
all financial obligations may result in debts being
turned over to a collection agency. Collection costs,
including attorney fees and other charges necessary
for the collection of any amount due, will be added
to the student’s account balance.

NOTE: The term "resident” refers to classification for
fee purposes only. See end of this section for resident
classifications.

All fees subject to change. Please sec Fairmont Staie
homepage for most current huition and fee information.
Please remember that bills are no longer being sent vin
mail, but billing information, reminders and important
#otices are sent fo each student’s Fairmont Stafe gener-
ated e-mail address.

2007-2008 Catalog

Tuition and Fees

PIERPONT COMMUNITY & TECHNECAL COLLEGE
TUITION & FEES PER SEMESTER

OnCampus  OnCampus  Off Campus  Off Campus Virtua Virtual
WV Resident  Nen-Resident WV Resident  Non-Resident WV Resident  Non-Resident
12 hours....$1,701 $3,792 $1,502 $3,593..........$1,260..
3,508 1,396 3,310 .1,155..
3,190 1,270, 3,010............ ,050...
2,871 1,143 2,709 945.,
8 hous....... 2,552 1,016 2408 840,
7 hours 2,233 889, 2,107 735..
6 hours..... 1,914 762, 1,806 630..
5 houss.... 1,595 635, 1,505 525..
4 hours 1,276 508, 1,204 420
3 hours, 957 331 903 315
2 hours 638 254 602 210
1 hour . 319 127, 301 105

FAIRMONT STATE UNIVERSITY
TUITION & FEES PER SEMESTER

OnCampus  OnCampus  Off Campus  Off Campus
WV Resident  Non-Resident WV Resident  Non-Resident

12 hours....$2,261.......... $4,728.......... $2,004 ... $3,481. .

Virtual Virtual
WYV Resident  Non-Resident
.$1,788.. 52,988

11 hours....... 2067, 4,322 1,869 4,124 -1,639.. 2,739

10 hours...... 1,880 3,930. 1,700, 2,490

3,537. 1,530. 2,241

3,144 1,360, 1,992

2,751 1,190, 1,743

2,358 1,020 1,494

1,965 850, 1,245

4 hous.... 1,572 680, 996

3 hours 1,179 510. 747

2 hours, 786, 340 498

1hour. 393 170. 244
GRADUATE COLLEGE

TUITION & FEES PER SEMESTER

OnCampus  OnCampus  Off Campus  Off Campus Virtual Virtual
WV Residen!  Non-Resident WV Resident  Non-Resident WV Resident Non-Resident
9 hours......$2,442 $5,187. $2,196, $4,941 $1,899
8 hours....... 2,152 4,592 1,968 4,408............ 1,688,
7hours....... 1,883 4,018 1,722 3,857 L1477
6 hours..... 1,614 3,444 1476, 3,306 .1,266...
5 hours 1,345 2,870 1,230 2,755.... .1,085..
4 hours....... 1,076 2,296 984, 2,204 844,
3 hours.. 807 1,722 738, 1,653 633
2 hours.. 538 1,148 492 1,102 422
1 hour 269 574 246, 551 211

SPECIAL FEES (NON-REFUNDABLE) — APPLICABLE TO

ALL STUDENTS
New Student Orientation Fee

Graduation Fee (inc. cap and gown)

$120.00
$50.00

Course Fee (per credit hour)
* Special course fees imay apply

e 34,00

Expenses and Financial Aid 19
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Finding 8

Condition:

Criteria:

Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

Incorrect Course Fees Charged to Students

We noted four out of 50 instances or 8% of the items tested where FSU
overcharged students for fees in the amount of $46.00. We noted two out of
50 instances or (4%) where students were overcharged course fees totaling
$11.00 in overpayments. In addition, we noted two out of 50 instances or (4%)
where students were assessed an incorrect Baccalaureate Enhancement Fee
totaling $35.00 in overpayments.

Fairmont State University’s 2007 — 2008 Catalogue states in part:

“...Special Fees (Non-Refundable) — Applicable To All Students: Course
Fee (per credit hour)......54.00...”

Fairmont State University’s Board of Governor’s 2007 — 2008 approved fee
schedule, which states in part:

“..Course Fee (Per Credit Hour) (previously known as Technology
Fee).....54.00 ..Community College Baccalaureate Enhancement Fee
(Per Credit Hour) — Resident......$50.00...”

FSU’s Vice President of Administrative and Fiscal Affairs, stated, “the fee
schedules provided to the Auditors were the schedules that enrollment services
should have been referring to during the audit period”.

By not performing thorough reviews of each charge that could be placed onto a
student’s account, students may be over or undercharged.

We recommend FSU comply with the appropriate FSU catalogue and the
appropriate FSU Fee Planning Schedule for Special Fees and Charges by charging
the correct amount for courses. In addition, we recommend FSU perform
continuous testing of the information system to ensure students are charged
correctly.

“The student fee assessments are generated by tables set up within the student
system. Ninety-nine plus percent of all fees are automatically created. We set
up the fee tables based on Board Approved Fees and changes (usually once
every year prior to the assessment of Fall Semester fees).

Research indicates that these fees were incorrectly attached to individual
courses and inadvertently charged to the students. These have been corrected
and staff makes every effort to make sure that this does not happen. They are
aware that only approved fees may be attached to courses.
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Finding 9

Condition:

Criteria:

Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

Timely Submission of Leave

During our audit of Sick and Annual Leave, we noted three out of 30 or 10% of
employees tested in which employees turned in Leave Requests on average four
months after the Annual and Sick Leave was taken.

Fairmont State University’s Employee Handbook states in part:

“...Annual leave must be approved in advance by the supervisor.
Annual leave shall be arranged to fit operating schedules;
however, consideration shall be given to an employee’s
request...”

Additionally, the Employee Leave Request Form states the following:

“This form is to be completed by employee and signed by
employee’s supervisor prior to taking annual leave or upon
return from sick leave.”

The Payroll Director stated the employee did not submit their leave timely.

By not submitting leave request timely, employees leave records are not
updated and current balances will remain incorrect until they are submitted. In
addition, this will provide an opportunity for employees to take leave that may
have not been accrued due to an overstatement in Annual or Sick Leave
balances.

We recommend FSU comply with the Employee Handbook and the Leave
Request Forms by requiring all employees to submit Annual Leave requests in
advance and to submit Sick Leave Requests immediately following return to
work. In addition, we recommend FSU to put in place a policy and procedure in
the employee handbook that informs the employees the correct procedure for
requesting and taking leave.

The employee handbook is being revised by a committee and we have asked
that the instructions at the top of the Leave Request form be added to the
handbook — Annual Leave request forms are to be completed by the employee
and signed by the employee’s supervisor prior to taking annual leave. Sick
Leave request forms are to be completed by the employee and signed by the
employee’s supervisor upon return from sick leave. Original Leave Request
forms are to be submitted to the Payroll Office immediately upon approval by
the Supervisor. A total of 329 employees submit leave forms. Also, leave
balances are e-mailed to the employee supervisors monthly. A reminder to
submit Sick and Annual Leave forms immediately will be added to the
supervisors e-mail.
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We will do our best to make sure employees and supervisors are submitting
Annual Leave in advance and Sick Leave requests immediately following the
employee’s return to work.
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Finding 10

Condition:

Criteria:

Cause:

Effect:

Leave Balance

We noted one out of 30 or 3% of employees tested where the employee’s Sick
Leave balance was negative in the amount of .5 days as of June 30, 2008.
Additionally, Annual leave was not transferred to cover the negative Sick Leave
balance and/or the employee was not taken off payroll. We also noted one out
of 30 or 3% of employees tested where their leave was improperly calculated
for a difference of one hour.

Section 2.3 of Higher Education Policy Commission Procedural Rule Title 133,
Series 38, Employee Leave, states in part:

“Annual and sick leave may not be taken before it is accrued. If an
employee works less than a full month, annual and sick leave shall be
accumulated on a pro rata basis.”

Additionally, section 5.7 states in part:

“In cases, except those involving catastrophic sick leave as
defined in Section 8.1, where all accumulated sick leave has
been used and annual leave is available, it shall be the option of
an employee either to use any accumulated annual leave until it
has also expired, rather than being removed from the payroll, or
to retain the accumulated annual leave for use after return to
work, but be taken off the payroll immediately after the
accumulated sick leave has expired.”

W.Va. Code §12-3-13 states:

“No money shall be drawn from the treasury to pay the salary
of any officer or employee before his services have been
rendered.”

The Director of Payroll stated when the Sick Leave balance becomes negative
they wait for the next month accruals to see if the negative balance is cleared.
If not, it is taken from the Annual leave. During this audit period, FSU’s payroll
department received an “End of Month Leave Summary Update Log” that listed
employees who had overdrawn their Sick Leave. This report was monitored by
payroll and human resources were given a copy of the report if employees were
overdrawn on Sick Leave.” She also stated one hour of leave was miscalculated.

As of 06/30/2008 there were a total of five employees with a negative leave
balance. The average leave balance of those five employees was -0.4 annual
days and -0.1 sick days. If payroll waits one month and monitors the situation,
this allows employees to take additional leave that has not yet been earned.
This could result in overpayment to employees that should have been removed
from payroll. Also, improperly maintained Sick and Annual Leave balances could
result in employees receiving more/less days of leave than the employee is
entitled. Additionally, the employee may be underpaid or overpaid for lump
sum payments for any unused Annual Leave upon their retirement/resignation
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Recommendation:

Spending Unit’s
Response:

or could adversely affect an employee’s retirement annuity or the amount of
extended health insurance coverage an employee would be entitled to receive
for any unused Sick Leave.

We recommend FSU comply with procedural rule Title 133 Series 38 of the
Higher Education Policy Commission and have employees not take leave before
it is accrued. We also recommend FSU comply with procedural rule Title 133
Series 38 of the Higher Education Policy Commission and Annual Leave should
be reduced in order to cover the Sick Leave overdrawn balance or an employee
should be required to go off payroll. In addition, we recommend FSU maintain
accurate leave balances. Also, we recommend FSU comply with W.Va. Code
§12-3-13.

In the future, Annual / Sick leave negative balances will be adjusted prior to the
monthly leave close. If there is a negative annual and sick leave balance the
employee will be removed from payroll. Leave balances are emailed to the
employee supervisors monthly. Annual / Sick leave balances with less than 5
days are highlighted in red on the supervisor report.
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Finding 11 Misclassified Expenditures

Condition: We noted six out of 198 or 3% of the items tested were coded incorrectly in the
amount of $1,175.98 according to the West Virginia State Budget Office’s
Expenditure Schedule. The six items noted are detailed in the chart below:

Object
Object Code
Code Description | Audited Audited
Transaction | Transaction per per Object Object Code
Date Amount Agency Agency Code Description
Training and
06/21/07 | $255.00 026 Travel 052 Development
Consultant Payments for
08/21/07 | $180.00 026 Travel 122 Capital Asset Projects
Consultant Payments for
08/21/07 | $192.00 026 Travel 122 Capital Asset Projects
Training and
10/02/07 | $132.00 026 Travel 052 Development
06/02/08 | $335.00 026 Travel 029 Vehicle Rental
04/14/08 | S 81.98 026 Travel 029 Vehicle Rental
Criteria: West Virginia Expenditure Schedule Instructions for Fiscal Year 2008, an object

code is:

“An expenditure classification; referring to the lowest and
most detailed state level of classification....”

West Virginia State Budget Office’s Expenditure Schedule Instructions for Fiscal
Year 2008, definitions for the pertinent object codes are as follows:

Travel (026): “Payments for authorized in-state and out-of-
state travel expenses in accordance with the State Travel
Regulations as issued by the Travel Management Office,
Division of Purchasing, Department of Administration and
other approved travel plans. ... Includes athletic travel,
team and associated individual travel.”

Vehicle Rental (029): “Auto, aircraft (i.e., fixed wing and
helicopter), farm equipment (off road) rental, earth
moving, hauling, and DOH emergencies for snow/flood.”

“Training and Development (052): All costs that are associated
with the training, development, and education of an employee,
including those materials solely purchased for in-house training
(transparencies, films, videos, etc.); rental of training facilities;
video teleconferencing charges related to training and
education; any professional consulting services in the
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Cause:

Effect:

Recommendation:

Spending Unit’s
Response:

conducting of training; reimbursement of authorized travel
expenses (as allowed by the State Travel Regulations) incurred
while attending training seminars; and tuition reimbursements
for job related course work and IS&C site training fees.”...

Consultant Payments for Capital Asset Projects (122): Fees for services
by consultants (including architects and engineers) undertaking design,
contract inspection, etc. of capital asset projects.

The Accounts Payable Coordinator stated, “all on-campus travel is coded using
object code 025 (Contractual and Professional) and all off-campus travel is
coded using object code 026 (Travel)”.

In addition, she stated “The contract was encumbered under object codes 122
and 026 only. The invoice had the items under reimbursable and they did not
realize they were not travel items, it was an error on FSU’s part”.

By misclassifying expenditures under an incorrect object code, annual budgeted
amounts could be affected. In addition, financial statements could be
misstated.

We recommend that FSU comply with the West Virginia State Budget Office’s
Expenditure Schedule Instructions by ensuring that transactions are classified
with the appropriate object codes.

Fairmont State University concurs and will comply. We are currently working
with the State Auditor’s Office on implementing new Travel Software. To
ensure that all travel expenses are properly classified, we will be establishing
within the software the appropriate account codes for all travel related
expenditures.
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STATE OF WEST VIRGINIA

OFFICE OF THE LEGISLATIVE AUDITOR, TO WIT:

I, Stacy L. Sneed, CPA, CICA, Director of the Legislative Post Audit Division, do hereby
certify that the report appended hereto was made under my direction and supervision, under the
provisions of the W.Va. Code §4-2, as amended, and that the same is a true and correct copy of said
report.

Given under my hand this 20" dayof July 2010.

e  chotef

Stacy L. Sneed, CPA, CICA, Director
Legislative Post Audit Division

Copy forwarded to the Secretary of the Department of Administration to be filed as a
public record. Copies forwarded to the West Virginia Higher Education Policy Commission; Fairmont

State University; Governor; Attorney General; and State Auditor.
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