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	Audit Step Description
	W/P Ref
	By
	Hrs

	SCOPE AND OBJECTIVES
	
	
	

	SCOPE:
	
	
	

	The scope will include a review of financial aid transactions during the fiscal year ending 6/30/01.  It will also include reviews of current procedures and operations, of departmental records (as appropriate), of internal controls, and of compliance with rules, regulations, and University policies and procedures.

The audit period will encompass July 1, 2000 through June 30, 2001.
	
	
	

	OBJECTIVES:
	
	
	

	To determine whether controls over the financial aid process are sufficient to maintain data integrity, security, and confidentiality over data within the OASIS system;

To determine whether controls are sufficient to maximize financial aid awarded to students, while adhering to applicable policies, procedures and agency requirements;

To report on noted areas where controls over financial aid procedures are not sufficient to ensure compliance with laws, regulations, and University policies;

To determine whether controls are sufficient to ensure that data reported to applicable entities is accurate and timely; and

To report on any noted areas where operational efficiency and effectiveness could be improved.
	
	
	

	PLANNING AND REVIEW OF INTERNAL CONTROLS AND PRIOR AUDITS
	
	
	

	A. ADMINISTRATION & PLANNING (ADM & PRE):
	
	
	

	1) Prepare the Statement of Independence.

2) Conduct and document the preliminary planning meeting and prepare the staff assignment form.

3) Send the Audit Notification Letter and the Preliminary Information Request to the Department Head/Director/Dean/Vice President.

4) Hold an entrance conference with the Department Head and prepare the Initial Review form (include superiors as required).

5) Complete the Entrance Conference Memo form.

6) Send an engagement letter to the Department Head/Director/Dean/Vice President.

7) Review Statutes, Rules, and Procedures that relate to the area to be audited.  Indicate any legal restrictions on operations, collection of funds etc.

8) Establish any additional audit objectives, as appropriate.

9) Obtain the organizational chart for Financial Aid.

10) Obtain the documentation from the FAPAC committee meeting for the audit period.

11) Obtain & review any internal policy and procedures manuals and the Financial Aid intranet pages. (Available at \\Isis2\wwwroot\finaid\intranet\OFA_Procedures.html)
	ADM10

ADM20


ADM30



ADM40



ADM5

PRE


     



     


     
     


     

	
	

	B. INTERNAL CONTROLS (IC):
	
	
	

	1) Prepare appropriate narratives, flowcharts, and/or questionnaires that document a review and evaluation of the key controls in place over the functions/processes review.  Consider both hard (control activities) and soft controls (environment, communication, oversight, training, etc).  For each area, address the criteria stipulated by the donor/lender, how awards are processed and how amounts disbursed are reconciled to the receipt or transfer of the funds from the awarding agency or department.

a) Application process (Does the system appear to be fair?) including the electronic download of Institutional Student Information Records (ISIRs) and the Verification process.

b) Athletic Scholarships

c) Title IV – Federal Aid

d) Florida Aid including Bright Futures

e) Tuition Waivers

f) Institutional Aid

g) Other Scholarships

h) SAP (Satisfactory Academic Progress) monitoring.

i) Grade & Hours report submitted to DOE.

j) FISAP report

2) Using ACL, perform an initial overview of the transactions recorded in Banner/OASIS.  Evaluate the results for reasonableness based on the information obtained in the system documentation process.  Follow-up on unusual items.  Analytical review procedures should include:

a) Number of transactions and financial impact (count, total)

b) Presence of positive, negatives and zero transactions

c) Distribution of the transactions over the populations (stratify, profile and/or classify populations).

d) Prepare fraud exposure forms documenting the inherent opportunities for fraud in each process/function reviewed.  Identify controls in place in the process or function to prevent these potential frauds from occurring or which would detect them.

e) Prepare an overall preliminary risk assessment which addresses each process or function reviewed.  Include in your risk assessment the inherent risk present in the function and the overall mitigated risk of each function/process.  In documenting inherent risk, consider the financial risk, compliance risks, media/public relations risk, and operational risks.  In evaluating mitigating risk, consider the control document in step one and their ability to mitigate the inherent risks identified.  Record all matters considered and the evaluation and conclusion for each.

3) Based on the above steps, prepare an initial assessment on the overall internal controls to be considered in the design and conduct of audit testing.

4) After testing is completed, evaluate the need to revise the initial assessment of mitigated risk.  Document reasons for any modifications to the initial risk assessment. 
	     


     







     
     
     
     
     
     
     
     
     
     





     


     
     


     





     













	
	

	C. PRIOR AUDIT FINDINGS (AUD):
	
	
	

	1) Review all prior audit reports and determine the appropriate testing to ensure all audit recommendations have been implemented.

2) Prepare a conclusion on the status of prior audit recommendations.
	     
     
	
	

	audit procedures
	
	
	

	A) APPLICATION PROCESS
	
	
	

	1) Review system narratives and internal control strengths and weaknesses for the application, ISIR download and verification processes.  (These reviews will be used to perform the initial assessment of risk and to plan the audit testing):

2) Review analytical review procedures performed as a part of the assessment of internal controls.  Investigate any anomalies identified.

3) Using ACL, determine how many students applied for financial aid, how many were awarded, and how many incomplete files exist.  Investigate the results of any unusual items.

4) Review the process followed to reconcile a downloaded ISIR file with OASIS.  As a part of this, observe the time between initial application, posting to OASIS, and correspondence regarding additional information needed.

5) Review the process by which USF selects students for verification and review the documentation for a sample of ______ students (both those selected by CPS and by USF) to ensure compliance with requirements.  Determine whether they were selected appropriately, notified promptly and whether the verification information was submitted timely.  Determine whether students who did not submit verification documents had their awards restricted appropriately

6) Using ACL, identify those students for whom the EFC was overridden.  Select a sample of ______ of them and review the files to determine the appropriateness and the proper authorization.  Investigate any unusual items.

7) Select a sample of _______institutional scholarship funds and tuition waivers from a variety of departments.  Determine how the awarding departments publicized the scholarships or waivers, obtain a copy of the application form, determine how many applications were received, and what deadlines were used.   
	



	
	

	B) PACKAGING, AWARD AND DISBURSEMENT PROCESS

1) Review system narratives and internal control strengths and weaknesses for the athletic scholarships, Title IV aid, Florida aid, tuition waivers, institutional aid and other scholarships.  (These reviews will be used to perform the initial assessment of risk and to plan the audit testing):

2) Review the analytical review performed as a part of the assessment of internal controls. 

3) Select a sample of ____ funds.  Compare the fund amounts and criteria approved by the FAPAC committee to the amounts in OASIS (FRRMGMT & RORULE).  Were the aid parameters properly recorded within the system?  Are they in compliance with federal & state rules?

4) Using ACL, calculate the average award for the main types of awards.  Compare to the NASFAA National averages and investigate disparities.

5) Review all transactions where the award is greater than $5,000 or less than $60.00.

6)  Review a sample of _____files for those who were awarded aid and _____for those who were not to determine timeliness of processing, appropriateness of letter series, and completeness of supporting documentation.

7) Determine the procedures followed when a potential conflict of interest occurs.  Review the Banner files for Financial Aid employees and investigate any unusual items.

8) Using ACL, obtain a listing of net checks of financial aid.  Determine the timeliness of distribution and note reasons for delays.

9) Select a sample of ______departments who awarded scholarships and waivers.  Review the process whereby recipients are selected, recorded and communicated.  Investigate unusual items.

10) Using ACL, select a sample of ______FWSP students.  Compare their aid awards to records of their earnings.  Investigate unusual items.

11) Using ACL, review athletic awards and compare to tuition and fees to ensure compliance with NCAA guidelines.  Investigate any unusual items.

12) Determine if the policies, procedures, and practices of awarding financial aid to athletes are periodically evaluated to determine if they are functioning within NCAA standards.

13) Determine for a sample of ______athletic students, whether the budgeted cost of room & board conforms to the equivalent budget for non-athletic students.  Observe the athletic files for these students and determine if documentation is present and supports proper procedures according to USF and NCAA regulations.  Check to see if the offer agrees with the amount awarded and whether the dates are in compliance with requirements.

14) Determine what steps are taken if a student-athlete or the team is determined to be over-awarded?

15) Determine who is responsible for monitoring Financial Aid team limits for athletes.
	


	
	

	C) RECEIPT & RECONCILIATION OF FUNDS DISBURSED

1) Review system narratives and internal control strengths and weaknesses for the reconciliation & receipt of athletic scholarships, Title IV aid, Florida aid, tuition waivers, institutional aid and other scholarships.  (These reviews will be used to perform the initial assessment of risk and to plan the audit testing):

2) Interview personnel to determine policies & procedures associated with collection and repayment of over-awarded financial aid.  Test a selected sample of ____ over-awards to determine the cause.  Test to see if they are in compliance with applicable federal & state laws.

3) Trace a sample of _______award transactions from OASIS to the reconciliation to the recording in SAMAS.

4) Select a sample of ______reconciliations from various types of aid.  Reviw to determine timeliness, accuracy, adequacy of documentation and oversight.

D) REPORTING  

5) Review the system narratives and internal control strengths and weaknesses for the monitoring of Satisfactory Academic Progress, submission of the Grade & Hour report to the DOE, and for preparation of the FISAP report.  (These reviews will be used to perform the initial assessment of risk and to plan the audit testing).

6) Using ACL, select a sample of ______students who received aid and verify that they were making SAP. 

7) Using ACL, select a sample of ______ students who fell below the citeria for SAP.  Determine whether they were placed on SAP probation and/or suspension and determine whether this was done according to federal and USF guidelines.  Determine whether the students were notified appropriately.

8) Using ACL select a sample of _____ students and test the accuracy of the grade and hour report submitted to DOE.

9) FISAP report – Obtain an understanding of how the figures on this report are calculated and test ______ selected figures for accuracy.

10) RFMS reconciliation.  Select a sample weekly FRMS (Pell Grant) reconciliation and the year end reconciliation.  Evaluate the procedures followed fore timeliness, accuracy, and documented oversight.  Investigate any unusual items. 
	
	
	

	E) SYSTEM SECURITY & ADMINISTRATION
	
	
	

	Because the SCT Banner/OASIS system was included in the Banner Receivables Audit and the Information Security Audits issued by the Inspector General on 6/29/01, only those areas of system security, administration, and access pertaining specifically to the Financial Aid module and any changes were addressed in the Financial Aid audit.

1) Request a report that lists all access roles existing within the Final SYSTEM SECURITY & ADMINISTRATION Financial Aid module on OASIS.  Obtain a listing of what users have been assigned those roles and review for appropriateness.  Consider the following:

a) Do the access roles appear to be appropriate for the individual’s current work responsibilities?

b) Do any of the access capabilities threaten the separation of duties within the dept?

c) Does documentation exist to support the authorization of each account and its privileges?

d) Are generic access ids being used by a variety of individuals?

e) Are there sufficient controls over those individuals who are not employees of the University?

2) REMOTE ACCESS

f) Determine that appropriate controls are in place to control access to the internal network and systems from a remote system.
	     






     





     


     


     


     


     


     

	
	

	Final Work
	
	
	

	A) Audit File Review
	
	
	

	1) Review of audit file performed by Inspector General or designee.
	     
	
	

	2) Resolve fieldwork/workpaper deficiencies.
	     
	
	

	3) Review of audit file review point resolution performed by Inspector General or designee.
	     
	
	

	B) Report
	
	
	

	1) Prepare discussion draft of the report.  Ensure all items listed on RPT-30 were included in the discussion draft or reasons for exclusion were documented.
	     
	
	

	2) Review of the discussion draft and quality control form by the Inspector General or designee.
	     
	
	

	3) Issue discussion draft of the report.
	     
	
	

	4) Hold exit conference with Department Head, Director, or Dean, as appropriate to review the discussion draft.  Complete exit conference memorandum.
	     
	
	

	5) Prepare response draft of the report, including preparation of recommendation response forms.
	     
	
	

	6) Review of the response draft by the Inspector General or designee.
	     
	
	

	7) Issue response draft of the report.
	     
	
	

	8) Cross-reference recommendations documented on RPT-30 to the response draft.
	     
	
	

	C) Final Work
	
	
	

	1) Final review by the Inspector General or designee of open items.
	     
	
	

	2) After complete response forms are obtained, prepare the final report including the letter of transmittal to the president.
	     
	
	

	3) Review of the final report by the Inspector General or designee.
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