Revised May 2016

Financial and Compliance Self-Evaluation Form for
LOCAL GOVERNMENT ENTITIES

with Total Annual Revenues or Expenses Less than $350,000
For years ending June 30, 2015 and later

SECTION 1. BACKGROUND: Governing boards are responsible for ensuring that entity resources are used in an
efficient, effective and lawful manner. As such, board/council members should take a proactive role in monitoring
and evaluating the entity’s financial and compliance processes.

The Office of the Utah State Auditor (OSA) developed the following procedures to assist governing boards with:

e improving or implementing good business practices;
e complying with policies, procedures, and laws; and
e limiting the potential for misuse of resources.

SECTION 2. INSTRUCTIONS:

This self-evaluation must be completed by a member of the governing body (Evaluator), such as a town
council member or district board member, who does not handle the entity’s finances. For example, in an entity
with only three board members where the board chair also serves as the chief administrative officer, and the other
two board members serve as the clerk and treasurer, the board chair would be the Evaluator and perform the
procedures on this form. For procedures and questions where ‘financial staff’ are referenced, using the previous
example, financial staff would be the board members who serve as the clerk and treasurer. Otherwise, financial
staff are those individuals who are charged with maintaining the entity’s finances.

The Evaluator will examine financial documents (see Section 3 below for a list of documents), inquire with financial
staff, and then address the form questions. The questions are designed so that “No” responses indicate
weaknesses or noncompliance. For all “No” responses, the Evaluator must provide, in the designated
column, a corrective action plan that will remedy the weakness or noncompliance going forward.

We anticipate the time to complete this form to be 4 to 8 hours; however, completion may take only 2 hours if the
entity is very well organized. The completed form is required to be submitted to the OSA within 180 days after
the fiscal year end as part of the annual reporting package via our reporting website:
reporting.auditor.utah.gov. Please note that your uploaded form will be available to the public, and the answers
provided on this form are subject to audit by the OSA or its designee.

NOTE: The entity may choose to contract with a CPA or other finance professional who does not handle the entity’'s
finances to complete this form.

For help completing this form, please contact Ryan Roberts (Local and Special Service Districts) at 801-538-1721 or
ryanroberts@utah.gov or Jeremy Walker (Cities and Towns) at 801-538-1040 or jeremywalker@utah.gov.

SECTION 3: DOCUMENTS NEEDED TO COMPLETE THE SELF-EVALUATION PROCEDURES

To reduce the amount of time in completing this form, the Evaluator should obtain the following documents before
performing the self-evaluation procedures:

1. Written financial policies and procedures.

2. The original budget, any amended budgets, and the final budget.

3. Newspaper notices or information from the Utah Public Notice Website (pmn.utah.gov) of all budget hearings.

4. The year-end financial report (also referred to as the “financial statements” or “Financial Survey”).

5. The accounting records worksheet—for example, the check book register; the ledger; or transactions maintained
in a spreadsheet, QuickBooks, or other electronic software.

6. Copies of all financial reports presented to the board/council during the year.

7. Copies of bank statements and bank reconciliations for all entity accounts for the entire fiscal year.

8. Copies of all cash receipt logs or receipt books for the year.

9. Copies of all credit card or purchasing card statements for the entire fiscal year.
10. Board/Council meeting minutes for the year, including budget hearings.
11. Copies of the Treasurer’s Fidelity Bond documents (see question 31 for more information).
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SECTION 4. PROCEDURES & QUESTIONS:

* Every question must be marked as either “Yes”, “No,” or “N/A” if appropriate.

e Forany “No” responses, describe how the weakness will be corrected in the comments / corrective action column.
Please attach any additional information as needed to detail the corrective action.

Entity Name: Skyline Mountain Special Service District

For Fiscal Period Ending: December 31, 2016

N/A Comments /

Procedures & Questions Yes| No Corrective Action

GENERAL

Procedure: Obtain copies of, or access to, the entity’s written financial policies and procedures. (Note: Policies should
be written. If no written policies exist, question #1 below should be answered with ‘No’.)

1. Do the policies and procedures address the following:

a. Receiving, recording, and timely deposit of funds? v

b. Purchasing? v
c. Approval of disbursements? v
d. Records requests (GRAMA) — adoption of a

uniform fee schedule if fees are being charged? v
e. Record retention? v

Procedure: Ask financial staff questions about the policies above to determine their knowledge of the policies.

2. Per your discussion, are staff knowledgeable of the /
policies?

Procedure: Ask the financial staff how they keep up to date on new State, accounting, and compliance requirements
and about any training they have received during the past year. Review any certificates or other fraining materials if
available.

3. If financial expertise is lacking, has help been sought
from peers, auditors, or outside consultants? /

BUDGET

Procedure: Obtain copies of (1) the original budget, any amended budgets, and the final budget presented at budget
hearings; (2) the related budget hearing meeting minutes and (3) the newspaper notices for those meetings (or
information of the meeting notices from the Utah Public Notice Website at pmn.utah.gov).

4. Was the required 7-day notice given to the public for all
budget hearings (i.e., for original, amended, and final /
budget)? EXCEPTION: Notice is not required to amend an
enterprise fund budget.

5. Was the original budget approved by the governing /
body before the start of the fiscal year?

6. Did the original budget include three columns of data —
(1) actual revenues/expenses from the last completed
fiscal year, (2) estimated total revenues/expenses for /
the current fiscal year (i.e. the year about to end at the
time the budget was created), and (3) budget estimates
for the upcoming fiscal year? (see example below)
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For Entities with FYE 6/30/16 (budget prepared in May 2015)

1 2 3
Actual Amts of Estimated Budget Estimates
Description Last Completed Current for Upcoming
Fiscal Year Fiscal Year Amts Fiscal Year
Property Taxes $56,852 $55,450 $56,000
Building Permits $42,139 $39,271 $43,000
This is the entity's TI'.ns I8 Whkiwas N
J estimated would be This is the
final, end-of-year : i §
the final, end-of-year | entity's estimate
Heose oy t for for FYE 6/30/16
FYE 6/30/14 e ad
FYE 6/30/15

May 2016
Procedures & Questions Yes | No | N/A Comp1ents I
Corrective Action
EXAMPLE BUDGETS
Budget for FYE 12/31/15 (prepared in Nov 2014)
1 2 3
Actual Amts of Estimated Budget Estimates
Description Last Completed Current for Upcoming
Fiscal Year Fiscal Year Amts Fiscal Year
Property Taxes $56,852 $55,450 $56,000
Buildingjermits $42,139 $39,271 $43,000
This is what was
This is the entity'
: PazeciEN S estimated would be This is the
final, end-of-year : : :
the final, end-of-year | entity's estimate
ol o tfor for FYE 6/30/15
FYE 12/31/13 chen o
FYE 12/31/14

year?

7. If any amendments were necessary, was the budget
amended BEFORE payments were made that
exceeded the budget and not just at the end of the

4

YEAR-END FINANCIAL REPORT/STATEMENTS or OSA FINANCIAL SURVEY

Survey

Procedure: Obtain a copy of 1) the final budget and 2) the year-end financial report/statements or OSA Financial

appropriated in the final budget?

8. Did the entity’s expenses stay within the amount

v

year?

9. Municipalities only: Was the entity's unrestricted
general fund balance (calculated as assets less
liabilities less restricted funds such as funds set aside
for B&C roads) less than 25% for cities or 75% for
towns of the total revenue of the general fund for the
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N/A Comments /

Procedures & Questions Yes | No Corrective Actior

10. Local and Special Service Districts who receive
most of their funds from property taxes only: Was
the entity’s unrestricted general fund balance (amount in
all checking and saving accounts at the end of the year)
less than:

a. 100% of the current year’s property tax revenue; or /

b. 25% of the total general fund revenues, if the
annual general fund budget is greater than
$100,000; or

C. 50% of the total general fund revenues, if the
annual general fund budget is equal to or less than
$100,000.

REPORTING

Procedure: Look through the accounting records worksheet (e.g. the check book register; the ledger; or the
transactions maintained in a spreadsheet, QuickBooks, or other electronic software). Then look over the supporting
documentation maintained by the financial staff.

11. Does it appear that financial records (documentation)
are maintained to support transactions, balances,
adjustments, etc., and the preparation of the financial /
reports?

Procedure: Obtain copies of all financial reports presented to the board/council during the year.

12. Were financial reports prepared and presented to the

governing body monthly (municipalities) or quarterly /
(districts)?

13. Did the reports include a comparison of actual /
expenses/revenues to budgeted amounts?

Procedure: Select at least two financial reports presented to the board/council during the year. From each report,
select at least 5 line items from the report and compare those lines to the check book register or ledger, bank statement
and approved budget.

14. Do the financial records match the reports presented to /
the board/council?

BANK STATEMENTS

Procedure: Obtain copies of bank statements and bank reconciliations for all accounts for the entire year. Ensure that
the bank statements include copies of cancelled checks.

15. Are reconciliations (i.e., a comparison between the bank
statement and the entity’s books) being performed /
monthly for all bank and investment accounts?

16. If the person performing the bank reconciliation can also Board review of reconciliation
write checks and make deposits, does someone else
also perform a detailed review of the monthly /
bank/investment reconciliations?




Office of the Utah State Auditor

Local Government
Self-Evaluation Form
May 2016

Procedures & Questions

Yes| No | N/A

Comments /
Corrective Action

Procedure: Obtain the cash receipt logs or receipt books for
it least 5) of receipts issued during the year.

)

Q

the year. Select

at least 10% or 5 (whichever is less, but

17. For each individual receipt selected, review the
corresponding bank statement and determine that the
receipt was deposited into the bank. (Note: individual
receipts may have been batched together into a deposit,
so also obtain the corresponding deposit listing, if
applicable).

v

Receipt check numbers:
3701, 11501, 14302, 28601,
95401

Procedure: From the monthly bank statements, select at least 10% or 25 (whichever is less, but at least 5) of the
payments made during the year. Be sure to include checks, debit card purchases, and other withdrawal transactions in

your selection. For each selection:

18. Review the cancelled checks (if applicable).

e Were they signed by only those who are authorized?

v

~ |Check numbers: 777, 779, 763,

774,750

e Were they signed by persons other than the person
to whom the check is made payable?

4

19. Were the payments supported by invoices and other
documentation detailing the items/services purchased
or funds transferred?

v

20. Were the transactions consistent with the entity’s
purpose?

v

Procedure: Obtain copies of all credit card or purchasing card statements for the year. Look through the supporting

receipts and other applicable documentation.

21. Are purchasing/credit card transactions reviewed by
someone other than the card holder for appropriateness
and for supporting documents such as receipts?

v

Board reviews all transactions

22. Does it appear that purchase card holders are required
to submit receipts for all purchases made?

v

PUBLIC MEETINGS ACT

Procedure: Obtain the schedule of meetings for the board/council for the year. Select at least two of the meetings and
obtain copies of the meeting minutes, including the agenda. Find the notice of each meeting on the Utah Public Notice

Website (pmn.utah.gov).

23. For meetings held after April 30, 2015, did the entity
give proper notice of the meeting at least 24 hours
before each meeting by posting the notice on the Utah
Public Notice Website?

4

24. Did the governing body take final actions only on those
topics listed as agenda items?

25. Municipalities only: Within three days of the meeting
minutes being approved, were the minutes posted to the
Utah Public Notice Website? (EXCEPTIONS: 5th class
cities and towns were encouraged, but not required, to
comply for meetings held prior to January 2015).
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Comments /

Procedures & Questions Yes | No | N/A Corractive. Action

26. If a portion of the meeting was closed to the public,
answer the following questions:

a. Before the meeting was closed, was the reason for /
holding the closed meeting documented in the
meeting minutes and a roll call vote taken?

b. Was the reason for closing the meeting permitted
under statute?

Meetings may be closed for only the following:
o Discussion of the character, professional
competence or health of an individual.
e Strategy sessions for:
o Collective bargaining /
o Pending or imminent litigation
o Purchase, exchange, lease or sale of real
property including water rights and shares
e Discussion of security personnel, devices or
systems.
» Investigations regarding allegations of criminal
conduct.

¢. Was an audio recording of the closed meeting made,
-or- if the meeting was closed to discuss (a) the
character, professional competence, or health of an
individual or (b) the deployment of security /
personnel, devices, or systems, did the person
presiding at the meeting sign a sworn statement
affirming that the sole purpose for closing the
meeting was to discuss those matters.

27. Per your knowledge or review of the board/council
meeting minutes, did the presiding officer of the
governing body ensure that members of the governing
body were provided with annual training on the
requirements of open and public meetings? /

NOTE: This training can be accomplished through
various means, including in-house training, online
sources, etc.

OTHER COMPLIANCE

Procedure: Inquire of management and financial staff, or make observations, as to whether the following occurred:

28. Is the entity compliant with State nepotism and hiring
laws and the entity’s own policies and procedures
regarding nepotism? Generally, no public officer may
employ, appoint, vote for, or recommend a relative for
employment. Further, no public officer may directly
supervise any appointee who is a relative. Relative /
means father, mother, grandfather, grandmother,
stepchild, husband, wife, son, daughter, sister, brother,
aunt, uncle, nephew, niece, first cousin, mother-in-law,
father-in-law, brother-in-law, sister-in-law, son-in-law, or
daughter-in-law.
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rocedures & Questions Yes | No | N/A Corrective Action
29. Did the entity’s designated records officer complete an Training performed in previous
i . ; '
online training course on the requirements of GRAMA / year, but not in current year.

(should be completed annually)? (Obtain the copy of the
training certificate to verify.)

30. Local and Special Service Districts only: Did each No new board members in current
member of the board of trustees, within one year after year
taking office, complete training provided by the Office of / ’
the Utah State Auditor? (Obtain the copy of the training
certificate to verify.)

Procedure: Obtain copies of the Treasurer’s fidelity bond documents. ‘Treasurer’ is defined as the person who has the
responsibility for the safekeeping of the entity’'s funds. This couid be an eiected or appointed treasurer. cierk. or financiai
secretary. A fidelity bond is a form of insurance protection that covers losses that may occur as a resuit of fraudulent
acts by the Treasurer.

31. Is the Treasurer properly bonded in accordance with
Utah Administrative Code R628-4-4 for the Money
Management Council which states that for an entity with a
revenue budget between:

e $0 and $10,000 no bond is required.

e $10,001 and $100,000 the bond should equal 9% of
total revenues or $5,000, whichever is greater.

e  $100,001 and $500,000 the bond should equal 8% of
total revenues or $9,000, whichever is greater.

The basis used should be all budgeted gross revenue

for the previous fiscal year (final budget). Budgeted /
gross revenue is further defined by the Money
Management Council as also including proceeds from
the sale of assets, borrowing proceeds, revenues of
fiduciary funds and any other revenues collected or
handled by the treasurer.

Bonds must be issued by a corporate surety licensed to
do business in the State of Utah and rated Xl or better
by the latest issue of Best’s Rating Guide. Bonds should
be effective as of the date the treasurer assumes the
duties of the office or is sworn in.

FRAUD, ILLEGAL ACTS, OR NONCOMPLIANCE ISSUES

Procedure: Ask the financial staff and management if they are aware of any fraud, illegal acts, or noncompliance
issues occurring. Also review board/councii meeting minutes for the same. Per your discussion, review, and personal
knowledge, if you find that any fraud, illegal acts, or noncompliance occurred, inquire what the financial staff and
manadgement have done to correct the issues. Further, ask them what procedures thev have put in place to prevent or
detect the same from happening In ine future.

32. Has the entity been free of acts of fraud, illegal acts, or /
noncompliance?

33. If fraud, illegal acts, or noncompliance occurred, was
sufficient action taken to minimize the risk of /
reoccurrence of fraud, illegal acts, or noncompliance?

CORRECTIVE ACTION PLAN

34. For any “No” responses, have corrective actions been /
detailed above or in attached documentation?
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BOARD/COUNCIL MEMBER:

o Eotiin July 14. 2017

Namg@?as,d print) Date Evaluation was Completed
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/ T Skyline Mountain Specig Service District
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Signature 24 Local Government Entity Name
i o December 31, 2016
Title For Year Ending
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Phone Number

If prepared by a CPA or Finance Professionat:

Matthew A. Geddes

Name of preparer
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Signature

matlg@squire.com

Email Address

(801) 494-6003

Phone Number




