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REPORT ON PROCEDURES AND FINDINGS 
FROM INTERNAL CONTROL INSPECTION 

 
We have performed the procedures enumerated below, which were agreed to by Cobb County 
Government, solely to assist in satisfying the annual internal control procedures and related 
reporting required on Georgia County Extension Office accounts, for the year ended December 
31, 2022. Cobb County’s management is responsible for the internal controls. Our inspection was 
made in accordance with the required procedures provided by the University of Georgia 
Cooperative Extension.  

Our inspection and this report are not meant to be construed as an agreed upon procedures 
opinion rendered by a Certified Public Accountant firm.  

During the course of the above inspection, we performed the inquiry and examination 
procedures and noted the following related findings:  

 
Exhibit 3-1 Cash Receipts and Deposit Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.  
The sample for cash receipts and deposits were selected based on 20% of the total transactions 
versus 20% of the dollar amount.  The noted procedures were primarily applicable to cash and 
check transactions, whereas we observed that a majority of the Cobb County Extension Office 
transactions were credit cards. Specifically, there were 293 total transactions per the Quick Books 
Online (QBO) receipts log for a total of $331,551. We observed that 95 or 32.4% of these 
transactions were cash and checks for a total of $80,230. Our total sample included 64 
transactions totaling $42,716, which is 13% of the total of $331,551 including cash, checks and 
credit cards. The sample of cash and checks included the following:    
 Number/Percentage of cash/check transactions – 25.3% (24 of 95) 
 Percent of dollar amount cash and checks - 27% ($22,003/$80,230)  

 
Overall Conclusion Summary  
We identified several inconsistencies with the County Operations County Funds Policy guidelines 
(COCFP), as well as any findings in the examination procedures as documented below. There 
were no observations for any specific procedures not referenced below. 
 The receipts included inconsistent, incomplete, and/or missing data fields: 

o There was only one instance where the funds custodian signed the receipt when cash 
or checks were accepted by another staff member. 
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o One receipt was written for an incorrect amount; however, the total deposit was 
determined to be correct; 

o Additional observations were noted where the payment type was not selected; 
however, the payments by check and check number was noted; and 

o Five receipts were determined to be incomplete (i.e. missing data such as the date, 
method of payment, preparer, or payee).  

 Inconsistent order of receipt book usage resulting in receipt gaps: 
o With the exception of one sample, the receipt gaps were determined to be due to the 

use of an older receipt book, the use of receipt books out of order, or the incorrect 
receipt numbers was entered in QBO. Therefore, these were determined to not be 
actual gaps over five days. 

 Deposits exceeded 5-day clearance: 
o There were four samples where there were over five business days between the 

receipt date and the date the deposit cleared the bank. 
 Transactions recorded in QBO after deposit: 

o There were 48 samples where the transactions were entered in Quick Books after the 
deposit to the bank.  

 We were unable to observe checks being held for deposit as none were available at the 
time of testing.  

 
 

Exhibit 3-2 Cash Expenditures and Disbursement Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.   
The sample selected for cash expenditures was based on 20% of the total transactions 20% of 
the dollar amount.  We observed 537 transactions on the cash expenditures log.  We selected 
108 transactions for testing, which represents about 20% of the total samples. The total dollar 
amount observed on the cash expenditures log is approximately $162,832. Our sample totaled 
approximately $34, 633, which is 21% of the total dollar amount.  

Overall Conclusion Summary  
We identified several inconsistencies with the County Operations County Funds Policy guidelines 
(COCFP), as well as any findings in the examination procedures as documented below. Any 
specific procedures conclusion not referenced below was deemed to not include exceptions. 
 There were 105 instances where the transactions were not entered in QBO on the date 

of disbursement. 
 We observed one voucher that had not been approved by the County Extension 

Coordinator (CEC). This voucher was requested by the CEC as the 4-H agent. We observed 
that there were six instances where the CEC signed as both the preparer and reviewer. It 
was discussed with the CEC this occurred because the CEC is currently also the 4-H agent 
until the new agent starts in September 2023. 
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 We also observed that there were 10 disbursements that had been approved by one of 
the other check signers. Eight (8) of these disbursements were reimbursement requests 
by the CEC as the Vendor/Payee. The other two were requested by the CEC for payments 
to other vendors. These were each under $500 and therefore, per discussion it was 
determined that they did not require approval by the District Extension Director. We 
observed one voucher without the check date. 

 We observed that in 23 instances the actual check date varied from the date per 
QuickBooks. 

 We were able to confirm that receipts were submitted for reimbursements. The UGA 
travel expense statement was not used in the samples we observed. The Cobb County 
travel forms used for mileage reimbursements and airfare were consistent with County 
policies.  

 Through inquiry, we determined that in some instances, checks may need to be pre-
signed without a payment amount. However, no blank checks are ever pre-signed. Per 
discussion with the CEC, checks are always pre-filled with the vendor/payee information  
before being pre-signed.  

 Through inquiry, we determined that there is no petty cash fund, however, the office 
maintains a change/till fund of $50 to provide change to patrons paying in cash.  

 
Other Observations 
The following are additional items that were discussed with the CEC. These were not part of the 
testing procedures but were observed during the required testing procedures.  
 In some instances, we observed requests for reimbursement where only an invoice was 

provided but there was no proof of payment (i.e. receipt). Consider whether proof of 
payment should be submitted with the invoice to substantiate reimbursement requests. 

 We observed that a check was presented and cleared the bank twice. This was identified 
during the CEC's monthly reconciliation and resolved with the staff member and discussed 
with the entire staff. It is our understanding that UGA was previously notified.   

 We observed that several invoices could be attached to one email for review and approval 
by the District Extension Director. When several invoices are presented to the District 
Extension Director and attached in one email request, consider listing the payee and 
amounts in the email to evidence the review and approval of each invoice and amount.  

 We observed that the documentation to reimburse patrons was inconsistent. Consider if 
reimbursement documentation could be standardized to improve evidence for 
reimbursements to patrons. 

 Due to the volume of expense reimbursement requests, we inquired as to what tracking 
mechanism is in place to monitor reimbursement requests and ensure that there are no 
duplicates.  Per discussion with the CEC, this is tracked using the check book which 
maintains documentation of recipient, amount, and purchase in detail. Any double 
requests for payment would be identified. 
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Exhibit 3-3 Accountability and Reconciliation Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.   
Six months or (50%) were selected for testing as required per the testing procedures.  

Overall Conclusion Summary  
We identified several inconsistencies with the County Operations County Funds Policy guidelines 
(COCFP), as well as any findings in the examination procedures as documented below. Any 
specific procedures conclusion not referenced below was deemed to not include exceptions. 
 One month was not reconciled within 30 days of receipt of the bank statement. The 

monthly reconciliation checking summary was not prepared by the CEC and remitted to 
the district office within 30 days of receipt.  

 There were uncleared checks and deposits from 2017 through 2022 on the bank 
reconciliation until November 2022. There was still an uncleared check and deposits from 
2021 on that reconciliation. In Feb 2023, the district office assisted with how to clear stale 
dated items. Outstanding checks over 90 days were observed. 

 The bank reconciliation amount agreed to the bank statement; however, the bank 
reconciliation amount did not agree to the amount per the GL for each month in our 
sample. In addition, there were uncleared transactions, but we did not perform additional 
procedures to validate the differences observed.  

 Office hours are 8-5p. We observed several transactions outside of the 8-5:30p time 
period. We determined through discussion with the County Extension Coordinator that 
the volume occasionally requires that transactions are entered outside of these hours. 
The request to work outside of office hours must be documented by email as this would 
likely result in overtime. We did not review documentation to validate this assertion. 

 One transaction was deleted during the months sampled. This was completed by the 
District Extension Director who also has edit access. Otherwise, we observed access by a 
UGA Internal Auditor who was assisting  Cobb Extension with the County's financial 
records and system administrator which we were unable to identify to a specific 
individual. 

 
Other Observations 
The following are additional items that were discussed with the CEC. These were not part of the 
testing procedures but were observed during the required testing procedures.  
 Periodically evaluate user access to QBO based on business need or job responsibilities.  

Only approved users should have the ability to enter, edit, and/or delete transactions. 
 

 

 

 

 



 

Page 5 

 

Exhibit 3-4 Investment Account Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.   

Overall Conclusion Summary  
We identified several inconsistencies with the County Operations County Funds Policy guidelines 
(COCFP), as well as any findings in the examination procedures as documented below. Any 
specific procedures conclusion not referenced below was deemed to not include exceptions. 
 There are two CDs and one Money Market (MM) account. The MM account was closed in 

March of 2022. The funds were transferred to the 4-H Foundation account. We observed 
$1,892.42 in uncleared transactions from 2017-2019. We did not perform additional 
procedures beyond the identification of the uncleared transactions. The CDs were closed 
in 2023 as they were past the date to close in 2022. 

 A Financial Advisory Board does not exist therefore the money market and CDs active 
during our scope period would have been noncompliant with this requirement. The 
remaining test steps were not performed.  

 
 
Exhibit 3-5 Inventory and Sales Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.   

Overall Conclusion Summary  
We identified several inconsistencies with the County Operations County Funds Policy guidelines 
(COCFP), as well as any findings in the examination procedures as documented below.  
 Per discussion with the CEC, the office does not maintain inventory. Plants purchased for 

plant sales are ordered in advance by the patron/citizen. Additional plants are ordered in 
case pre-ordered plants need to be replaced. Any remaining are sold or donated following 
the event. The orders are tracked using a manual spreadsheet. The policy states that the 
CEC should compare the cost of the plants to the proceeds to evaluate financial controls 
and assess fund raising efforts. However, there are no specific procedures related to 
testing of this requirement. Therefore, we reviewed the spreadsheet and inquired on the 
procedures but did not perform any additional testing in this area.  Per our inquiry, we 
determined that upon conclusion of the plant sale the net profit is reviewed. The profit 
for herbs is allocated to Agriculture and National Resources (ANR) funds and for all other 
plants is allocated to 4-H funds. This is compared to prior year. In addition, there is a 
review of the plants that did well and that did not do well. The plants that did not do well 
are not included in the plant sale for the following year.     
o This office does not maintain ammunition. 

 
Other Observations 
The following are additional items that were discussed with the CEC. These were not part of the 
testing procedures but were observed during the required testing procedures.  
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 Consider an independent reconciliation/validation of orders, manual spreadsheet used 
to record plant orders, collections, and bank deposits.   

 Include specific references to how to account for and document the methodology of the 
remaining plants (i.e. additional sales (revenue) or donations). 

 Require evidence/attestation of completion of the reconciliation completion. 

 
 
Exhibit 3-6 Equipment Tracking and Storing Annual Tests of Internal Control Procedures   

Procedures - See Appendix V on Page 12 for detailed procedures performed.   

Overall Conclusion Summary  
No findings were identified in this area. The examination procedures were limited to the 
following items.  

• Per discussion with the CEC, there are no firearms. The office maintains bows for archery, 
but these are not listed. These may be listed on the County equipment list as they were 
purchased with County BOC funds; however, we did not perform additional procedures 
to confirm if these are listed on the County’s equipment listing.  

• We confirmed that the equipment list was submitted to the district office in September 
2022. It was discussed and per the CEC's understanding, there is also a separate 
equipment list for the County equipment. We did not perform additional procedures to 
confirm the County equipment listing. In addition, we were unable to validate the UGA 
list of items. This list was based on information provided to the County by UGA. Therefore, 
our procedures were limited to the confirmation that the equipment list was submitted 
to the district office. There was one item considered lost and one returned to the district 
office according to the inventory report.  

 
This report is intended solely for the information and use of Cobb County Government and 
University of Georgia Cooperative Extension and is not intended to be and should not be used by 
anyone other than those parties.  
 
Cobb County Government 
Internal Audit Department 
 
 
____________________________    _______________________________ 
Latona R. Thomas, CPA, CIA     Erica Brooks Peters, CPA 
Internal Audit Director      Internal Audit Division Manager 
 
 
October 27, 2023 
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Background 
 

The mission of the UGA Cobb Extension is to extend lifelong learning to the citizens of Cobb 
County through unbiased, research-based education in urban agriculture/horticulture, the 
environment, communities, youth, and families .1 

All funds must be maintained and administered in accordance with the UGA Extension County 
Operations County Funds policy.  In accordance with this policy, the County Extension Services 
maintains a checking account with Bank of America for program receipts and disbursements for 
related expenses.  During the period under review,  it was determined that the County Extension 
Services office also held a money market investment account that was closed in March 2022, two 
Certificates of Deposit (CD) closed in June 2023, and a 4-H Foundation account that was opened 
in April 2023. This foundation account is managed by UGA; therefore, Cobb Extension staff have 
no additional responsibilities.   

The County Extension Services office has a designated cash custodian who is responsible for the 
collection of funds received for program activities. There are two other staff members that are 
designated as backups for the cash custodian. The County Extension Coordinator (CEC) prepares 
and signs the Monthly Reconciliation Checking Account Summary/Detail form indicating review 
of bank expense and deposit transactions. A check request for payment is prepared and 
submitted with receipts to the CEC for review and approval. There are three individuals 
designated as check signers for disbursements. Cash receipts and disbursement transactions are 
entered into QuickBooks online as required per the above referenced policy by the cash 
custodian.   

This review was performed within the guidelines required per the Annual Tests of Internal 
Controls and Related Required Reporting for Georgia County Extension Office Accounts. The UGA 
Cooperative Extension requires certain internal control procedures to be performed annually on 
all county Extension Office accounts. We examined the County Extension accounts using the 
procedures that are performed by the county auditing department. Those procedures require 
that we perform inquiry of County Extension personnel and examine cash receipts, cash 
expenditures, bank reconciliations, investment accounts, equipment tracking, and inventory 
procedures as outlined in the Annual Tests of Internal Controls and Related Required Reporting 
for Georgia County Extension Office Accounts. These guidelines also stipulate that we issue the 
“Report of Procedures and Findings from Internal Control Inspection”2. The purpose of this report 
is to provide procedures performed along with any findings resulting from those procedures. The 
guidelines also indicate that we should not attempt to include an opinion on internal controls 
within this report.  

Detailed information on our audit objectives, scope, and methodology is presented in Appendices 
III and V.   

 
1 Cobb County UGA Extension Office website: https://extension.uga.edu/county-offices/cobb.html. 
2 See Page 1 for this report.   

https://extension.uga.edu/county-offices/cobb.html
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Appendix I 
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Appendix II 
 



 

Page 10 

 

Appendix III 
 

Summary of Objectives, Scope, and Procedures 
 
We conducted this audit per the request of the County Extension Coordinator. The objective was 
to determine if the County Extension Services office is in compliance with the requirements as 
outlined in the UGA Extension County Operations County Funds policy. Our scope period was 
January 1, 2022, to December 31, 2022.   

This audit was performed in accordance with the guidelines provided in the Annual Tests of 
Internal Controls and Related Required Reporting for Georgia County Extension Office Accounts. 
This engagement was not performed in conformance with the Institute of Internal Auditors 
International Standards for the Professional Practice for Internal Auditing. Per these guidelines, 
“The individual should not attempt to include an opinion on internal controls within the report.” 

Refer to Appendix V for the Annual Tests of Internal Controls Procedures for Georgia County 
Extension Office Accounts. Cash disbursement and receipt samples were randomly selected using 
random number generator in Microsoft Excel.  
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Appendix IV 
 

Outcome Measures 
 

This appendix typically presents detailed information on the measurable impact that our 
recommended corrective actions will have on County governance.  However, our procedures 
were limited to the requirements per the UGA guidelines. Therefore, outcome measure below is 
a result of the performance of the work and will be incorporated into our annual report to the 
Board of Commissioners, Audit Committee, and County Manager. 

Type and Value of Outcome Measure: 

• Compliance with the UGA Extension County Operations County Funds Policy – Actual; The 
work performed is required per the Annual Tests of Internal Controls and Related Required 
Reporting for Georgia County Extension Office Accounts (See Pages 1—6).  

Methodology Used to Measure the Reported Benefit: 

This is based on the requirement by the UGA Extension County Operations County Funds policy.  
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Appendix V 
 

Annual Tests of Internal Controls Procedures 
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