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5500 Britton Parkway
Hilliard, Ohio 43026
Phopec: 614.487.6630
Toll-frce: 800.443.5698
Fax: 614-487-6641

i Union of Ohio %

www.cugfobioery
To: Robert Dicks Fram: Tracy Miller, Director of Corporate
Compliance/ Fraud Investigator
= : 2y
Fax:  937-233-8020 Pages: 6 (including cover sheet)
Phone: - Date: -3/12/2012

Re: e

OuUrgent O ForReview [IPlease Comment [1Please Reply [ Please Recycle

r—

& Comments:

Please contact me if you have any questions at 8143401706 or tmiller@cuofohio.org.

e ®
e B
Partnership  Reliability « Integrity s Dedication o Excellence *
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Policy And Procedure

Management of an Individual’s Personal Funds

l. Purpose

The purpose of this Policy and Procedure is to ensure that the personal funds of an
individual living at (insert DC name), hereafter referred to as ‘the center’ are managed
and documented in a manner as required by statute and administrative code.

11. Policy

It is the policy of the center that an individual will be supported to manage his/her
financial affairs to the best of his/her ability and as specified in the individual’s plan.

I11. _ Definitions

1. “Earned Income” means salary, wages or other payment for work received by
an individual.

2. “Individual” means a person admitted to a developmental center enrolled in
the ICF/MR program.

3. “Personal Needs Account” (pna) means money in an individual’s account,
managed by the developmental center, to be used by and/or for the
individual’s needs.

4. “Unearned Income” includes income from social security benefits,

supplemental security income and other public benefit funds an individual
receives.

1V. Procedures

1.

2.

Upon admission to the center, the individual or guardian will be advised
he/she is responsible for managing the individual’s personal funds unless the
individual or guardian makes a written request for the center to manage the
individual’s funds.

The center will establish a detailed ledger using Quick Books, for each
individual. The account will document all transactions of the individual’s pna,
including all earned and unearned income received by the individual and the
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dates, amount and purpose of all expenditures. The ledger shall also maintain
a current balance in the individual’s pna.

The center will require and maintain receipts for all purchases made from the
individual’s pna unless otherwise specified in the individual’s plan.

All information kept by the center in an individual’s pna is open and available
to the individual and/or guardian upon request.

It is the center’s responsibility to ensure the individual does not exceed the
maximum resource limit established in order to maintain Medicaid eligibility.
The center will give written notice to each individual or guardian when the
individual’s pna reached $200 less than the Medicaid resource limit (currently
$1,500).

An individual may retain up to $40 a month in unearned income and up to
$105 per month in gross earned income for a total of no more than $105.
Any earned and unearned income in excess of $105 per month shall be sent to
the DODD Office of Support by the 15" day of each month.

The center may comingle the funds of individuals in a single bank account,
but it may not comingle the funds of an individual with that of the center or
any person other than another individual.

V. Appendices

1.

2.

2.

3.

Form — Request to Manage Individual’s Funds
Form — Notice of PNA Approaching Medicaid Limit

Ohio Administrative Code 5123-9-05 — Management of Individual’s Personal
Funds by a Developmental Center.

Developmental Center Personal Funds Rule Guidance Manual.
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Z0OOAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1119A EMPLOYEE TIME CARD PAGE: 1
6/01/09 THRU 7/31/09
EMPLOYEE: q RUSSELL, RANDY A.
BADGE: 5001078
Site: 590500 RULE: 500WDC FT- OTEXEMPT
*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building#  RCAT Job Class  SHIFT HOURS
MO 6/01 815A 131A 590500 0000002 500NSK EXEMPT 17.27
C 500ADMI DATA 50065225 1
DAS PAYROLL TRAINING, EMAILS, CONF CALLS
TU 6/02 910A 1055P 590500 0000002 500NSK EXEMPT 13.75
C 500ADMI DATA 50065225 1
OPER DIR MTG, EMAILS, NEW POLICY DEV
WE 6/03 903A 555P 590500 0000002 500NSK EXEMPT 8.87
500ADMI DATA 50065225 1
TH 6/04 839A 515P 590500 0000002 500NSK EXEMPT 8.60
500ADMI DATA 50065225 1
** TOTAL PAID HOURS 48.49
** TOTAL WORK HOURS 48.49
DISTRIBUTION:
Regular Hours 48.45
EXEMPT OVER 80 .04

APPROVED EMPLOYEE SIGNATURE
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Z00OAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 1
6/01/09 THRU 7/31/09
EMPLOYEE: w RUSSELL, RANDY A.
BADGE;
LABOR LVLS: 590500.0000002.500NS RULE: 500
*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building#  RCAT Job Class  SHIFT HOURS
M0 6/08 831A 325P 590500 0000002 500NSK EXEMPT 6.90
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG
TU 6/09 825A 645P 590500 0000002 500NSK EXEMPT 10.33
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
WE 6/10 820A 1230P 590500 0000002 500NSK EXEMPT 4,17
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
TH 6/11 1210P 614P 590500 0000002 500NSK EXEMPT 6.07
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
FR 6/12 648A 621P 590500 0000002 500NSK EXEMPT 11.55
C 500ADMI DATA 50065225 1
YDC
MO 6/15 656A 625P 590500 0000002 500NSK EXEMPT 11.48
C 500ADMI DATA 50065225 1
YDC
TU 6/16 1031A 738P 590500 0000002 500NSK EXEMPT 9.12
C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, SPUG MTG, YDC, NODC
WE 6/17 TRANS *MULT 590500 0000002 500NSK EXEMPT 12.72
C 500ADMI DATA 50065225 1
EMAILS, .CONF CALLS, YDC, NODC
TH 6/18 TRANS *MULT 590500 0000002 500NSK EXEMPT 10.57
_ C 500ADMI DATA 50065225 1
EMAILS, CONF CALLS, NODC
FR 6/19 TRANS VAC 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
MO 6/22 915A 605P 590500 0000002 500NSK EXEMPT 8.83
C 500ADMI DATA 50065225 1
CENTRAL OFFICE INTERVIEW
TU 6/23 937A 617P 590500 0000002 500NSK EXEMPT 8.67
500ADMI DATA 50065225 1
WE 6/24 904A 524P 590500 0000002 500NSK EXEMPT 8.33
500ADMI DATA 50065225 1
TH 6/25 934A 608P 590500 0000002 500NSK EXEMPT 8.57
500ADMI DATA 50065225 1
FR 6/26 1000A 525P 590500 0000002 500NSK EXEMPT 7.42
C 500ADMI DATA 50065225 1
EMAILS, RETENTION BOX TRANSFERS, MTG
MO 6/29 939A 532P 590500 0000002 500NSK EXEMPT 7.88
500ADMI DATA 50065225 1
TU 6/30 916A 108P 590500 0000002 500NSK EXEMPT 3.87
500ADMI DATA 50065225 1
TU 6/30 330P 445P 590500 0000002 500NSK EXEMPT 1.25
M C 500ADMI DATA 50065225 1

PU NEW TIMECLOCKS FROM CDC
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ZOOOAJH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 2
6/01/09 THRU 7/31/09
EMPLOYEE: w RUSSELL, RANDY A,
BADGE :
LABOR LVLS: 590500.0000002.500NS RULE: 500
*CLOCK IN* OQUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building# RCAT Job Class  SHIFT HOURS
TU 6/30 830P 1130P 590500 0000002 500NSK EXEMPT 3.00
C 500ADMI DATA 50065225 1
EMAILS, BUDGET, AUDIT REPORT RESPONSES
WE 7/01 1001A 412P 590500 0000002 500NSK EXEMPT 6.18
500ADMI DATA 50065225 1
TH 7/02 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
TH 7/02 TRANS CU 590500 0000002 500NSK EXEMPT 1.10
500ADMI DATA 50065225 1
FR 7/03 TRANS HOLFT 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
MO 7/06 TRANS CU 590500 0000002 500NSK EXEMPT .47
500ADMI DATA 50065225 1 .
TU 7/07 805A 845P 590500 0000002 500NSK EXEMPT 12.67
C 500ADMI DATA 50065225 1
ETHICS TRNG, PU CHAIRS & SHELVING
WE 7/08 915A 615P 590500 0000002 500NSK EXEMPT 9.00
500ADMI DATA 50065225 1
TH 7/09 913A 554P 590500 0000002 500NSK EXEMPT 8.68
500ADMI DATA 50065225 1
FR 7/10 1239P 509P 590500 0000002 500NSK EXEMPT 4.50
500ADMI DATA 50065225 1
MO 7/13 933A 659P 590500 0000002 500NSK EXEMPT 9.43
500ADMI DATA 50065225 1
TU 7/14 910A 605P 590500 0000002 500NSK EXEMPT 8.92
500ADMI DATA 50065225 1
WE 7/15 913A 549P 590500 0000002 500NSK EXEMPT 8.60
500ADMI DATA 50065225 1
TH 7/16 640A 530P 590500 0000002 500NSK EXEMPT 10.83
C 500ADMI DATA 50065225 1
MH TRAINING, EMAILS, TELEPHONE CALLS
FR 7/17 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
MO 7/20 900A 547P 590500 0000002 500NSK EXEMPT 8.78
500ADMI DATA 50065225 1
TU 7/21 915A 750P 590500 0000002 500NSK EXEMPT 10.58
500ADMI DATA 50065225 1
WE 7/22 640A 730P 590500 0000002 500NSK EXEMPT 12.83
C 500ADMI DATA 50065225 1
MVDC INSERVICE, CO - INTERVIEW, ETC.
TH 7/23 905A 558P 590500 0000002 500NSK EXEMPT 8.88
, 500ADMI DATA 50065225 1
FR 7/24 950A 533P 590500 0000002 500NSK EXEMPT 7.72
500ADMI DATA 50065225 1
MO 7/27 TRANS VAC 590500 0000002 500NSK EXEMPT 6.90
500ADMI DATA 50065225 1
TU 7/28 934A 435P 590500 0000002 500NSK EXEMPT 7.02
500ADMI DATA 50065225 1




Exhibit 5

Page 4 of 8
ZOOOAIH iSeries Timekeeper: Department of DODD CLK101P
6/20/12 1106A EMPLOYEE TIME CARD PAGE: 3

6/01/069 THRU 7/31/09

EMPLOYEE: w RUSSELL, RANDY A.
BADGE ; 7
LABOR LVLS: 590500.0000002.500NS RULE: 500

*CLOCK IN* OUT PAY Site Department Suprvsr/TK CBU TOTAL
DAY DATE TIME TIME NOTES Building# RCAT Job Class  SHIFT HOURS
WE 7/29 1019A 515P 590500 0000002 500NSK EXEMPT 6.93
500ADMI DATA 50065225 1
TH 7/30 TRANS CU 590500 0000002 500NSK EXEMPT 8.00
500ADMI DATA 50065225 1
FR 7/31 TRANS CU 590500 0000002 500NSK EXEMPT 2.40
500ADMI DATA 50065225 1
** TOTAL PAID HOURS 330.95
** TOTAL NON-PAID HOURS .00
** TOTAL WORK HOURS 282.28
DISTRIBUTION:
Regular Hours 271.33
Comp Accrued 10.91
Vacation Lv FT 28.70
Comp Used FT 11.97
HOL PAY (FT) 8.00
EXEMPT OVER 80 .04

APPROVED EMPLOYEE SIGNATURE _
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WDC Timekeeping Exception Form

Employee Name: Randy Russell Current Date: 06 18 (0%

House/Department: Operations

Date of Exception: Employee did not clock in Employee did not clock out
06 08 2009 08:31 am 03:25 pm
06 09 2009 08:25 am 06:45 pm
06 10 2009 08:20 am 12:30 pm
06 11 2009 12:10 pm 06:14 pm
0612 2009 06: 48 am 06:21 pm
06 15 2009 06:56 am 06:25 pm
06 16 2009 10:31 am 07:38 pm
06 17 2009 07:00 am 07:43 pm
06 18 2009 07:38 am 06:12 pm
06 19 2009 Vacation 6.90

Explanation: Emails, conference calls, SPUG meeting, Youngstown and Northwest, etc.,

Staff Signature: Date:

L] Approved
[] Not approved

Supervisor’s Signature: Date:

“This form is to be used when an employee misses an in or out punch,

*  Employees who suspect a problem with their punch shall submit this form to their supervisor or CSO supervisor for approval.

»  Timekeepers who find missed punches will submit this form to the employee’s supervisor, The supervisor wilf approve / disapprove and return the

form to the timekeeper.

*The employee shall be responsible for the time that they enter on this form,




Exhibit 5

Page 8 of 8

Warrensville Developmental Center

King, Nancy

From: Russell, Randy

Sent:  Wednesday, July 08, 2009 12:04 AM
To: King, Nancy

(¢{H Russell, Randy

Subject: WDC Exception Form (3)

I will sign in the moming

WDC Timekeeping Exception Form

Employee Name: RANDY RUSSELL  Current Date: 07 08 09
House/Department: __ OPERATIONS__  Date of Exception: 07 07 09

X Employee did not clock in/ 8:05 AM_
X Employee did not clock out at 8:45 PM

Explanation Ethics training, pickup chairs and shelving from SOT and emails.

Staff Signature: Q\‘\\%\W\ Date: ﬁ ), ‘B l0_57

\”[ Approved
] Not approved . f /%
Supervisor’s Signature: éd( / oM e: 7/ i 09

*This form is to be used when an employee misses an in or out punch.

» Employees who suspect a problem with their punch shall submit this form to their supervisor or

CSO supervisor for approval.

o Timekeepers who find missed punches will submit this form to the employee’s supervisor. The

supervisor will approve / disapprove and return the form to the timekeeper.

*The employee shall be responsibie for the time that they enter on this form.

7/8/2009
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Montgomery Developmental Center
Business Office
Field Trips
Client Fund Procedure 94-2-CR04
Revised 10-16-08

Field trips will be prepared and submitted to the Business Office no later than the
20th of the month prior to the month in which they are to be conducted. The
Organizer of the trip will use a Field trip form and fill in, at a minimum, the date
of the trip, the time of the trip, the destination and individuals going on the trip
and the amount of funds required. The form will be signed by the QMRP,
Nursing Staff, and Program Director prior to submission to the Business Office
for signature by the Operations Director and gives field trip forms to the Client
Funds Account Clerk.

The Client Funds Account Clerk will date stamp each trip and organize them by
house and date. A copy of each trip will be made and given to the Administrative
Secretary. The Cline Funds Account Clerk will then assign the next available
Batch Number from the Client Funds Accounting System, assign a check number
to the batch and sequentially number the trips within the batch. The Account
Clerk will review each client ledger and take funds from the account most able to
bear the total cost of the trip. If an individual does not have the funds available
for the trip, the cost will be borne by the I & E Fund.

Once all field trips have been entered into the Cline Funds Accounting System,
the total cost of the batch will automatically be calculated. The I & E Fund will
have to be calculated by hand. The Client Funds Account Clerk will prepare
checks for signature by the Fiscal Officer and/or the Superintendent/Operations
Director. An Account Clerk other than the Client Funds Account Clerk will cash
the checks. The money will be verified by 2 Accounts Clerks before the
preparation of the Field Trips.

The Account Clerk preparing the Field Trips will write the name and the amount
of funds for each individual participating in the trip on a Field Trip envelope. The
funds for each trip will be placed in another envelope with the field trip form
stapled to the front of the envelope. When the batch has been completed, the
Residential Director will be notified the field trips are ready to be verified. The
Residential Director will open each envelope and verify the amount of the funds
for each trip. The Residential Director will then sign a receipt for the total
amount of the batch. The trips will be placed in the safe room for distribution by
Accounting Staff.
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The field trips will be brought down to the Shift Supervisor by Accounting Staff
one half month at a time. The Shift Supervisor will place the trips in the safe for
distribution. When the field trip has been completed, the Shift Supervisor will
place it in the return box located in the Shift Supervisor office for collection by
accounting staff. The completed trips will be collected from the box on Monday,
Wednesday and Fridays.

The Account Clerk responsible for collecting the field trips will reconcile the
completed trips. Each individual funds envelope should contain a receipt for the
money spent and either the change returned to the business office of the
disposition of the change. Individuals may retain up to $ 2.00 from any trip. The
Fiscal Office will be notified immediately of any discrepancy found while
reconciling the trip.

No field trips are to be held over to the following month. Once the entire batch
has been reconciled, the batch will be tumed over to the Account Clerk
responsible for posting the retwrn of funds to the individual's accounts. The Fiscal
Officer will be notified if a batch cannot be reconciled within ten (10) working
days after the end of the month in which the trips were scheduled.

/Z,«u R /6/3(/9 )4 /o/u/s ¢

Robert Dix, Opérations Director Date
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MONTGOMERY DEVELOPMENTAL CENTER
BUSINESS OFFICE
SPENDING MONEY PREPARATION PROCEDURE

MAY 7, 2008
Revised September 29, 2008

This procedure outlines the steps for preparation of spending and workshop money.
Spending and workshop money is processed every 2 weeks.

CLIENT FUNDS ACCOUNT CLERK:

1.

NouA WL

o %

11.

The Client Funds clerk receives referrals from QMRP's requesting
spending and workshop money (how much, days needed, and if carry or
send)

Referrals are entered into Client Funds system

Enters the days off (holidays, vacations, staff meetings for workshop) into
the client funds system which updates files

Enters perimeters', batch number and check number and then processes
Runs a master "Allowance for all Houses" report

Runs a master "MDC Weekly Spending Money Report & Workshop
Gives MDC Weekly Spending Money and Workshop report to Account
Clerk to prepare change order and makes sure totals agree.

Runs the 2 weeks of signature sheets for spending money and workshop.
A check is cut for the total amount of both spending and workshop money.
Payroll clerk phones change order to bank, receives checks and goes to
bank to pickup change order

Money is verified by 2 Account Clerks when returned from bank.

ACCOUNT CLERK:

1.

2.

Workshop money is to be prepared first, placed in the blue bag along with
a receipt and taken to the Medical Dept. to be placed in the med box.
MDC spending money for week 1 is prepared first followed
immediately by week 2. (All spending money is prepared at the same
time--not week 1 one week followed by week 2 the following week.) The
preparation time is 4 days from receipt of funds from Payroll Clerk.

MDC spending money is verified by Residential Director. After
verification, the bag is to be initialed and dated by the Account Clerk

and taped closed.

The Account Clerk takes the daily bags to the Shift Office. The Shift
Supervisor will then sign a receipt for the money.

Lot s ro/2//o8

Robert Dix, Operétions Director
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Montgomery Developmental Center
Business Office
Spending Money and Field Trip
Return of Funds

Created 8-7-08
Revised 9-29-08

This procedure outlines the steps for completing the return of funds for the spending
money, workshop money and field trips.

1.

On Monday, Wednesday and Friday, the Account Clerk responsible for the return
of funds picks up the envelopes from the black box in the Shift Supervisor's
Office. The signature sheets and unspent money are to be returned daily by the
TPWs or RCS. The Account Clerk verifies the spending money sheets for
signatures and unspent money and ensures that each house is accounted for.

The field trips that have gone out are verified to make sure receipts for each
client are attached. Also that the unspent money agrees what the field trip form
says is returned.

If a signature is missing from spending money or receipt from a field trip, the
account clerk has to call the house/staffrequesting needed information.

The Spending money is placed in an envelope with the returm of funds and
signature sheets. Field trip forms and return of funds are placed in a separate
envelope. The envelopes are to be labeled with batch numbers and the date
range of the batch.

If a signature on the spending money sheets is missing, it is place on the Past Due
Spending form and sent to the appropriate QMRP or RCS. . Ifa problem on field
trips, call the staff that took the clients out on the field trip the very next day to get
the problem corrected.

Spending money to be reconciled within 2 weeks after the last date of the batch.
Field trips completely reconciled within 1 week from the last trip of the batch.
Once the signature sheets and field trips are all reconciled, the Account Clerk
responsible for entering the funds into the system will do so every Friday.
Money will then be deposited the following week.

If Account Clerk receives money from prior field trips and old spending money
sheets is discovered, it is to be processed immediately and let the Operations
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Director and Fiscal Officer know where and when it appeared in the Business
Office.

8. The Fiscal Officer will check the safe room every Friday to ensure that return of
funds have been completed as scheduled.

[oAt-7 o pofei)i$

Robert Dix, Operafions Director
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Montgomery Developmental Center
Business Office
Deposits
Client Funds Procedure 94-08-CF09

Created August 1, 1994
Revised 9-30-08

Deposits from relatives return of funds and refunds from vendors must be made within 5 days of
receipt by the Fiscal Office. All monies must be deposited every Friday .

1.

2.

NoawnksWw

All checks received by the Fiscal Office should go to the Client Funds Clerk on day of
receipt.

Client Funds Clerk to make copies of all checks and attached to the Batch report after
posting of checks.

Posting of checks to client's accounts must be completed with 10 days of receipt.
Deposit slips created and deposited weekly.

Payroll Clerk takes the deposits to the bank weekly.

Deposit slips to Fiscal Officer after deposits have been made.

Deposits reconciled to bank statement by Fiscal Officer monthly

Receipts are necessary for the relatives that bring a check or money directly to the Fiscal Office.

,ZA)‘/’: Az /{’/z-//:f

Robert Dix, Operatioﬁs Director
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Exhibit 18

Page 1 of 1
Movement of Funds from Montgomery Development Center J

to Carter's Personal Bank Account and to CarMax
October 27-29, 2011

Checks Issued from the Montgomery Developmental Center Account are Cashed

B e -_-__-;:-;_-___,__."_._ - o T o B K ST T ?5;_1""
1550 Moro: e
JPMorgan - JPMorgan |
MONTGOMERY DE ENTAL CENTER Piergn Chase har, KA MDNTGDMEH‘_I’UE”E\' : I;_TNTAL CENTER o Chwe Bk, WA 1
CLIENT F T Qalming, Ghig 7 BT . ; 34, Tt
S . ‘ R 10z82011 ‘
| ey E | PaY |
3 THE i y TOTHE Cash/ Client Func's |
1:L;|-‘. Cash ] Client Funds $ ~5.220.00 I el ash / Client Func ‘
Five Thousand Two Huncrad Twerty and Qiy{Qprmessssses /)’) . BOLARS Twanty-5ix Thousand Twe Hundred Twenty and 00/100 |
) i ;
Monigomery Develapmental Center :\i A | " Montgomery Davelopmantal Canter ‘
7650 timbercrest Drive L?\"' QUIRCD 8 | 7650 timbercrast Drive .
Huber Heights OH 45424 e . ﬁ\ ‘f oo o i | Htber Heights OH 45424 .
\141 h Ak i
MEMD R ALITHOPIED SAMATURE *‘\__ - | MEMD {
. i —
o ‘ ®
- y
O/
f‘h__.‘(\ S e ——— PN R —
i | TRl S WIROT JED T 2SR S
=
T .
|
]
! _ o o

Check issued on 10/27/2011 in the amount of $5,220 Check issued on 10/28/2011 in the amount of $26,220

- I

Monies Deposited at Kemba Financial Credit Union

e

@< EMBA

=y EIANGIAK

AMEVBERVIEW, o1, 0 Draft Image LSEMBA,

Y T T R ey T TR Ay e e oS a,

CASHIER'S CHECK
N No. 184313

Ll F11 rime: 12:01:42
I §22,000.00 Base Account Husbas -
days

$5,000 deposit into Cashier's Check issued 10/29/2011 payable to CarMax for $22,000 Receipt for cashier's check
Carter's personal account

2009 Kia Borrego Purchased at CarMax

STATEQFOHIO No
3]
I
i R {474 ( )
oty rte . Ohio Inspector General
_ ; 2012-CA00025
Last Revised 071612

Title Issued to Carter




Exhibit 19

Page 1 of 2

Date: 12/18/11 SalesSlip # 37908 Type: Cash
Customer Name: CARTER, DO

12/18/2011 12:57
2495-6-6462-037908
Cust Name: DO CARTER

TV Y PURCHASES /RETURNS
Dpt Sku Dsc Retail Sold
1 004 503566705 65.00 65.00

SSIL PANDORA 7.9 BRAC

SLSPRSN 082922

1 004 503566705 65.00 65.00
SSIL PANDORA 7.9 BRAC

SLSPRSN 082922

1 004 503566705 65.00 65.00
SSIL PANDORA 7.9 BRAC

SLSPRSN 082922

1 004 503566705 65.00 65.00
SSIL PANDORA 7.9 BRAC

SLSPRSN 082922

1 004 503566705 65.00 65.00
SSIL PANDORA 7.9 BRAC

SLSPRSN 082922

1 004 801465600 3¢.00 30.00
SSIL PANDORA HORSESHO

SLSPRSN 082922

1 004 801523907 55.00 55.00
SSIL PANDORA LOVE BD

SLSPRSN 082922

1 004 801466006 35.00 35.00
SSIL PANDORA GUITAR B

SLSPRSN 082922

1 004 801466107 40.00 40.00
SSIL PANDORA STILETTO

SLSPRSN 082922

1 004 801458100 50.00 50.00
SSIL PANDORA SOCCER B

SLSPRSN 082922

1 004 801448402 30.00 30.00
SSIL PANDORA FOOTBALL

SLSPRSN 082922

1 004 801461601 40,00 40,00
SSIL PANDORA PNK DOTS

SLSPRSN 082922

1 004 801730401 45.00 45.00
SSIL PANDORA PROGRAM

SLSPRSN 082922

1 004 801466905 45,00 45,00
SSIL PANDORA PINK RBN

SLSPRSN 082922

1 004 801469002 30,00 30,00
SSIL PANDORA ALPHA J

SLSPRSN 082922

1 004 801468505 30.00 30.00
SSIL PANDORA ALPHA E

SLSPRSN 082922

1 004 801572304 75.00 75.00
SSIL PANDORA SY RUBY

SLSPRSN 082922
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1 004 801572304

SSIL PANDORA SY RUBY
SLSPRSN 082922

1 004 801572304

SSIL PANDORA SY RUBY
SLSPRSN 082922

1 004 801469103

SSIL PANDORA ALPHA K
SLSPRSN 082922

1 004 801448008
SV/14KY PANDORA SUN C
SLSPRSN 082922

1 004 801448008
SV/14KY PANDORA SUN C
SLSPRSN 082922

1 004 801467008

SSIL PANDORA CROSS B
SLSPRSN 082922

1 004 801467008

SSIL PANDORA CROSS B
SLSPRSN 082922

1 004 801569803

SSIL PANDORA OR ENML
SLSPRSN 082922

1 004 801524909

SSIL PANDORA FUCHSIA
SLSPRSN 082922

1 004 801448109

SSIL PANDORA SNOWMAN
SLSPRSN 082922

1 004 801448109

SSIL PANDORA SNOWMAN
SLSPRSN 082922

1 004 801448109

SSIL PANDORA SNOWMAN
SLSPRSN 082922

1 004 801448109

SSIL PANDORA SNOWMAN
SLSPRSN 082922

SALES TAX

TOTAL

CASH
SLSPRSN 082922

PREFERRED CUSTOMER MAILING LIST

DOUG CARTER
4256 ARUBA DR

75 .00

75.00

30.00

45.00

45.00

45.00

45,00

55.00

40.00

35.00

35.00

35,00

35.00

SUBTOT
6.7500

GAHANNA OH 43230

75.00

75.00

30.00

45.00

45.00

45.00

45,00

55.00

40.00

35,00

35.00

35.00

3500

1425.00

96.19
1521.,1.9
1521189
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Share Draft Image Retrieval Page 1 of |

MAMEMBERVIEW,

Share Draft Image

DOUG A CARTER - °
I 4256 ARUBA DR

25-7788/2440

. E?FTOEE‘T&C’L [’M\A’&,h}" | '$ {S-:UOO_-
. \f’L‘P[Cé(A’TL“"VSMJL GU})I\,O" ;

Credt —
Union of Obeo " g 5550 Brivien Parkway
Itltland, Okbo 44028

. Sacaty b
==——_poutats AT

. ] x g
8 5
3 ‘f 2
- m
z i =1 T
= H p e F
o ] HE ]
m 1 e
7] 3 » - i
3| n i &
= = ' 1
mig 53 : i e
g3 iF : ! 25
81z g : i Ze
31z = i i ==
=] 3 S W H H o
1 - B
819 3 ! ! EL
3 : =
8|z 3 : | Lz
< |7 SE H : t 2=
ml3 e i ')
Z|% 343 3 i ! o
oy =i 3 i ] ~
2t 3F 33 & H !
2l & 3 8 : ’
B3 LA - ; !
alt 3 g ';
als :
R}

https://ww1.corpone.org/webdraftimaging/srcti?rqd=RCR_WDIDraftimage&account=102... 3/15/2012




Exhibit 21

Page 1 of 1

Store: 55 Page: 1
Rogers Itd., Inc. Date: 5/10/2012
Time: 1:29PM

Customer Transaction Reprint

Customer Name: Doug Carter Salesperson [d Sale %
Customer #: 5528969 Register: 1 9483 100
Tx #: 7457 Drawer:. 1 0 0
Date: 2/12/2012 Associate: 8357 0 0
SKU Description Quantity Price Extended
101685485 14KW 1 1/2TW GHI S 1.00 4,870.01 4,870.01
090100058 Rogers Service Pla 1.00 129.99 129.99
TAX 0055 @ 1.00 362.50 362.50
Total Due: 5,362.50
Visa 0.00 - 2,681.25
Visa 0.00 — 2,681.25

r} (3\ FYN

Transaction Comments:
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Store: 55 Page: 1

Rogers Itd., Inc. Date:  5/10/2012

Time: 1:29 PM
Customer Transaction Reprint

2.22Pwm
Customer Name: Doug Carter Salesperson Id Sale %
Customer #: 5528969 Register: 1 8144 100
Tx #: 7624 Drawer: 1 0 0
Date: 2/20/2012 Associate: 8144 0 0
SKU Description Quantity Price Extended
101794451 14KW 3CTTW GHI 12 1.00 5,840.00 5,840.00
090100066 Rogers Service Pla 1.00 299.99 299.99
101685485 14KW 1 1/2TW GHI S -1.00 4,870.01 -4,870.01
90100058 Rogers Service Pla -1.00 129.99 -129.99
TAX 0055 @ 1.00 82.65 82.65
Total Due: 1,222.64
Visa 0.00 1,222.64

Transaction Comments:
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03/11/12 14:26
2495 5 8205 041190

Customer Name: DOUGLAS A CARTER

LO Y CONVERT LAYAWAY
Dpt Sku Dsc Retail Sold
1 1 210944207 1999,98% 1299,99

Guarantee #8109-3288
14WG LE DIA NECKLACES
Slsprsn 946945 281971 307701

1 800 210944207 0.00 159,99
ESP 1999 .99
1 1 200319200 8999 .99 8999.99

Guarantee #8109-3296
18WG SOLITAIRE EARRINGS
Slsprsn 946945 281971 307701

1 800 200319200 0.00 335.99
ESP 8995,99

0.00NT 11499.96T SUBTOT 11499.96

SALES TAX 6.75% 776.25

TOTAL 12276.21

CA CHECK 11076 .21

# 7024388941 LAYAWAY PRE-PAID 1200.00
NAME DOUGLAS A CARTER
ESP NAME DOUGLAS CARTER

I acknowledge that I have received the
merchandise listed above.
Customer Signature

X

SLSPRSN 946945 281971 307701
TAX TYPE 1 STANDARD

BALANCE DUE 0.00
PMTS TO DATE 0.00
TOTAL ITEMS 0
Ahkhkkk kAR R AR IR Rk hhhkh kR hkhhhkhkhkhkhhk K
TELL
EXPER
AND Y
s1

in our monthly
Customer Feedback Sweeptak
Go to http://survey.jared.
or call 1-877-309-1343 within
You
021
No purchase necessary. Void where
Open to legal U.S. residents, 18
See rules including entry without code a
Or go to http://survey.jared
Sweepstakes ends January 31,

Date: 03/11/12 SalesSlip # 41190 Type: LA Cash
Customer Name: CARTER, DOUGLAS
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Date: 03/11/12 SalesSlip # 41195 Type: Cash
Customer Name: CARTER, DOUGLAS

03/11/12 14:39
2495 5 8210 041195

Customer Name: DOUGLAS A CARTER

LO N PURCHASES /RETURNS
Dpt Sku Dsc Retail Sold
i 1 172208908 549,99 549,99

Guarantee #8109-3304
14WG DIAMOND NECKWEAR
Slsprsn 946945 281971 307701

1 800 172208908 0.00 104.99
ESP 549.99
1 1 172208908 549.99 549.99

Guarantee #8109-3312
14WG DIAMOND NECKWEAR
Slsprsn 946945 281971 307701

1 800 172208908 0.00 104.99
ESP 549.99
1 1 200332500 2499,99 2499.99

Guarantee #8109-32320
18WG SOLITAIRE EARRINGS
Slsprsn 946945 281971 307701

1 800 200332500 0.00 179.99
ESP 2499.99
1, 1 200332500 2499.99 2499.99

Guarantee #8109-3338
18WG SOLITAIRE EARRINGS
Slsprsn 946945 281971 307701

1 800 200332500 0.00 17989
ESP 2499.99

0.0O0ONT 6669.92T SUBTOT 6669,92

SALES TAX 6.75% 450.22

TOTAL ' 7120.14

CASH 610.00

CA CHECK 6510.14

ESP NAME DCUGLAS CARTER
SLSPRSN 946945 281971 307701
TAX TYPE 1 STANDARD

Ahkkhkkrkhkkhkdkhhhhhkhhhkdhhhhkdhkdhkhhhkdhdhhhikk

03/11/12 14:39
2495 5 8210 041195

PREFERRED CUSTOMER MAILING LIST
DOUGLAS A CARTER

4256 ARUBA DR

GAHANNA OH 43230

hkhkkRkkhkkkhxkhhkkdhhhhhhhkdhhhdhhkhkhkhhkkhkiikik
khkkhkhkkhkhkhkhhhkkhkdhkhhhkhkhhhhhkhkhdhdhkhkhrhhdhik

Date Issued 03/11/12
Store/Warranty # 2495/8109-3304
Issued to: DOUGLAS A CARTER
DEPT: 001
SKU: 172208908
Desc: 14WG DIAMOND NECKWEAR
R-PRDHRDB S-PRDHRDB P-PRDHRDB
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Distribution A

MONTGOMERY DEVELOPMENTAL CENTER
BUSINESS OFFICE
"BANK RECONCILIATIONS"
INTERNAL AUDIT PROCEDURE #{?L?-%-%-OHA

Created August 1, 1994

When bank reconciliations are not performed each month, errors
and irregularities could occur in the account that would not be
detected in a timely manner. Bank reconciliations are to be
completed on a monthly basis.

Bank reconciliations are to be performed monthly by the Fiscal
Officer or Operations Director in her/his absence. Bank
reconciliations are to be completed on or before five (5) working
days following receipt of bank statements. A standard form and
format is to be used which can be followed with ease by anyone
verifying amounts reconciled. A copy of the current form used
for reconciliations is attached to this procedure.

A‘Q\AQM /@ 1/91,-:
Gregot@({)ﬂ Da@.ldg!, Operations Director
|
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BD43

DEPOSIT TICKET

BD43
DEPOSIT TICKET

FOR CLEAR COPY, PRESS FIRMLY WITH BALL POINT PEN.
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JPMorgan Chase Bank, N.A.
Columbus, Chio 43271

www.Chase.com

DATE _

Y14/ 10

CURHEch}

CENTS |

MONTGOMERY DEV CENTER 10-97
7650 TIMBERCREST DR.
HUBER HEIGHTS, OH 45424

COIN

MONTGOMERY DEVELOPMENTAL CENTER

INDUSTRIAL & ENTERTAINMENT FUND
7650 TIMBERCREST DR.
HUBER HEIGHTS, OH 45424

L lelalelelalelalalaln]:

Q0.

DOLLARS

/0]
3k

Qg o=

DATE

| CURRENCY
COIN
LIST
EACH
CHECH

MONTGOMERY DEVELOPMENTAL CENTER

INDUSTRIAL & ENTERTAINMENT FUND
7650 TIMBERCREST DR,
HUBER HEIGHTS, OH 45424

47 D)

$

OLLECTION AGREFMENT

23
0 187

TOTAL
ITEMS

PLEASE BE SURE ALL ITEMS
ARE PROPERLY ENDORSED.

DERCSITS MAY NOT BE AVAILABLE
FOR IIMEDIATE WITHDRA WAL

/ .00

253
187

TOTAL

ITEMS
PLEASE BE SURE ALL ITEMS
ARE PROPERLY ENDORSED.

DEPOSITS MAY MOT BE AVAILABLE
FOR IMSEDIATE WITHORAWAL

4880
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OHIO DEPARTMENT OF DEVELOPMENTAL DISABILITIES

POLICY AND PROCEDURE

Subject: Cash Management

R Purpose

The purpose of this policy is to provide guidelines regarding cash management for all
non-appropriated funds at developmental centers to safeguard cash. Checks are
considered to be cash. The developmental centers will incorporate these guidelines into
their procedures.

il General Requirements

A. All areas receiving cash/checks shall maintain a log of all monies received.

B. Cash kept in the Business Office of the developmental center shall be counted
on a daily basis when the Business Office is open. The employee counting the cash
cannot be the same person who posts the-expenses. The counting of cash shall be
done on a rotating basis with staff. Once the cash is counted, the amount, date,
and signature of the person who counted the money shall be recorded on a log.

C. Cash and checks shall be kept in locked areas. In residential areas, only RCSs and
QIDP shall have access to the safes. In the Business Office, all business office staff
may have access to the locked area. Managers in areas responsible for handling
cash are ultimately responsible for correct accounting of funds.  If a combination

safe is utilized, combinations should be changed upon separation or transfer out of
personnel.

Ik Receipt and Disbursement of Cash/Checks in the Business Office

A. Cash- A pre-numbered receipt shall be completed for all cash received in the
Business Office. Cash shall be counted in front of the employee delivering the cash.
Provisions shall be in place for return of funds when the Business Office is closed.
The Business Office shall create a receipt with the original receipt given back to the
employee delivering the cash and a copy of the receipt shall be kept in fh_e business
office with original cash withdrawal packet. The rerhaihing copy of the receipt shall
stay in the receipt book. Any resident cash received will be logged into individuzal
resident sub accounts.

B. Checks- A pre-numbered receipt shall be completed for all checks received in the
Business Office whether by mail or hand delivered. If hand delivered, the person
delivering the check shall receive the original receipt. The receipt for checks received
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in the mail shall be used for balancing. A copy of the front of the check shall remain
with the prenumbered receipt. One receipt can be completed for the total amount
of checks received on that day. A receipt per check is not necessary. All checks shall
be immediately endorsed on the back of the check “For Deposit Only”’. Any checks
received for residents will be logged into indjvidual resident sub accounts.

C. Distributing Cash/Checks

1. When the Business Office distributes cash, the person receiving the cash shall count
the money before receiving to verify the cash matches the amount the Business
Office states they are giving them. At a minimum there shall be a verification of the
request of the funds.

2. The residential staff shall maintain a log of all spending that occurs for the resident.
Receipts for resident purchases shall be required unless the IPP for an individual
states that receipts are not required for purchases made by that individual up to a
certain dollar amount. See Ohio Administrative Code 5123-9-05 (F) (3).

3. At least monthly, the employee shall return all unspent cash to the Business Office
along with the Idgs. The Business Office shall follow the requirements in paragraph
Il (A) regarding the réceipt of cash.

4. The Business Office shall deposit cash/checks no less than once per week.

iv. Disbursements and receipts of an Individual’s Personal Needs Account (PNA) in a
Living Area.

A. When the developmental center manages an Individual’s PNA in the living area, it
shall establish a systent that ensures full and complete accounting for an individual’s
PNA including the requirements specified in paragraph Il of this policy and the
requirementsoutlined in Section 5123-9-05 of the Administrative Code.

B. Ona monthly basis, an employee from the Business Office shall randomly choose
living areas and count the cash to see if the amount reconciles to what the balance
should be.

V. implementation

A. Central Office Fiscal Division shall review the procedures developed by each
developmental center and approve them and/or provide suggested changes.

B. Central Office shall test the procedures at two developmental centers per quarter.
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C. Each developmental center shall implement the provisions of this policy within thirty
calendar days of the effective date of this policy.

D. This procedure supercedes all previous procedures and memoranda on this subject.

VI. Approval

This procedure is effective July 1, 2012.

Ann Rengert, Deputy Director

Division of Fiscal Administration
,?zw AVERVS Yo

Date
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OHIO DEPARTMENT OF DEVELOPMENTAL DISABILITIES

POLICY AND PROCEDURE

Subject: Quickbooks Access
L. Purpose

The purpose of this policy is to provide guidelines regarding roles, security levels and access
for the DC fiscal offices to help ensure separation of duties.

1. General Requirements

A. The Operations Director or in absence of the Operations Director, the
Superintendent, will approve fiscal access to Quickbooks.

B. DODD IT shall act as the Quickbooks administrator and set up roles and access in
Quickbooks.

C. DCsshall set up access and roles based on the attached document. The roles
are account clerk or equivalent, fiscal officer or equivalent, and operations
director or equivalent.

D. All account clerks at a DC may have the account clerk role in Quickbooks, but
the Fiscal Officer or Operations Director shall periodically review the audit trail

in Quickbooks as a compensating control.

1. Implementation

This procedure becomes effective immediately and supercedes all previous procedures and
memoranda on this subject.

— V. _Approval

This procedure is effective immediately.

Ann Rengert, Deputy Director

Division of Fiscal Administration
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Shns IS, 22(

Date
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Developmental Center QuickBooks User Roles

Account Clerk Role Access
Accounting

e General Journal

e Equity Accounts

e Trial Balance

Banking
e Bank Accounts
e Checks
e Deposits

Vendors
Find All Transactions

Lists
e Chart of Accounts
e Customer/VVendor Profile

Reports

Vendors-A/P
e A/P Accounts
e Pay Bills

Fiscal Officer Role Access
Accounting

e General Journal

e Equity Accounts

e Trial Balance

e Reconcile
Banking

e Bank Accounts

e Checks

e Deposits
Vendors

Find All Transactions

Full Access

Full Access

Full Access

Full Access

Full Access

Full Access

Full Access

View Access

Full Access

View Access

View Access

View Access
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Lists View Access
e Chart of Accounts
e Customer/Vendor Profile

Reports Full Access
Vendors-A/P View Access
e A/P Accounts
e Pay Bills

Operations Director Role Access
e View Only Access to all Functions
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OHIO DEPARTMENT OF DEVELOPMENTAL DISABILITIES
POLICY AND PROCEDURE
Subject: Segregation of Duties

I Purpose

A. The purpose of this policy is to provide guidelines regarding segregation of duties.
Segregation of duties provides the following benefits:

It is one method of providing internal controls
It contributes to an organization’s system of checks and balances

A deliberate fraud is difficult to detect because it requires collusion of two or
more persons and

It is much more likely that innocent errors will be found.

B. The basic principle underlying segregatioh of duties is that no employee should be in a
position both to perpetrate and to conceal errors or fraud in the normal course of their
duties. One individual should never be the only one able to handle all phases of a single
transaction, for example, in a cash transaction, one person should not handle
disbursing, recording, and reconciling. For example, the person could perform
disbursing and recording, but not reconciling.

C. Developmental centers shall identify the position responsible for each task in all policies
and procedures.

1. Guidelines

A. The attached chart shows how duties shall be segregated with an assumed staffing level
of three Account clerks or equivalent, a Business Manager or equivalent, an Operations
Director-or equivalent,-and-a-Superintendept.

B. If a Developmental Center (DC) has two Account Clerks, then the hierarchy shall move
down with the Business Manager acting as the third account clerk.

C. When duties cannot be segregated in accordance with the matrix, compensating
controls shall be considered. Compensating controls can be preventative or detective
controls that are executed by an independent, supervisory-level employee who does not
have responsibility for the particular process. Preventative controls prevent loss while
detective controls detect a loss that has already occurred. An example of a
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compensating control would be if someone prepares the bank reconciliations and
prepares cash deposits then a supervisor would perform a review of cash receipt and
cash disbursement entries in the general ledger. Central Office shall assist with
implemenfing compensating controls and shall approve the use of compensating
controls.

Matrix

A. The attached matrix represents how duties shall be segregated.

B. In boxes where there are Xs across the row (i.e. open/date stamp mail and cash drawer
daily balance), the DC shall rotate which position performs the duty. For example, for
_cash drawer daily balancing, the first account clerk shall balance the first week and the

second account clerk shall balance during the second week.

C. For signature on checks, each DC shall have two primary signers, and minimum of two
backup signers to sign checks when a primary signer is absent.

D. If the DC uses different job (position) classifications, the DC shall change the
classifications on the matrix to the ones it uses.

Process

The DC shall complete a matrix illustrating proper segregation of duties and submit it to the
Fiscal Officer 3 in Central Office and the Deputy Director (DD) for Resident Resources for
approval. Central Office and the DD for Resident Resources will approve the matrix or work
with the developmental center to establish compensating controls.

If an employee in the Developmental Center Business Office is offforan extended period of
time, i.e. disability, the Operations Director shall submit changes to the matrix for review
and approval to the Central Office Fiscal Officer 3 and the DD for Resident Resources.
Implementation

A. Central Office shall review and evaluate the segregation of duties at all DCs twice a year.

B. This procedure becomes effective immediately and supersedes all previous procedures
and memoranda on this subject.
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VL. Approval

This procedure is effective immediately.

Ann Rengert, Deputy Director
Division of Fiscal Administration
}VW / g_' 2ef

Date

Attachment: Segregation of Duties Matrix
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Division Duties

Account
Clerk #1

Account
Clerk #2

Account
Clerk #3

Business

Manager/Fiscal

Officer

Operations
Director

Superintendent

OAKS PURCHASING

Reviews Approves
Facility Purchase
Requests

Creates Requisition in
OAKS

Approves Requisition
in OAKS

PETTY CASH

Custodian-Receives
Receipts-Prepares
Check/Cash

Co-Custodian-
Receives Receipts-
Prepares Check/Cash

***Sign Check

Reconcile Receipts-
Prepares Voucher for
Replinishment in
OAKS

Prepare Bank
Deposit***+*

**Counts Cash Box-
Daily-Logs

Monthly Bank
Reconciliation

I&E FU

NDS

Reviews Approves
Facility Purchase
Requests

Custodian-Receives
Receipts-Prepares
Check/Cash

Co-Custodian-
Receives Receipts-

***Sign Check

**Counts Cash Box-
Daily-Logs

Monthly Bank
Reconciliation

** Rotate Duties
** Two Signatures
Required

*+* Moved from
Revenue Accounts
Receivable

wxx Added to Matrix

Revision 6/20/12
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DC FISCAL SEGREGATION OF DUTIES

Division Duties

Account
Clerk #2

Account
Clerk #1

Account
Clerk #3

Business
Manager/Fiscal
Officer

Operations
Director

Superintendent

DAILY MAIL

Open/Date Stamp Mail

X

RESIDENT FUNDS

CASH-Count-Verify
Cash/Checks Received-
Write Receipt ****

Log in Quickbooks

Cash Drawer Daily
Balance **

Prepare Weekly Bank
Deposit *****

Log Deposit in
Quickbooks ****

Calculate Sweep

Prepare Sweep Check

Prepare Resident PNA
Cash

Forward Check to
Central Office ****

Log Date Check Sent
to Central Office in
Excel ****

Monthly Bank
Reconciliation

X

***Sign Check

X

OAKS ACCOUNTS PAYABLE

Creates Voucher in
OAKS

Processes Payment
Card Trans in OAKS

Approves Voucher in
OAKS

Payment Card Holder-
Business Office

Revision 6/20/12
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Subject:

Number:

OHIO DEPARTMENT OF DEVELOPMENTAL DISABILITIES
PROCEDURE

Monthly Sweeps

FA-

Purpose

To establish requirements for Central Office’s review of the monthly sweeps.

Process

The DC Operations Director will electronically send a spreadsheet (see attachment) on the
day the monthly sweep checks (one for earned income and one for unearned income) and
pay-in forms are mailed to the Fiscal Officer 3 of Central Office Business Services. If the DC
does not have an Operations Director, the Business Manager will send the spreadsheet.
Sending the spreadsheet to the Fiscal Officer 3 indicates that the spreadsheet has been
reviewed and approved by the Operations Director.

The spreadsheet will contain a list of each resident currently at the DC, the amount of
earned and unearned income the person received the previous month, theamountthe
resident retained the previous month, and the amount of the monthly sweeps. The
Operations Director will also send verification of the earned and unearned income for each
resident. After the first month, Central Office will only need to receive verifications with
the spreadsheet if the earned and/or unearned income changes for a resident.

The Fiscal Officer 3 in Central Office Business Services will verify the information by checking
census data, income verifications, and the formula for calculating the sweeps. After the
first month of the year, the Fiscal Officer 3 will also compare the current month’s sweep
spreadsheet with the previous month’s spreadsheet for variations in dollar amounts that
aren’t explained through the income verification documentation.

. The Fiscal Officer 3 will communicate via email with the Operations Director with questions

or if trying to determine if corrections need to be made to the spreadsheet. Ifitis
determined that corrections are needed, the Fiscal Officer 3 will electronically return the
spreadsheet to the Operations Director with an email explaining what needs to be
corrected. If a new check(s) is needed, the Fiscal Officer 3 will write VOID on the existing
check and return the check via mail to the Operations Director, and the Operations Director
will send a new check(s) and pay in form.

Once corrected, returned, and checked, the Fiscal Officer 3 will instruct the Central Office
fiscal specialist to enter the deposits into OAKS and print the OAKS AR deposit forms. The
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Fiscal Officer 3 will approve the deposits in OAKS. This approval indicates that the Fiscal
Officer 3 reviewed and approved the spreadsheet.

If no corrections are needed, the Fiscal Officer 3 will instruct the Central Office fiscal
specialist to enter the deposits into OAKS. The Fiscal Officer 3 will approve the deposits in
OAKS and print the OAKS AR deposit form. This approval indicates that the Fiscal Officer 3
reviewed and approved the spreadsheet.

. The Fiscal Officer 3 will take any unresolved issues to the Deputy Director of Fiscal

Administration.

After the Fiscal Officer 3 approves the deposits, the fiscal specialist 1 will hand deliver the
OAKS AR printed deposit forms and checks to the Treasurer’s Office, and will send a copy of
the deposit ID to the Operations Director. The fiscal specialist 1 should deliver to the
Treasurer the deposit form and checks on the same day if the Fiscal Officer 3 approves the
deposits by 3:30 p.m.

If the Fiscal Officer 3 does not approve deposits by 3:30 p.m. on the day the fiscal specialist
1 entered them into OAK, the Fiscal Officer 3 will place the checks and forms in the Central
Office safe for processing the next day.

Implementation

This procedure becomes effective immediately and supercedes all previous procedures and
memoranda on this subject.

Approval

This procedure is effective immediately.

(o~ fiww |

Ann Rengert, Deputy Director

Division of Fiscal Administration

Aot 26 2oiz

Date

Attachment: Sweep Spreadsheet
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Ohio Department of Mental Retardation and Developmental Disabilities

Ted Strickland, Governor » John L. Martin, Director

July 17, 2009

Wendy DiGregorio, Superintendent
Warrensville Developmental Center
4325 Green Road

Highland Hills, Ohio 44128

RE: WDC Resident Fund Review — Project D-09-001

Dear Ms. DiGregorio: )

The Division of Legal, MUI & Audits of the Ohio Department of Mental Retardation and Developmental
Disabilities has completed the Warrensvilie Developmental Center Resident Fund Review for the perlod
December 16, 2006 through December 15, 2008,

The Final Report is attached.

If you have any questions, please contact me at (614) 995-1573.

Thank you for your time and cooperation.

Sincerely,

?/ﬂ Tzl
Roger Parrot, Audit Chief
Division of Legal, MU! & Audits

xc Kate Haller, Deputy Director, Division of Legal & MUI Services-ODMR/DD
Ginnie Whisman, Assistant Deputy Director, Division of Community Services-ODMR/DD
Randy Russell, Operaticns Director, Warrensville Developmental Center-ODMR/DD
Audit File

ODMR/DD-Division of Legal, MUT & Audits, 1810 Sullivant Avenue, Columbus, OH 43223-1239
Voice: 614.728.0129 Fax: 614.728.0140 TDD: 614.732.4688 Web Site: http: //www.state.oh.us/dmr
The State of Ohio is an Equal Opportunity Employer and Provider of Services
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OHIO DEPARTMENT OF MENTAL RETARDATION
AND DEVELOPMENTAL DISABILITIES

1810 Sullivant Avenue Columbus, OH 43223-1239

DIVISION OF LEGAL, MUI & AUDITS
RESIDENT FUND REVIEW

FINAL REPORT

WARRENSVILLE DEVELOPMENTAL CENTER

AUDITOR’S REPORT ON PROCEDURES APPLIED

{Project D-00-001)

FOR THE PERIOD DECEMBER 16, 2006 THROUGH DECEMBER 15, 2008
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Ohio Department of Mental Retardation and Developmental Disabilities

Ted Strickland, Governor John 1.. Martin, Director

Auditor’s Report on Procedures Applied

July 17, 2009

Wendy DiGregorio, Superintendent
Warrensville Developmental Center
4325 Green Road

Highland Hills, Ohio 44128

Because Warrensville Developmental Center (WDC) officials had identified problems in
WDC burial accounts, Deputy Director Kate Haller requested the Division of Legal, MUI
& Audits, Office of Audits perform a review of the non-appropriated Resident Fund (RF)
accounts at WDC. The period identified to be reviewed was December 16, 2006
through December 15, 2008.

~ Our review was performed on the accounts relating to the RF. The review objectives are
summarized below:

1. Determine if cash in the WDC RF accounts was properly posted and supported by
the records;

2. Determine fhe accuracy of WDC RF bank recongciliations for the period reviewed,;

3. Review the cash and cash handling process within the WDC Business Office and
WDC Cottages; and

4. Develop recommendations that could strengthen internal controls related to the
activity reviewed for the first three objectives.

The following three months were selected for detailed review of the WDC RF monthly
recanciliations: . ' ' :
1. WDC RF reconcdiliation from 12/16/06 thru 1/15/07;
2. WDC RF reconciliation from 1/16/07 thru 2/15/07; and
3. WDC RF recongiliation frem 2/16/07 thru 3/15/07.

ODMR/DD-Division of Legal, MUI and Audits, Office of Audits, 1810 Sullivant Avenue, Columbus, OH 43223-1239

Voice: 614.728.0129 Fax: 614.728.0140 TDD: 614.752.4688 Web Site: hitp: //'www.state.oh.us/dmr
The State of Ohio is an Equal Opportunity Employer and Provider of Services
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~Auditor's Report on Procedures Applied
Warrensville Developmental Center
July 17, 2009

The WDC RF Review for the three month review period of 12/16/06 thru 3/15/07
involved the following review procedures:

1. Determine the completeness of data retention for the review period. Document
what WDC RF documents are not presented for auditor review.

2. Verify the accuracy of the completed 12/15/06 WDC RF prepared reconciliation.

3. Agree the RF bank statement, cash journal and Report of Transactions individual

resident account balances to the WDC Business Office prepared reconciliation
dated 12/15/06.

4. Verify accuracy and completeness of the initial review period three monthly WDC
RF prepared reconciliations dated 1/15/07, 2/15/07, and 3/15/07.

5. Expand the 1/15/07, 2/15/07, and 3/15/07 bank reconciliations to a Proof of Cash
format.

6. Verify the Proof of Cash ending Book Balance agrees ioc the “Reconciled to Cash
Journal” balance of the WDC RF monthly reconciliation for each respective monthly
period.

7. Review cash and check handling process within the WDC Business Office and

WDC Cottages by verifying ten sample selected RF cash journal deposits and ten
expenditures to support documentation.

Additional similar review procedures were performed for the period 3/16/07 through
12/15/08 because of the following noted intemal control weaknesses:

» There were no review period monthly WDC Business Office prepared
reconciliations of RF cash journals to the Developmental Center Management
Information System (DCMIS) Report of Transactions record of resident account
balances. o

» Management did not have a control procedure in place to ensure staff notify
them when RF errors are identified and correcied in the Report of Transactions. .

» There was no WDC RF requirement for written documentation of Cottage
supervisors’ review of Individual resident account baiances o reasonably
assure the Business Office that Individual resident account balances were
accurate, timely and complete.

The resuits of our analysis were:

1. For the transactions tested, the WDC RF cash was properly posted and supporied
by the records.
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Auditor's Report on Procedures Applied
Warrensville Developmental Center
July 17, 2009

2. Bank statements and cash journals were not reconciled to the DCMIS computer
Report of Transactions record of resident account balances. The review period RF
reconciliations were not performed completely because the monthiy totals of all
DCMIS Report of Transactions Individual resident account balances were not
reconciled to the monthly cash journal balance total and were not supported by
adequate documentation to verify the WDC's nonappropriated accounts’ cash
position. Related internal control deficiencies were noted and recommendations
made are reported in the Appendix.

3. Internal controls were in place surrounding the cash and cash handling process
within the Business Office and Cotiages, with some exceptions noted. Cash
handling exceptions and related recommendations are reported in the Appendix.

Because the procedures we applied do not constitute an audit conducted in accordance
with generally accepted auditing standards, we express no opinion on the items listed
above that might relate to the financial condition of the Warrensville Developmental

- Center for the period December 16, 2006 through December 15, 2008. This memo
report relates only to the items above and does not extend to any other activities of the
Warrensville Developmental Center. T

This memo report is intended for the information and use of the management of the
Ohio Department of Mental Retardation and Developmental Disabilities. However, this
report is a matter of public record and its distribution is not limited. Our analysis of these
accounts relates only to the procedures applied, as stated above, and does not extend
o any other financial activities of the Warrensville Developmental Center.

Fagor Toiir®

Roger Parrot, Audit Chief
Division of Legal, MUI & Audits, Office of Audits
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

Resident Fund:

Management is responsible for establishing and maintaining effective internal controls.
Management should develop internatl controls that will provide reasonable assurance in
achieving the Developmental Center's control objectives. Written procedures need to
be developed and placed into operation to minimize the risk of error and/or
irregularities. Documentation provides the basis for establishing responsibility for the
executing and recording of transactions. Prompt preparation of accurate account[ng
records is essential to timely reporting of accounting data.

The following internal conirol weaknesses were identified at the WDC Business Office
and Cottages relating to the administration of the RF during the review period of
12/16/06 thru 12/15/08.

Business Office:

Business Office Reconciliation Procedures

1." The Business Office did not implement an internal control procedure for the monthly
reconciliation of the RF bank statement to the cash journal to the total of Individual
RF balances shown on the DCMIS computer “Report of Transactions”. Although the
WDC officials did perform monthly reconciliations of the RF bank statement to the
cash journal, they did not reconcile the cash journal to the total of the Individual RF
balances. This weakness could result in lack of management detection of improper
accounting for or use of RF monies.

Qur testing noted the following conditions:
a. The comparison of the WDC RF cash journal to the RF Report of
Transactions from 12/15/06 thru 3/15/07 is as follows:

Comparison of WDC RF Cash journal to RF Report of Transactions

Date of Comparison RF cash
of cash journal to RF Report of journal
RF Report of Transactions Balance ‘
Transactions Balance Total Total Difference
As of 12/15/06 $ 38,906.10 §$72473.59 §33,567.40
As of 1/15/07 53,283.11 59,895.79 §,612.68
As of 2/15/07 50,972.82 59,368.83 8,326.01
As of 3/15/07 53,614.80 64,223.04 10,608.24
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER

MANAGEMENT COMMENTS AND RECOMMENDATIONS

b.

The WDC Operations Director stated that the difference between the
RF cash journal balance and the Report of Transactions balance on
any given day is the RF hold account activity from RF purchase orders
(POs) not yet invoiced and paid by WDC-Business Office. In his
opinion, the audit reported RF differences of $ 6,612.68 for 1/15/07,
$ 8,396.01 for 2/15/07 and $ 10,608.24 for 3/15/07 appear to be
reasonable hoid account PO amounts for the number of WDC
residents as of those dates (approximately 173 WDC residents). He
indicated the $ 33,567.49 RF difference as of 12/15/06 would require
additional WDC review work to further explain the PO hold amounts.
One possible explanation for the 12/15/06 difference is the
Christmas/Holiday POs prepared for WDC residents as of 12/15/06.
Another possible explanation of the 12/15/06 difference could be
obtained from an analysis of the Director's Sweep of WDC residents’
RF denoting hold PO activity.

The WDC Network Administrator prepared a listing of active (unspent)
POs from 12/15/06 thru 1/15/07. The resuli of this review denoted a
decrease in the non-reconciled difference between the cash journal

.and DCMIS computer Report of Transactions records from § 6,612.68

to $ 516.32. An additional WDC Network Administrator review was
performed of the 12/15/06 denoted difference of § 33,567.49. The
Report of Transactions and cash journal denoted significant spent
{(invoiced) POs on 12/28/06, which could explain the difference
decrease from 12/15/06 of $ 33,567.49 to the 1/15/07 difference of
$6,612.68.

2. Management did not present for review a monthly reconciliation of the RF bank
statement to the cash journal for the pericds ended 1/15/08, 2/15/08, 5/15/08, and

6/15/08.

3. Written control procedures did not detail the procedures for the proper maonthly
reconciliation of the RF bank statement fo the cash journal and the DCMIS
computer Report of Transactions. Also, we found no evidence of documented
reviews of review period monthly RF reconciliations by the Operations Director.

4. Management did not perform monthly reconciliations during the review period of
resident earned income from the private, non-profit corporation Solutions At Work,
Inc. (SAW) to resident deposited SAW income in the DCMIS computer Report of
Transactions. Management did not perform monthly reconciliations to ensure timely
posting and depositing of resident SAW earned income. As an example, a resident
SAW earned income check dated 4/20/06 had a deposit date in the DCMIS
computer Report of Transactions of 5/9/07.

5. The Business Office did not perform quarterly or semi-annuat comparisons of the
number of residents income dencted on the DCMIS Report of Transactions to

5
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

quarterly WDC Unit Census Reports. Such periodic comparisons would help verify
the completeness and timeliness of Report of Transactions listed resident incomes
and would list Business Office explanations of any variances noted.

Our related testing noted the following condition:

The WDC Resident Income listed on the computer printout "Report of
Transactions” for 12/16/06 to 1/15/07 was compared to the WDC Unit
Census Reports dated 12/15/06. This review denoted documentation of 178
total WDC Raesidents listed on the 12/16/06 WDC Census, with 13 WDC
Census residents who did not have reported income on the Report of
Transactions. Subsequent review denoted no unaccounted for WDC resident
fund income. However, there was a lack of timely written support
documentation of Business Office explanations for why the 13 residents did
not have reporied income listed on the Report of Transactions.

Recommendations

The Business Manager should establish written control procedures of the
monthly RF reconciliation process, and the Business Manager's written
review and approval of prepared reconciliations. The monthly recaonciliation
process should not only include reconciling bank activity to the cash journal
but also reconciling the cash journal to the DCMIS Report of Transactions
total of Individual resident account RF balances. Reconciliations should be
approved by the Business Manager and provided to the Operations Director
for review and approval.

The Business Manager should perform and document reviews of monthly
reconciliations to assure adequate, complete, and timely reconciliations were
performed and support documentation was obtained and filed in the Business
Office.

The Business Office staff should perform monthly reconciliations of resident
SAW earned income to the SAW resident deposited income in the Report of
Transactions. Staff should obtain from SAW Inc. a list of all checks or a copy
of monthly SAW payroll check stubs and.reconcile reported resident SAW
income to deposited resident SAW income.

The Business Manager should document monthly compliance with WDC
Policy Number OP-8 “Receipt and Use of Client Funds” effective date
October 5, 2004, Part J "Workshop Monies/Pay Check”, sub-part f, which
states “The Business Office must receive the check stub for all workshop
checks for SSA and SSI reporting.” An alternative to the SAW check stub

could be a listing of SAW monthly checks or a copy of SAW monthly payroll
check stubs.
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

s The Business Office shouid perform quarterly or semi-annual comparisons of
the number or individual residents denoted on the Report of Transactions to
individuals denoted on the guarterly WDC Unit Census Reporis. These
periodic comparisons would verify the completeness and timeliness of Report
of Transactions listed resident incomes. The Business Office should
document and explain any variances noied.

» The Business Office should denote, on the records of residents with zero

income shown on the Report of Transactions, the reason why no income is
reported for these residents.

‘Business Office Posting Procedures

6. Management did not have a control procedure in place to ensure staff notify them
when RF errors are identified and corrected in the Report of Transactions. Needed
changes o documentation should be reviewed and approved by a supervisor
‘responsibie for the process. There were five transaction dates denoted on the

_Report of Transactions which did not match the posting dates, with extensive time
delays noted. All five transactions had a 1/19/07 transaction date with a 7/19/07
posting date. In addition, there were 23 resident accounts with posting error

corrections denoied in the Report of Transactions which did not contain written
management review and approval.

Recommendations

+ Management should establish control procedures to ensure staff notify them
when original document amounts in the Report of Transactions should be
changed. Needed changes to documentation should be reviewed and
approved by a supervisor responsible for the process. -

» An error correction report should be generated and given to the Business
Manager monthly. He should review it to ensure all modifications or
adjustments were entered correctly and properly approved by him. Any

discrepancies should be researched and documented to assure proper action
is taken.
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

Business Office Director's Billina/Sweep Procedures

7. Management did not present for review support documentation for the following
transactions:

¢ The cash journal and Report of Transactions denoted one resident with
income of $ 26,030.62 recorded as deposited 7/23/08. The high account
balance for this resident was maintained from 7/23/08 through 9/29/08. This
resident did not have Business Office written support documentation
explaining the reason for the high balance and the reason for the length of
time of this high balance amount.

¢ [or this residenti, the Report of Transactions contained a $ 24,324.62 transfer
from WDC to ODMRDD - Division of Fiscal Administration on a Director's
Sweep dated 9/30/08. There was no WDC Business Office support
documentation of this Director's Sweep transaction amount presented for
auditor review.

Recommendations

» Management shouid have documented in the review of the WDC prepared -
Director's Sweep dated 9/30/08 that adequate, complete, and timely support
documentation was obtained and filed.

« Management should perform and document monthly reviews of individuat
resident balances. Individual resident account balances exceeding
$ 1,500.00 for significant periods of time should have written explanations
obtained and filed. This documentation would be in accordance with the
ODMR/DD Directive 5123-9-05 (d)(3), Receipt and Use of Client Funds,
dated 1/10/91, which states "The Individual's representative payee account
shall be kept in such manner that all receipts and expenditures are proper]y
documented.” :

Business Office Cash Handling Procedures

8. WDC management approval signatures on the WDC RF Payment Voucher forms
denoted management review of support documentation for RF check payments for
the review period. However, four WDC RF Payment Voucher forms (check numbers
3105, 3113, 3218, and 3230) out of ten tested did not contain all the proper
supportive documentation required to substantiate the expenditures. This indicates
management did not perform an adequate review of the clerical staff's work for
these four forms concerning the atiachment of proper supportive documentation
(cash, cash receipts, purchase receipts, etc). Management should assure all cash
expenditures are justified and properly supported. The following weaknesses were
noted on selected RF disbursements of February 2007 and March 2007:

8
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

2 WDC RF Payment Voucher forms out of 10 tested did not have a source
receipt to support the RF expenditure.

1 WDC RF Payment Voucher form out of 10 tested did not have support
documentation for return of unspent cash to denote correct refunds due
individuals.

2 WDC RF Payment Voucher forms out of 10 tested did not have support
documentation for Individuai disbursement allowances sighed by the
individuals as being received.

Recommendations

Management should establish monitoring and review procedures of staff's
reconcifiations and daily procedures to reasonably assure RF support
documentation for disbursements and unspent cash is obtained and properly
aitached to the WDC RF Payment Voucher form. The Business Office staff
should ensure all support documentation received is properly attached to the
WDC RF Payment Voucher form and maintained for the proper period.
Management should establish control procedures to ensure all support
documentation for each type of request form has been received from the
Cottages, attached to the proper request form, and filed in the Business
Office. If unspent cash is associated with any of the requests, a copy of the
cash receipt should also be attached to the request form, verifying all funds

"have been accounted for.

Valid source receipts should be obtained as support documentation of an
Individual's RF disbursement and/or refund.

Business Office Data Retention Procedures

9. Ourinitial scanning for WDC RF monthly reconciliations on 1/26/09 disclosed four
monthly reconciliations could not be located at WDC. On 2/3/09 we located the four
missing reconciliations and reconciliation support documentation, The four missing
reconciliations were incorrectly dated and filed by Business Office staff.

When testing disbursements we noted:

“Voucher blocks” denote WDC RF disbursement support documentation on
a WDC RF check number basis. The WDC RF voucher block RF check
numbers 2922 (dated 12/16/06) through 2976 (dated 3/15/07) were not
presented for review and were not located during the on-site review from
1/26/09 through 2/10/09. These voucher blocks were ultimately located by
the WDC Business Office staff.
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APPENDIX A — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
MANAGEMENT COMMENTS AND RECOMMENDATIONS

« Business Office staff made clerical errors related to several WDC RF
voucher blocks, which were incorrectly dated January and March of 2007.

These incorrectly dated voucher blocks should have been dated January
and March of 2008.

Recommendation
*» Management should comply with the record retention schedule
requirements, denoted in WDC Policy Number AD-17 effective date 8-26-04,

to ensure financial support documentation is properly dated, filed, and
readily available.

| Cottages:

Cottages Reconciliation Procedures

10. There was no WDC RF requirement for written documentation of Cotiage
supervisors' review of Individual resident account balances to reasonably assure
the Business Office that Individual resident account balances were accurate, timely
and complete. The Cottage supervisors did not document their periodic review of
resident account balances and communicate review results in writing to the
Business Office. In addition, the WDC Policy Number OP-8 "Receipt and Use of
Client Funds” effective date October 5, 2004 and in effect for the review period did
not address written documentation and communication of Cottage superwsor
resident account balance reviews.

Recommendation

« Formal written procedures should be established that identify WDC Cottage
supervisors’ roles and responsibilities in the review process. Management
should adopt a written policy, addressing written docurmentation and
communication of Cottage supervisors' monthly review of Individual RF
account balances 1o the Business Office. This policy could be added to
WDC Policy Number OP-8.
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APPENDIX B— RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
EXIT CONFERENCE

A formal exit conference was held on July 1, 2009 with the following representatives of
Warrensville Developmental Center:

Name Title

Wendy DiGregorio WDC Superintendent

Randy Russell WDC Operations Director
Kristi Anderson-Wilson WDC Program Director
Doug Carter WDC Business Administrator

Warrenville Developmental Center (WDC) sent a written “2009 Auditor's Report on
Procedures — Plan of Correction” response which was received at the Division of Legal,
MUI & Audits, Office of Audits on July 14, 2009. The WDC Plan of Correction is shown
on pages 12 through 15.
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APPENDIX C — RESIDENT FUND REVIEW
WARRENSVILLE DEVELOPMENTAL CENTER
WDC PLAN OF CORRECTION

Warrensville Developmental Center
2009 Auditor’s Report on Procedures
Plan of Carrection

1. In regards to Points 1, 2, and 3 of the Auditor's Report on Procedures will entail that
the Business Administrator wil! establish written control procedures of the monthly
Resident Funds reconciliation process. The monthly reconciliation process will not only
inciude reconciling bank activity to the cash journal but also reconciling the cash journal
to the DCMIS and in the future Quick Books. The reconciliations will be sign off by the
Account Clerk along with the Business Administrator and will be provided to the
Operations Director for review and approval on a monthly basis.

The Business Administrator will also perform and document reviews of monthly
reconciliations to assure adequate, complete, and timely reconciliations were performed
and support documentation was obtained and filed in the Business Office. The
Operations Director will provide a monthly report to Executive Staff on a regular on-
going basis.

Persons Responsible: Account Clerk Il and Bysiness Administrator
Completion Date: By the 5 Business Day of Each Month

2. In regards to Point 4 of the Auditor's Report on Procedures will entail that the
Business Administrator will establish written control procedures of the monthly
reconciliation process of resident SAW earned income. The Resident Funds Clerk will
perform monthly reconciliations of resident SAW earned income to the SAW resident
deposited income in the Report of Transactions. Staff shouid obtain from SAW Inc. a
report each two week period a month of all checks or a copy of monthly SAW payroll

- check stubs and reconcile reported resident SAW income to deposited resident SAW
income.

The Business Administrator will document monthly compliance with WDC Policy
Number OP-8 “Receipt and Use of Client Funds” effective date October 5, 2004, Part J
"Workshop Monies/Pay Check”, sub-part f, which states “The Business Office must
receive the check stub for all workshop checks for SAW checks.” Currently, the
Business Administrator is looking into seeing if it is possible to have all SAW earned
income directly deposited in to main Resident Funds checking account.

Persons Responsible: Resident Funds Clerk and Business Administrator
Completion Date: August 15, 2009
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WDC PLAN OF CORRECTION

3. In regards to Point 5 of the Auditor's Report on Procedures will entail that the
Business Administrator wilf establish written control procedures of the quarterly
comparisons of the number of residents which are indicated on the Report of

Transactions to individuals indicated on the quarterly Warrensville Developmental
Center's Unit Census Reports.

in addition to the written control procedure, the Resident Funds Clerk will perform
quarterly comparisons of the number or individual residents which are indicated on the
Report of Transactions to individuals indicated on the quarterly Warrensville
Developmental Center's Unit Census Reports. The Business Administrator will contact
Central Office to defermine where the census report is located. The Resident Funds
Clerk will document and explain any variances. If on the Report of Transactions the
residents’ have a zero income balance, then the reason why no income is reported for
these residents will be determined and noted on the spreadsheet. The completed
report will be given fo the Business Administrator for their approval.

Persons Responsible: R951dent Funds Clerk and Business Administrator
Completion Date: By the 20 day of each quarter

4. In regards ic Point 6 of the Auditor's Report on Procedures will entail the Business
Administrator will establish control procedures to ensure the Resident Funds Clerk will
notify the Business Administrator when original document amounts in the Report of
Transactions should be changed. The Resident Funds Clerk will notify the Business
Administrator of the correction which is. needed and the Business Administrator will

make the needed changes. The Restdent Funds Clerk will make no corrections to any
of the individual's accountis.

The Business Administrator will get with the IT staff to see if an error correction report
can be generated. This report will be generated by the Business Administrator on a
monthly basis. If any discrepancies are noted, then the Business Administrator will
have the Resident Funds Clerk research and document the discrepancies. Once the
report is documented, the Resident Funds Clerk will then forward the report to the
Business Administrator for their review on a monthly basis.

Persons Responsible: Resident Funds Clerk and Business Administrator
Completion Date: On-going '
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5. In regards to Point 7 of the Auditor's Report on Procedures will entail the Business
Administrator will establish control procedures to ensure that support documentation
along with ali required signatures are attached to all vouchers.

In addition to the established policy, the IT staff will give the Business Administrator a
report by the 15" and 25" of each month which will help the Resident Funds Clerk
document monthly reviews of individual resident balances on the 15" and 25" of each
month. Individual resident account balances exceeding $ 1,500.00 for the dates listed
above will have written explanations obtained and filed. The Houses will be notified if
their resident has exceeded the $1,500.00 and will be asked to do a spend down of the
resident’s money. [f the money is not spend, then a automatically sweep will be
performed for balances over $1,500.00. Once the sweep has been done, the Resident
Funds Clerk will give the report to the Business Administrator for their review and then
forwarded to the Operations Director, Superintendent and Program Director. The
documentation will be in accordance with the ODMR/DD Directive 5123-9-05 (d)(3),
Receipt and Use of Client Funds, dated 1/10/81, which states "The Individual's
representative payee account shall be kept in such manner that all receipts and
expenditures are properly documented.” '

Persons Responsible:- Resident Funds Clerk and Business Administrator
Completion Date: By the 15" and 25™ of each month.

6. In regards to Point 8 of the Auditor's Report on Procedures will entail the Business
Administrator will establish monitoring and review procedures of the Resident Funds
Clerk reconciliations and daily procedures to reasonably assure that the support
documentation for disbursements and unspent cash is obtained and properly attached
o the Resident Funds Payment Voucher form. The Business Office staff should
ensure all support documentation received is properly atiached to the WDC RF
Payment Voucher form and maintained for the proper period.

The Business Administrator will do pericdical reviews of the Resident Funds Voucher
forms to ensure all signatures, receipts, cancelled checks are attached to the voucher
forms. If any discrepancies occur, they will be addressed via email and face to face
contact to the Resident Funds Clerk. The Business Administrator will also perform
audits on each of the Houses on a random basis to ensure all monies are being along
with supporting documentation is being kept.

Persons Responsible: Resident Funds Clerk and Business Administrator
Completion Date: By the 30" of each month
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7. In regards to Point 9 of the Auditor's Report on procedures will entail the Business
Administrator will establish a monitoring procedure to ensure that all retention boxes
which are obtained from the Business Office will be accurately completed. In addition
{o the monitoring procedure, the Business Administrator will review the storage boxes
for a complete retention schedule form is completed before storing the boxes. There
will also be a binder produced of a map of where the boxes are stored.

Persons Responsible: Business Administrator
Completion Date: On-going

8. In regards to Point 10 of the Auditor's Report on Procedures will entail that the
Business Administrator will establish written procedures that will identify Warrensvilie
Developmental Center Cottage supervisors' roles and responsibilities in the review
process. The written policy will address writien documentation and communication of

Cottage supervisors' monthly review of Individual RF account balances to the Business
Office.

Persons Responsible: Business Administrator
Completion Date: On-Going
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