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The Legislative Joint Auditing Committee, through the Division of The Legislative Joint Auditing Committee, through the Division of 
Legislative Audit, provides for the impartial auditing, independently Legislative Audit, provides for the impartial auditing, independently 
of the executive branch of state government, of state and local of the executive branch of state government, of state and local 
government entities in Arkansas.government entities in Arkansas.
The Committee meets on a monthly basis to review various financial The Committee meets on a monthly basis to review various financial 
and compliance audits of governmental entities prepared by the and compliance audits of governmental entities prepared by the 
Division of Legislative Audit and private certified public accountants.Division of Legislative Audit and private certified public accountants.
The Legislative Joint Auditing Committee is composed of 36 regular The Legislative Joint Auditing Committee is composed of 36 regular 
members and up to 8 exmembers and up to 8 ex--officio members of the General Assembly.officio members of the General Assembly.
16 Senators 16 Senators 
20 Representatives 20 Representatives 
ExEx--officio officers: officio officers: 
–– Speaker of the House Speaker of the House 
–– President Pro Tempore of the Senate President Pro Tempore of the Senate 
–– Immediate past CoImmediate past Co--Chairmen of the Legislative Joint Auditing Chairmen of the Legislative Joint Auditing 

Committee Committee 
–– CoCo--Chairmen of Legislative Council Chairmen of Legislative Council 
–– Vice CoVice Co--Chairmen of Legislative CouncilChairmen of Legislative Council



Guidelines for Conducting AgreedGuidelines for Conducting Agreed--Upon ProceduresUpon Procedures
For Arkansas Soil & Water Conservation DistrictsFor Arkansas Soil & Water Conservation Districts
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Cash and InvestmentsCash and Investments
A. Perform a proof of cash for the year and reconcile A. Perform a proof of cash for the year and reconcile 
yearyear--end bank balances to book balance.end bank balances to book balance.
B. Agree the proof of cash ending balances to the book B. Agree the proof of cash ending balances to the book 
balances within 5% or $500, whichever is greater.balances within 5% or $500, whichever is greater.
C.  Review cancelled checks for two signatures.C.  Review cancelled checks for two signatures.
ReceiptsReceipts
A. Agree the deposits per the proof of cash for the year A. Agree the deposits per the proof of cash for the year 
with the deposits per the journal within 5% or $500, with the deposits per the journal within 5% or $500, 
whichever is greater.whichever is greater.
B. Select one  month and agree cash receipts to the B. Select one  month and agree cash receipts to the 
validated deposits.validated deposits.
C. Select 10 items on deposit slips and agree to cash C. Select 10 items on deposit slips and agree to cash 
receipts.receipts.
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DisbursementsDisbursements
A. Agree the disbursements per the proof of cash for the A. Agree the disbursements per the proof of cash for the 
year with the disbursements per the journal within 5% year with the disbursements per the journal within 5% 
or $500, whichever is greater.or $500, whichever is greater.
B. Review supporting documentation for all property, B. Review supporting documentation for all property, 
plant and equipment disbursements.plant and equipment disbursements.
C. Analyze all payroll and travel disbursements.C. Analyze all payroll and travel disbursements.
D. Validate employee pay rates.D. Validate employee pay rates.
E. Analyze all credit card disbursements.E. Analyze all credit card disbursements.
F. Select twenty (20) disbursements and determine if F. Select twenty (20) disbursements and determine if 
they were adequately documented.they were adequately documented.
Personnel InformationPersonnel Information
Select four (4) timesheets and validate approval by Select four (4) timesheets and validate approval by 
board of director and review for completeness. board of director and review for completeness. 
Validate leave accrual rates for employees.Validate leave accrual rates for employees.
Recalculate and validate leave balances for those four Recalculate and validate leave balances for those four 
timesheets selected above.timesheets selected above.
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Proof of MatchProof of Match
A. Validate the match requirement is met.A. Validate the match requirement is met.
B.  Select three (3) match receipts and compare B.  Select three (3) match receipts and compare 
to supporting documentationto supporting documentation
InventoryInventory

A. Review inventory listing of district owned A. Review inventory listing of district owned 
equipment for date of purchase and serial equipment for date of purchase and serial 
number of each item.number of each item.

B. Select two (2) items to locate and validate B. Select two (2) items to locate and validate 
existence and serial number.existence and serial number.



R eview D ate
F Y  R eviewed Quarter: 1st 2nd 3rd 4th
F Y  R eviewed Quarter: 1st 2nd 3rd 4th

Y es /  NoC D Documents O n F ile and C urrent 

C ons ervation Dis trict Name:

 C ontact P ers on: 

F inancial R ecords  using " Quick Books  " accounting program
Match F unding " P roof of Match " F orm

D irectors Attendance R ecords  for L ocal, Area, and S tate Meetings

T his tle R eport

E mployee J ob Des cription
P revious Y ears  Annual R eview by A NR C

B eaver R eport                                                                 (not applicable in some dis tricts) 

E mployee P ers onnel P olicy

A nnual F inancial R eport
P rior Y ears G oals  and Accomplishments
P lan of Work

E quiptment and P roperty Inventory                                 ( if applicable )

D istrict C ooperators As sis tance L og

D istrict Activities and R eports  D ue Date L ist       (S uggested: to aid new employees )

27-Apr-07

L ocation: 

Well and S urface Water L ocal  Income Dis tribution        (not applicable in s ome districts)

E mployee P erformance R eview and E valuation
Meeting Minutes with Monthly F inancial R eport

A nnual (even yrs.) or B iennial (odd yrs .) B udget

Internal C ontrol C hecklis t            (S uggested: for board administration and new director training) 

S ite Vis it C hec klis t
C ons ervation Dis tric t Annual R eview



  Directors
   R eview

date number amount  Y es  /  No

P os tings
ck. number date ck. amountnameck.stub & bk.st.

name

C D E xpens e R eview
O riginal C D  E xpens e Invoices  (bills):

C ancelled E xpens e C hecks    (payments):
C orrect  

Y es  /  No



E arned leave per pa y period:                    annual:                          s ickness :  

 Y es  /  No

per:

                      P ayroll C alculations  R eviewed:  D irectors
  R eview

net amount  Y es  /  No

 Y es  /  No

P osting s :
bk. s tatement ck. s tub ck. amount

ck. number

ck. number pa y da te pa y period

C D  E mployee T ime, L eave, and P ay R eview:

L ength of P a y P eriod:  

Is  compensation time allowed:  
H oliday calenda r used:              

E mployee name: 
B eginning da te  of employment:  

pay date pay period

Is  the previous  rate, a mount of change and c urrent rate of pa y s tated in C D  minutes  ?
     date of minutes  referenced:     
     salary a mount:  $                                        

Number of hours  worked in a normal work week:  

work dates   ( from > thru ) pay period

s ickness :annual:

Directors  
R eview  

Y es  /  No
T ime sheets  and leave records  exa mined:

P ayroll c alculations  reviewed:

A re pay periods  pos ted on checks  ?
Are dua l s ig natures  used ?

A re  checks  in date and c heck number sequence to the time sheets  ?

P ayroll c hecks  reviewed:



Directors
R eview

Y es /  No

  D irectors
P os tings :    R eview

bk. statement ck. s tub  ck. amount   Y es  /  No

Y es /  No
D oes  C D check book contain s igned blank checks  ?    ( If found list check numbers :                                       ) 

receipt number date amount

Income R eceipts Matched to Bank Deposits:
Income R eceipts :

purpose name cas h, ck., other 

T ravel and R eimbursement E xpense R eviewed:

ck. number name

reconciled ck. stub
O rigional Bank S tatements and R econcilations R eviewed:

bank name: statement date reviewed



deposit number date

Y es /  No

Y es /  No

  D irector
  R eview

Y es /  No

amount
Bank Deposits:

Is  petty cash kept on hand ?
If  " Y es," explain:

C redit C ards R eviewed:
D oes  the C D  hold or use credit cards ?

C ard or company name:

monthly s tatements reviewed:

C ash F unds R eviewed:

purpose or name cash or check



  D irectors
 S ignature

Months R eviewed:  Y es /  No

              

 Y es /  No

 Y es /  No

S ummary:

 minutes

D o the minutes reflect that directors have reviewed and approved financial reports ,  

Minutes and Monthly F inancial R eports R eviewed:

D ates of C D  meetings  s ince last review:

personnel time sheets , payroll, travel, and previous meetings minutes ?

financial report

A re C D  minutes emailed to A NR C  on a " timely " bas is ?



http://www.legaudit.state.ar.us/AuditReports/Performance/http://www.legaudit.state.ar.us/AuditReports/Performance/
2007/SoilandWaterUpdate2007.pdf2007/SoilandWaterUpdate2007.pdf
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