@ elliott davis

November 15, 2017

The Board of Commissioners and Management
of Wake County, North Carolina

This letter is to explain our understanding of the arrangements for, and the nature and limitations of, the
services we are to provide for Wake County (the County). We will perform specific agreed upon
procedures related to the County’s processing of revenue and cash receipts for the period from July 1,
2017 through November 30, 2017 (the Period}. Our procedures will be applied to certain cash collection
sites within the County as described below.

We will apply the agreed-upon procedures listed below that were specified and agreed to by the County.
Our engagement to apply agreed-upon procedures will be conducted in accordance with attestation
standards established by the American Institute of Certified Public Accountants. The sufficiency of the
procedures to be performed is solely the responsibility of the County. Consequently, we make no
representation regarding the sufficiency of the procedures described below or the content of the
attachments to this engagement letter, either for the purpose for which the agreed upon procedures
report has been requested or for any other purpose. Because the agreed-upon procedures listed below
do not constitute an examination or an audit performed in accordance with generally accepted auditing
standards, we will not express an opinion on any of the specific elements, accounts, or items referred to
in our report or on the financial statements of the County taken as a whole.

The specific procedures to be performed are as follows:

1. We will perform the following procedures for at least seventy-one (71) of the one hundred and
seven (107) cash collection sites listed in Attachment 1 (the sites) as determined by the County:

a. Obtain management’s written responses to the questionnaire at Attachment 2 regarding
processes and procedures surrounding revenue and cash receipts.

b. Observe selected revenue and cash receipt transactions that accurred during the Period
and compare our observations to the written responses described in procedure 1a.

2. For each site subject to procedures 1a and b, we will identify (as applicable) those processes
and procedures described in Attachment 2 which could not be observed as being in place,

3. Based on the results of procedures 1 and 2, we will prepare a letter detailing our findings and
recommendations.

At the conclusion of our engagement, we will submit a report in letter form outlining the procedures
performed and our findings resulting from our procedures.

Our report will contain a statement that it is intended solely for the use of the County, and should not be
used by those who have not agreed to the procedures and taken responsibility for the sufficiency of the
procedures for their purposes. An agreed upon procedures engagement is not designed to detect
instances of fraud or noncompliance. The County is responsible for maintaining effective internal controls
over revenue and cash collections at the sites.
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Our report will also contain a paragraph pointing out that if we had performed additional procedures
or if we had conducted an examination or an audit in accordance with generally accepted auditing
standards, matters in addition to any findings that may result from the procedures performed might
have come to our attention and been reported to you.

Fees

We estimate that our fee for these services will range from $114,500 to $168,100 depending on the
number of sites for which the agreed upon procedures will be performed, ranging from a minimum of
seventy-one (71) to a maximum of one-hundred and seven (107}. Our fee estimate is based on anticipated
cooperation from County personnel and the assumption that unexpected circumstances will not be
encountered during the work performed.

If significant additional time is necessary, we will discuss it with you and arrive at a new fee estimate
before we incur the additional costs. Our invoices far these fees will be rendered each month as work
progresses and are payable on presentation.

We appreciate the opportunity to assist you and believe this letter accurately summarizes the significant
terms of our engagement. If you have any questions, please let us know. If you agree with the terms of
our engagement as described in this letter, please sign the enclosed copy and return it to us. If the need
for additionat procedures arises, our agreement with you will need to be revised. It is customary for us to
enumerate these revisions in an addendum to this letter. If additional specified parties of the report are
added, we will require that they acknowledge in writing their responsibility for the sufficiency of the
procedures.

Very truly yours,

ELLIOTT DAVIS, PLLC

RS-

Thomas J. McNeish, CPA
Shareholder

RESPONSE:
This letter correctly sets forth the understanding of Wake County

Ausetylulb_

Signature
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Date




Cash Collection Sites Attachment 1

Count of TYPE
OF
COLLECTION
Row Labeis Department LOCATION CODE BANK COLLECTHON SITES SITE
Multi coltection site FINANCE DEPARTMENT 2211/2291  PNC COMMUNICATIONS

COUNTY ATTORNEY
COUNTY MANAGER
EMS
ENV SERVICES - POOL PERMITS
FINANCE DEPT
FIRE & EMERGENCY MGMT
HOUSING
HUMAN RESOURCES-PAYROLL
INFORMATION Svs
WORKFORCE DEVELOPMENT
FACILITIES DESIGN & CONST

GENERAL SERVICES 4401/4491 PNC CENTRAL
FACILITY & FIELD SERVICES
FLEET
PHYSICAL PLANT
SECURITY

HUMAN SERVICES 4603 PNC CLIENT ACCOUNTING
CLINIC & - STD/HIV
CLINIC C - CHILD HEALTH
CUNIC D - DENTAL
CLINIC E -PREVENTION SVCS/IMMUNIZATIONS
CLINIC F - FAMILY PLANNING
CLINIC G - PRENATAL
ENV SVCS LAB
MATERMAL HEALTH
PHARMALCY
CONSUMER RECORDS
DAILY GRIND
PINK RIBEON FUND RAISING-ANNUAL
MEDICAID OFFICE -NC HEALTH CHOICE

Ll e L I e el I e e e i al l a o T S SN I U Y

PLANNING/DEVELOPMENT/INSPECTIONS 4030  PNC COMMUNITY SvCs
ENV SYCS
REGISTER OF DEEDS 3010 PNC RECCRDING
VITAL RECORDS
SHERIFF DEPARTMENT 5001 PNC JUDICIAL/CIVIL PROCESS
MANAGEMENT SERVICES
PERMITS 1
Multi collection site Total 38
Single collection site BOARD OF ELECTIONS 16160 PNC ELECTIONS 1
COMMUNITY SERVICES 4050 PNC GIS 1
COMMUNITY S¥CS 4020/4099  PNC CS - ADMIN 1
ENVIRONMENTAL SERVICES 4202 WELLS FARGO ANIMAL CONTROL 1
HUMAN SERVICES 4603  PNC HOMELESS SHELTER 1
4605 PNC PRCGRAM INTEGRITY 1
4606 PNC CHILD SUPPORT 1
4607 PNC SUPPORTIVE HOUSING 1
4608 PNC IHD - INCENTIVE HOUSING DORMITORY 1
4619 PNC ADULT TEAMS 1
4611 PNC BUDGET/FINANCE OFFICE 1
4612 PNC NC HEALTH CHOICE 1
4613 PNC TRANSPORTATION 1
4614 PNC VOCATIONAL SERVICES 1
4616 PNC MATERNAL HEALTH 1
1120/4601 WELLS FARGO COOPERATIVE EXTENSION 1
PARKS & RECREATION 4021 PNC OAKVIEW PARK 1
4022 PNC LAKE CRABTREE PARK 1
4023 PNC BLUE JAY POINT 1
4024 PNC CROWDER PARK i
4035 PNC HARRIS LAKE 1
4027 PNC YATES MILL 1
PUBLIC LIBRARY 4061  PNC CAMERON VILLAGE LIB 1
4062  PNC HARRISON LIB 1
4063  PNC OLIVIA RANEY LIB 1
4065 PNC EVAPERRY LIB 1
4066 PNC HOLLY SPRINGS LIB 1
4067 PNC WAKE FOREST LIB 1
4088 PNC ZEBULON LIB 1
4069 WELLS FARGO WENDELL LIB 1
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Cash Collection Sites Attachment 1

Count of TYPE

GF

COLLECTION

Row Labels Department LOCATION CODE BANK COLLECTICN SITES SITE
PUBLIC LIBRARY 4070 WELLS FARGO EAST REGIONAL LIB 1
407t BNC NORTH REGIONAL LIS 1
4072 PNC DURALEIGH ROAD LIB 1
4073 PNC EXPRESS LIBRARY-FAYETTEVILLE 5T LB 1
4074 PNC GREEN ROAD LIB 1
075 PNC SOUTHEAST REGIONAL LIB 1
4076 PNC FUGUAY VARINA LiB 1
4077 PNC SOUTHGATE COMMUNITY LIBRARY - LIB 1
4078 PNC CARY LIB 1
4079  PNC West Regional -LIB 1
4080 PNC ATHENS DRIVE LIBRARY LIB 1
4091  PNC NORTHEAST REGIONAL LIB 1
4120 PNC MIBDLE CREEX LIB 1
1431/4087  WELLS FARGO LEESVILLE UB 1
4085/1430  PNC/WELLS FARGOD BOOK SALE - LIB 1
PUBLIC SAFETY 4940 PNC ccal 1
REVENUE DEPARTMENT 3701 PNC BEER B WINE 1
3718 PNC SPECIAL EVENTS 1
7000 PN PROPERTY TAX 1
3702/3703/3719/3720  PNC GROSS RECEIPTS 1
REVENUE/HUMAN SVCS 3708 PNC NORTHERN REGIONAL CENTER 1
3716 PNC EASTERN REGIONAL CENTER 1
3717 PNC SOUTHERN REGIONAL CNTR | 1
SOLID WASTE 4201 PNC SOLID WASTE - ADMiN 1
4210 PNC SOUTH WAKE LANDFILL 1
. - 4212 WELLS FARGO _ EAST WAKE TRANSFER STATION . 1
single collection site Total —= = 3 = g 56
Contractar GENERAL SERVICES 4402  PNC "~ MCLAURIN PARKING 1
PUBLIC SAFETY 5304 WELLS FARGO LOCKBOX MCKESSON 1
SHERIFF DEPARTMENT 5002 PNC AT ALLEN 1
- o 5059 PNC RANGE SAFETY MGMT 1
Contractor Total —— == 27 o JHE == I 4
Municipal partner PLANNING/DEVELOPMENT/INSPECTIONS 4031 SUNTRUST ROLESVILLE 1
4032  WELLS FARGO WENDELL 1
4033 PNC ZEBULON 1
REVENUE DEPARTMENT 3707  SUNTRUST APEX COLLECTIONS 1
3708 FIRST NATIONAL HOLLY SPRINGS 1
3710 SUNTRUST ROLESVILLE COLLECTIONS 1
3713 WELLS FARGO CARY COLLECTIONS t
3714  WELLS FARGO KNIGHTDALE COLLECTIONS 1
. - 3715  WELLSFARGO GARNER COLLECTIONS B ! 1
Munlcipal partner Total AL N LS e M| 9
|Grand Totat 107




Attachment 2
Cash Receipts Fact Sheet

Dept/Division Name:
Cash Collection Site #s
Comgpleted By:

Date Completed:

List all of the revenue sources for which the Dept/Division collects funds.
The revenue sources should be listed in groups. Sources should be listed
in the same group if the billing/collections for the sources are
processed substantially the same way by substantially the same people.
For example, if collections of several types of fees are
substantially processed the same and the same personnel are involved

in the process, those revenue sources should be grouped together.

Complete a separate Cash Controls Questionnaire for each group using Group A, B, Cwoarksheets

If Dept has decumented cash collection procedures, please attach & send.

Group A:

Scurce of Revenue

.. System(s) used to process Revenue  Currency, Checks, ACH, and/or Approximate Annual

¥3 I Staif Narnes/Position #s/Roles for Group A
(g l'b'a:e:?es‘ clinie Sources Credit/Oebit Cards? Amount (s} / n #s/ P
Group B:

Source of Revenue
{e.g. library fees, dinic System(s) used to process Revenue  Currency, Checks, ACH, and/or  Approximate Annual Staff Names/Position #s/Roles for Group 8

Sources Payment Cards? Amount (s)
fees)

Grovo C:

Source of Revenue
{e.g. library fees, clinic
fees)

System(s}used to process Revenue  Currency, Checks, ACH, andfor  Approximate Annual Staff Names/Position s/Roles for Group C
Sources Payment Cards? Amount (s)




CASH CONTROLS QUESTIONNAIRE /Group A Attachment 2

Name and pesition of person completing form;

Date Completed:

Is control used?
{Enter "X" to indicate} Describe how and when the control, or alternative control, is Name(s) of Person{s)

- performed.
Control Descriptions Yes No N/A  Response is required unless you answered NfA to any of the Who Performs Control
ftuestions

4. Recelving Cash: Checks and Money Orders

1. Only accept checks/money orders that are made payable 1o Wake Caunty,
numeric and written amounts agree, and far the specific amount due [no
change given),

2. Checks/money orders are immediately restrictively endorsed for deposit anly.

. Receiving Cash: Cash Registers and Similay Terminais

1. Each cashier is assigned his/her own cash drawer or alternative procedures are
inplace to be able to attribute transactions and related cash balances to a
specific person.

2. Theassigned cash amount in the drawer at the beginning of each shift is
verified by the cashier,

3. Transactions are entered into the register immediately and the customer is
provided a raceipt.

4. Vvoids and refunds are reviewed / approved by supervisory persennel.

L. Receiving Cash: Registe, milar Te |

1. Eachcashier [callector) is assigned his/her awn cash storage location or
alternative procedures are in place to be able to attribute transactions and
related cash balances to a specific person.

2. The assigned change fund at the beginning of each shift is verified by the cash
collector. _

3. Collections are immediately recorded on pre-numbered receipts forms
pravided by Finance and customer is provided a copy of the recaipt.

4. Volds and refunds are reviewad / approved by supervisory personnel.

5 Checks received through the mail are recorded an a Mail Reeeipts Log,

D, Storing Cash



CASH CONTROLS QUESTIONNAIRE /Group A

1

2.

Is control used?
{Enter "X" to indicate)

Describe how and when the control, or alternative contraf, is

" N
per

Contral Bescriptions Yes No N/A

Collections are held in a secure manner until deposited (e.g. a fireproof safe,
locked desk drawer, etc. with device used dependent on amount of funds to be
held).

Respanse s required unless you answered N/A to any of the
fquestions

Attochment 2

Name[s) of Person(s)

Who Performs Control

Cash drawers and other collection units are emptied and funds secured at
night and on weekends {e.g. in a vault).

Only authorized persons have access to combinations, keys, ete. to secure
locations (vaults, safes) and number of people with accessis kept to a
minimum. Access to open vaults, safes, etc, is limited.

Lacks and/or combinations are changed whenever security has been
compromised or there is turnover of personnel with access. Keys are returned
whenever there is employee turnover.

E. Depositing Cash

1

2.

3,

All cash collected is deposited in a County approved bank aceount daily for
amounts $250 and greater, weekly for armounts bess than $250 and always an
the last day of the month regardless of the amount.

Deposits are recorded on a bank deposit tickst issued by the Finance
Department.

Deposits are prepared/reviewed and made by someone other than those who
collect the cash or those wha reconcile collection activity {see below).

E. Reconciling Collection Activity

1

3.(a)

Each cashier/collector balances his/her recsipts to the recorded transactions
[cash register, receipt books, system reports) at the end of the shift,

Anindependent person verifies the cashier's/collecter's balancing at the end of
the shift.

Cash, checks and credit cards are reconciled daily ta revenue received using a
system generated reconciliation repart ar form such as the Sample Cash
Recanciliation Form provided by Finance?

IF eredit/dehit cards are accepted, are batches settled and reconciled daily?

If transactions are recorded in a subsystem, is a Monthly revenue
recenciliation between sub system revenues and Advantage performed?




CASH CONTROLS QUESTIONNAIRE [Group &

Is control used?
[Enter "X" to indicate)

Control Descriptions Yes No NfA

. Recor: nye in Adv
1. All deposits are recorded on a Cash Receipt {CR) document in the financial
systern at the time of deposit.

Describe how and when the control, or alternative control, is
performed.

Response is required unless you answered NfA to any of the
questions

Attachment 2

Name(s) of Person{s)

Whao Performs Control

2. All overages/shortages are recorded on a separate Aceounting Line of the Cash
Receipt using revenue source code M220

3. The CR number is written an the deposit ticket/back-up dacumentation and
sent to Finance the same day the CRis submitted.  Provide copies of back up
documents,




CA5SH CONTROLS QUESTIONNAIRE /Group B

Name and position of person completing form:

Date Completed:

Is control used?
(Enter "X" to indicate)

Control Descriptions Yes No NfA

A. Receiving Cash: Checks and Money Orders

1. Only accept checks/money orders that are made payable to
Wake County, numeric and written amounts agree, and for
the specific amount due (no change given).

Describe how and when the control, or alternative control, is
performed.

Response is required unless you answered N/A to any of the
questions

Attachment 2

Name(s) of Person(s}
Who Performs Control

2. Checks/money orders are immediately restrictively endorsed
for deposit only,

B. Receiving Cagh: Cash Reglstets and Similar Terminals

1. Each cashier is assigned his/her own cash drawer or
alternative procedures are in place to be able ta attribute
transactions and related cash balances to a specific person,

2. The assigned cash amount in the drawer at the beginning of
each shift is verified by the cashier.

3. Transactions are entered into the register immediately and
the custarner is provided a receipt,

4. Voids and refunds are reviewed / approved by supervisary
personnel.

L. Receiyj h: No Cas| ster ar Si erminal

1. Each cashier {collector) is assigned his/her own cash storage
location or alternative procedures are in place to be able to
attribute transactions and related ¢ash balances to a specific
person.

2. The assigned change fund at the beginning of each shiftis
verified by the cash callector,

3. Collections are immediately recorded on pre-numbered
receipts forms provided by Finance and customer is provided
a copy of the receipt.




CA5H CONTROLS QUESTIONNAIRE /Group B Attachment 2

Is control used?
{Enter "X" to indicate} Describe how and when the control, or alternative control, 1s

performed, Nameis) of Person(s)
Control Descriptions Yes No N/A  Response is required unless you answered N/A 10 any of the Wha Performs Control
questions

4. Voids and refunds are reviewed [ approved by supervisory
personnel,

5  Checks received through the mail are recorded on a Mail
Receipts Log.

D. Storjog Cash

1. Collections are held in a secure manner until deposited (e.g. a
tireproof safe, locked desk drawer, etc. with device used
dependent on amount of funds to be held),

2. Cash drawers and other collection units are emptied and
funds secured at night and on weekends [e.g. in a vault).

3. Only authorized persons have access to combinations, keys,
etc, to secure locations {vaulis, safes) and number of people
with access is kept to a minimum. Access to open vaults,
safes, etc, is limited.

4. Locks andfor combinations are changed whenever security
has been compromised or there is turnover of personnel with
access. Keys are returned whenever there is employee
turnover,

E. Depositing Cash

1. All cash collected is deposited in a County approved bank
account dally for amounts $250 and greater, weekly for
amounts less than $250 and always on the last day of the
manth regardiess of the amount,

2. Deposits are recorded gn a bank deposit ticket issued by the
Finance Department.

3. Deposits are prepared/reviewed and made by someaone other
than those who collect the cash er those who recongile
collection activity (see below).




CASH CONTROLS QUESTIONNAIRE /Group B Attechment 2

Is control used?
(Enter "X" to indicate}  Describe how and when the control, or alternative control, is

performed. Name(s) of Person(s)
Control Descriptions Yes No N/A  Resp Is required unless you d N/A to any of the Who Performs Control
guestions

E. Reconclling Collection Activity
1, Each cashier/collector balances hisfher receipts to the
recorded transactions (cash register, receipt books, system
reports) at the end of the shift.

2. Anindependent person verifies the cashier's/callector's
balancing at the end of the shift.

3. Cash, checks and credit cards are reconciled daily to revenue
received using a system generated reconciliation report ar
form such as the Sample Cash Reconciliation Form provided
by Finance?

3.(a) If credit/debit cards are accepted, are batches settled and
reconciled daily?

4. W transactions are recorded in a subsystem, is a Monthly
revenue reconciliation between sub system revenues and
Advantage performed?

G, Recording revenue in Advantage

1. All deposits are recarded on a Cash Reeeipt {CR} document in
the financial system at the time of deposit,

2. All overages/shoriages are recorded on a separate Accounting
Line of the Cash Receipt using revenue source code M220

3. The CR number is written on the deposit ticket/back-up
documentation and sent te Finance the same day the CR is
submitted.  Provide coples of back up documents,




CASH CONTROLS QUESTIONNAIRE /Group C Wake County
Cash Collection Questionaire

Narme and position of person completing form:

Date Compigted:
Is coptrol used?
{Enter "X" toindicate}  Describe how and when the control, or alternative control, is
perfcrmed.
Control Descriptions Yes No N/A  Response is required unless you answered N/A to any of the
questions

ing Cash: Chec| oney Ordh

1. Only aceept checks/money orders that are made payable to Wake
County, numeric and written amounts agree, and for the specific
amaunt due {ne change given).

Attachment 2

Name(s) of Person{s)

Whao Perfarms Control

2. Checks/maney orders are imrnediately restrictively endorsed for
deposit only.

ving Cash: Cash ers and Similar Terminals

1. Each cashier is assigned his/her own cash drawer or alternative
procedures are in place to be able to attribute transactions and
related cash balances to a specific person.

2. The assigned cash amount in the drawer at the beginning of each
shift is verified by the cashier.

3. Transactions are gntered into the register immediately and the
customer is provided a receipt,

4. Voids and refunds are reviewed / approved by supervisary
personnel.

C. Receiving Cash; No Cash Registe. milar Ter,

1. Each cashier [collector} is assigned his/her own cash storage
location or alternative procedures are in place to be able to
attribute transactions and related cash balances to a specific
person.

2. The assigned change fund at the beginning of each shift is verifiad
by the cash collector.

3. Collections are immediately recorded on pre-numbered receipts
forms provided by Finance and customer is provided a copy of the
receipt.

4, Voids and refunds sre reviewed / appraved by supervisory
persannel.




CASH CONTROLS QUESTIONNAIRE fGroup €

Control Descriptions

5 Checks received through the mail are recorded on a Mail Receipts
Log.

D. Storing Cash

1. Collections are held in a secure manner until deposited {e.g. a
fireproof safe, lacked desk drawer, etc_ with davice used dependent
on amount of funds to be held).

2. Cashdrawers and other collection units are emptied and furds
secured at night and on weekends {e.g. in a vault).

3. Only authorized persons have access to combinations, keys, etc. to
secure locations {vaults, safes) and number of people with access is
kept to a minimum. Access to open vaults, safes, etc. is limited.,

4. Locks and/or combinations are changed whenever security has
been compromised or thera is turnover of personnel with access.
Keys are returned whenever there is employee turnover,

iting Cash

1. Allcash collected is deposited in a County approved bank aceount
daily for amounits $250 and greater, weekly for amounts less than
$250 and always on the last day of the manth regardless of the
amount,

2. Deposits are recorded on a bank deposit ticket issued by the
Finance Dapartment.

3. Deposits are prepared/reviewed and made by someone other than
those wha collect the cash or those who reconcile collection activity
(see below).

E. Recongiling Collection Activity

1. Each cashier/collector balances his/her receipts to the recorded
transactions {cash register, receipt boaks, system reparts) at the
end of the shift.

2. Anindependent person verifies the cashier's/collecter's balancing
atthe end of the shift.

Wake County

Cash Collection Questionaire

Is control used?

(Enter *X" toindicate)

Yes

No

Describe how and when the control, or alternative control, is
performed.

Response is reguired unless you answered NfA to any of the
questions

N/A

Attachment 2

Name(s) of Personis)

Who Performs Controf




CASH CONTROLS QUESTICNNAIRE /Group C

3.4a)

Control Descriptions

Cash, checks and credit cards are reconciled daily to revenue
received using a system generated reconciliation report or form
such as the Sample Cash Reconciliation Ferm provided by Finance?

If credit/debit cards are accepted, are batches settled and
reconciled daily?

if transactions are recorded in a subsystem, is a Menthly revenue
reconciliation between sub system revenues and Advantage
performed?

G. Recording rqvenue in Advantage

1

All deposits are recorded on a Cash Receipt (CR) document in the
financial system at the time of deposit.

All overages/shortages are recorded on a separate Accounting Line
of the Cash Receipt using revenue source code M220

The Ck number is written on the deposit ticket/back-up
docurnentation and sent te Finance the ssme day the CR is
submitted. Provide copies of back up documents.

Wake County
Cash Collection Questionaire

Is controt used?
{Enter "X" 1o indicate)

Yes

No

N/A

Describie how and when the control, or alternative control, is
performed.

Response is required unless you answered N/A to any of the
questions

Attachment 2

Nametls) of Person(s)

Wheo Performs Control




