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Each Institution will maintain an Employee Vending Commission fund that benefit, welfare, 
morale, and productivity for employees. A joint labor and management committee will be 
formed and comprised of an equal number of Labor and Management representatives to oversee 
the Employee Activity Fund. The joint Labor and Management committee shall develop a set of 
recommended guidelines governing the nature and frequency of employee fund-raising activities 
approved by the Director, Warden or APA Regional Administrator or their designee. 
The committee shall develop an annual plan o.f expenditures at the beginning of each fiscal year. 
The Institution staff shall not obligate any funds without a plan approved by the DBA Chief or 
designee. The committee and managing officer shall document approval of all disbursements via 
signature on a form. All funds collected shall be accounted for by the employee/s designated for 
collection purposes on a form in the sample format provided by Policy 22-BUS-03. 

Auditor Observations: 

A. Who Is the reviewed fund-raiser funds accounted for by employee/s designated for collection 
purposes on a form and submitted to the cashier? ___ _,,1_.&""•""')'-------------

8. ls the disbursement reviewed from the employee activity fund used for purchases that provide 
for the benefit. welfare, morale and productivity for employees and in accordance with the 
approved plan? D Yes WNo 

C. Is the joint and labor management committee that oversee ernpl~ee activity fund comprised of 
an equal number of labor and management representatives? B-'Y es 0 No 

D. Has the joint and labor management committee develop a set of recommended guidelines 
governing the nature and frequency of employee fund-raising activities for review and approved 
by the Director. Warden or APA Regional Administrator or their designee? D Yes C\l'No 

E. Is the fund-raiser activity voucher reviewed in compliance with the established guidelines 
approved by the Director, Warden or APA Regional Administrator or their designee?D Yes~ 

F. Did the joint and labor management committee develop an annual plan of expenditures from the 
fund based on projected revenues and spending priorities developed by the committee?~ 
D No 

G. Has the joint and labor ;nanagement committee documented approval of all disbursement via 
signature on a form? ITT' es D No 

H. Is the obligated funds reviewed on the approved plan by the OBA Chief or Designee?DYes B~ 
/ 

D Non-A licable 

If found Non-Com liant or Non-A 
;C,, ,. "'" / .' ), • ,. - ,• ,••' <[ A 

,.. /~" ,, -:-;, / /., ./ • J.. • '/. J'#. ··~ .; . ..'": 

/.~ ,,: c / / ·. / ..,,,.. / - , 
( . J I) ,-_ k :r • 
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2011 Ohio Standards - Adult Correctional Institutions 

Standard Number: I Supersedes: 
., I Authorizing Policy or A.R.:, 

-
15-02 New . Business Office/Cashiers-Manuals 

Genera l Vouchers 

All payments should be made within thirty days a fter receipt of a proper invoice or interest must 
be pa id to the vendor. When payments arc not made on the time should use the OBM la te 
payment calculator should determine the amount o f interest owed the vendor. A Request for 
Approval (DRC 1229) must be completed by the Cashier's Office, than signed by the 
Warden/Designec if purchases are over $500.00 for Industrial and Entertainment or other club 
accounts, or over $500.00 for the Employee Vending Commission Fund, and sent to Central 
Office (with the RT P and backup documentation) for a pproval. After the check and a copy of the 
invoice are sent to the vendor. The original invoice needs stamped "PAID" . 

Auditor Observations: 

Rev iew genera l voucher files of the various funds for the audit period. 

A. Are all payments made within thiny days after receipt o f a proper invoice? Yes ~o 

B. Do any o f the invoices reviewed require a payment o f interest? Yes ~~ 
lfso. was the OBM late calculator used to determine the interest owed the vendor? Yes No 

c. Is there a Request for Approval (DRC 1229) s igned by the Warden!Designee for purchases over 
$500.00 for Industria l and Entertainment, other club accou nts. or Employee Vend ing 
Commission Fund. sent to Central Office (with the- RTP and backup documentation) for 
approval on file? (Only apply where applicable) / ves No 

Compliance Rating l o Compliance [U/Non-Com pliancc 0 Non-Anplicablc 
If found Non-Compliant or Non-Anolicablc, clearly document why: 

,0~ ,IV" I ~ 7A ~~~ ,r: • _,J_r A/~·- ' .... ~E Iv r' .J /'£ , ,. .. ~J - ......... "t:' Sr<'J#\A i ,, I° .J,-',1,.., ,,. 
~ 

/' 
, 

,c"' T, ,, /.,,,...., ,r., 
/ 

I ' • ,. f'" ~ .. ,..,,v ;7~ ,', • , ,~ ~I ••'./"LI.-~ -
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2011 Ohio Standards - Adult Correctional Institutions 

Standard Number: I Supersedes: I Authorizing Policy or A.R.: ' i 

15-03 New AR 5120-5-04 .; ' 

Administration of Industrial and Entertainment Funds 

All disbursements from this fund shall be used for purchases which exclusively benefit inmates. 
The disbursement from this fund may be made for, but shall not be limited to the following: 
recreation equipment, entertainment, library supplies and equipment, video purchase, rental, 
and licensing, chapel expenses, occupational and/or activity therapy supplies, going-home clothes, 
inmate free postage, hygiene, and legal kits, and repair and maintenance of equipment eligible for 
j>Urchase with these funds. For specifically planned events (e.g., yard day), specialty food items 
may be purchased with the approval of the C hief of the Division of Business Administration or 
Oesignee. Six (6) outside entertainment performances each fiscal year may be authorized by the 
warden. 

Auditor Observations: 

Review Industrial and Entertainme nt Fund files for the audit period. 

A. Are the disbursements from this fund within the guidelines of approved disbursements? 
.,4cs No 

B. For planned events (e.g .. yard day), are food items. purchased with the approval of th_e Cycf of 
the Division of Business Administration or Dcsignee? Yes No ,.-., 1,11 . A ,, ~' · • 

vfcs 
,,. 

I i.A -"' ... ,.. .. . ... ~ ' .: 
c. Arc entertainment performances preapprovcd? No 

D. Are all di~rsemcnts from the Industrial and Entertainment Fund used exclusively to benefit 
inmates? Yes No 

,/ 
Compliance Rating I W Compliance 0 Non-Compliance 0 Non-Applicable 

If found Non-Compliant or Non-Applicable, clearly document why: 
/ ' - , , > : ..- / / - ' ~ .. / ' 
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2011 Ohio Standards - Adult Correctional Institutions 

Standard Number: I Supersedes: I Authorizing Policy or A.R.: 
15-04 New · AR 5120-5-06 ' 

Industrial Arts 

Before arts and crafts activities commence, the cashie r 's office shall purchase, using Industrial 
and Enterta inment Funds, a vendor's license for sta te sales tax. At least quarterly, periodic 
physical inventory counts shall be performed and any discrepancies forwarded to the institution 
investigator for review. Monies collected, excluding sales tax, shall be distributed monthly with 
eighty per cent credited to the inmate's persona l account and twenty per cent remaining in 
established account. For inmate personal services (e.g., car washing and waxing, barber shop, 
a nd hair dressing), inmates shall purchase required licenses using personal funds. An inmate 
shall not be permitted to earn m ore than one thousand two hundred dollars in net profit from 
Industria l Arts activities in a calenda r year. T he cashier's office sha ll prepare a monthly profit 
a nd loss statement for each personal sen •ice to ensure it is solvent. 

Auditor Observations: 

Review Industrial Arts Fund tiles for the audit period. 

/\. Has the Cash ier's~ purchased a vendor's license for state sales tax before arts and crafts 
activities begin? Yes No 

B. Is the money collected for tangible goods, exc luding sa les tax, distributed monthly with eight) 
percent credited to the inmate's personal account and twenty percent remaining in the IA 
account? ,,/ y cs No 

c. /\re periodic physical inv7ory counts conducted and any discrepancies sent to the institution 
investigator for review? Yes No 

D. Is the inmate purchasing license using their personal fund} when they are involved in providing 
inmate personal services such as the barbershop, etc.? v' Yes No 

E. Is any individual inmate earning more than one tho usand two hundred dollars in net profit from 
Industrial Arts activities in a calendar year? - Yes 

~ ,.. -
0 - /\ . .! ;\. ,._,,._ .(,.. ·:.. /l,,~ .... s 

,., I r • J ,,- ,. •' ' 

F. / prepared for each personal service. to ensure it is Are mont%rofit and loss statements 
solvent? es No 

/ 
Complia nce Rating I ~Compliance 0 Non-Compliance 0 Non-Aoolicable 

If found Non-Compliant or Non-Applicable, clearly document why: 
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2011 Ohio Standards - Adult Correctional Institutions 

Inmate Groups 

Inmate Group activities arc to benefit the inmate, the general inmate population and the 
community. Groups may establish dues not to exceed six dollars per year, per member. A vendor 
license shall be obtained by each group selling services or merchandise, and sales tax must be 
paid in accordance with state law. All expenditures by inmate groups shall be approved in 
advance by the Warden or Designee. Accountability reports are to be prepared on a monthly 
basis for all fund raising activities and submitted to the group advisor and the Warden or 
Design cc. 

Auditor Observations: 

Review Inmate Group Fund files for the audit period. 

A. Does the inmate group have a current vendor's license on file? Aes No 

B. Are established dues six dollars or less per year approved by the warden? Yes No 
/V / /1- - fr"' / v ,; f ;.: J -r,, ;, L., t. ,; r /,,"' 

C. Is the inmate gj:OOp getting approval from the Warden or Designee before making any 
expenditure? / Yes No 

D. Does the approvql'1nmatc Group activity benefit the inmate, the general population and the 
community? ' ,/ Yes No 

E. A re accountability reports being prepared monthly for all fund-raising activities? Yes~ 

Compliance i!_ating_ r Compliance D Non-Complia_n_ce _ __ D __ N_o_n_-_A~_l_ic_·a_b_le _ _. 
If found Non-Com liant or Non-A licable, clear! · document wh •: 
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DEPARTMENT OF REHABILITATION AND CORRECTION 

ACA FISCAL REVIEW DATE:--~------

INSTITUTION: ______ 1_,·:"~! _______ _ 

INMATE GROUPS 
STANDARD NUMBER: 15-05 

AUDITOR: ____ .._/ __ ,_',_ J._,_·._t._c""'--·· I' 

1 2 

Group Group 
Name & Name& 
Month Month 

-, _,.I I -' 

". '1 
- .~, J 1'. 

Question: 
• I. - l':.'fJ 

A. Does the 
inmate group 
have a current 

'1 7 vendor's 
license on file? 

B. Are established . 
,/l dues six dollars '--

or less per year 
II ,~ ~/~ approved by 

the Warden? 

C. Is the inmate 
group getting 
approval from 
the Warden or . ( '"../ ~ Des1gnee 
before making 
any 
expenditure? 

D. 
Does the 
approved 
Inmate Group 
activity benefit 
the inmate, the \y \ I general 

I population and 
community? 

E. Are -~ -. 

1£' accountability 
reports being 
prepared . / 

// -monthly for all 
fund-raising 
activities? 

Score(# of' > '7 
Yes" results)· / 

Total Points possible (50) 
Less: Number of Non-Applicable Items: 

Total Points Applicable. 

Less. Number of " No" Not In-Compliance: 

Number of Items In-Compliance: 
Compliance Rating 

/ _, 
Auditor: .. ''· 

3 

Group 
Name & 
Month 

;· . ,_ ; "'rt 

' " I 
I 

1 
(( 

/// fJ 

y 

I 

·/ 
I 

r,~ -
I ./ 

,...., 
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/ 

IL/ 

J / .. 
:L 

J '-/ 
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Group 
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Month 

7 "'): ~: 
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/· >l 

!' 

~ I 
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t'j_' 

1\ IP 

-., 
/ 

'fl - / 

·,, 

( ,"' -

5 6 7 8 9 10 

Group Group Group Group Group Group 
Name & Name& Name& Name& Name& Name& 
Month Month Month Month Month Month 

/\, ,,,. • 11, /i//1n ;.2 ,;;!,';._ ;J . 1 - ,),,. , . ,:: /:.' .',/ , .... /") ( ": " .Y . 
I I :,. ' 

} ') , I > .- /..:.... ,~ "t. , .... - I 

I :..-· '1 t/ ·/ y t / ' 
' ,.. . J 0 "' ' C) 

' ~ 

/ v , 
/, //J /. 1/. /V/1:;- /'../1~ Ji //J 
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·1 I I 
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'/ 

I 7 y l/ 
I I 

~1 
I I 

'.,./ 1 -
I l,,j 

I I 

-, 

I :. /'' I / I I ;: ) '...! I ( I 

I I I·: '/· l ,,, 

'7 3 !/ l-/ '-/ I 
.> _, 

Number of Items In ., -. 
- Compliance: 

,,,' / 

-
/~ 

,.. 

1: . .. :' / 

- I.• , I', i 
/ 

/ 
/ . ,. ;; ' ' 
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2011 Ohio Standards - Adult Correctional Institutions 

Standard Number: j Supersedes: I Authorizing Policy or A.R.: 
,. 

15-06 New 22-BUS-10, 22-BUS-14 ,,. 

Personal Service Contracts 

Appropriate department staff will evaluate contractor performance by reviewing monthly 
statistical reports, invoices, research provided by the contractor, or other relevant data required 
by the agreement such as performance milestones or following the principals of total quality 
management (Quality Services Through Partnership in Ohio State government). An 
independent contract may be used in a short term or one time need that will not continue longer 
than a six month period. A contractor may submit a request for payment by submitting 
information on an invoice under the guidelines of Policy 22-BUS-l 4, which is: 

1. Date and amount of request 
2. Contractor's name, professional title, and home address 
3. Contractor's social security number or federal employee JD number 
4. Description and dates of services performed 
5. Unit of time and rate of pay on which the requested compensation is based 
6. Contractor's signature 

Auditor Observations: 

Review Personal Service files fo r the audit period. 

A Is appropriate department staff evaluating the contractor's performance by reviewing monthly 
statistical reports. in~es, research provided by the contractor, or other relevant data required 
by the agreement? Yes No 

8 . If an independent contract was used. was the contract used onp for a J.hort term o; only a period 
ofs ixmonths orless? Yes No - NIA _,.,,(" • ...,.: '/'';-•< ~ .., c~·.1 1·«"'7 .J 

(., ..r l c-.J - - ~. "·.' h ,.. f • 

C. Uoes the %ctor·s invoice contain the required information required by Policy 22-BUS-14? 
Yes o 

Compliance Rating lo Compliance rn Non-Compliance 0 Non-Applicable 
If found Non-Compliant or Non-Applicable, clearly document why: 

.1; - / ' < , ,. - , ,.. ~ ,. r. ,I ,,, i..-'•·1 c.. r ,. .. , M 
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201 1 Ohio Standards - Adult Correctional Institutions 

Stan~ard Number: j Supersedes: I Authorizing Policy or A.R.: ' . ' 1 • 

15-07 New 05-0JT-12 

Telecommunication 

Monthly reviews on ten telephones extension will be conducted on the wired telephones and a ll 
state owned cellular telephone calls will be reviewed by procedures state in PolicyOS-OIT- 12. The 
employee sha ll review the activity and s ign the printout. Each person assigned a cellula r 
telephone must review the deta iled bill a nd initial any personal calls made or received. The State 
shall be reimbursed at the c urrent rate for any personal calls charged to the State. 
Reimbursement sha ll occur within 14 calendar days following receipt of the monthly agency 
telephone bill. 

Auditor Observations: 

Review Telecommunication files for the audit period. 

A. Does the Business Office randomly select ten telephone extensions from a monthly billing 
statement. to screen the long distance telephone call activity? Yes 0 ~ /l· II/-

B. Is the emplO) ee reviewing the billing statement printouts with questionable long distance 
calling activity and signing the printout? Yes 0 -NI II 

C. Did employees provide reimbursement for any personal calls made or re~d within 14 
calendar days following receipt of the monthly agency telephone bill? es No 

D. Did each person assigned a cellular telephone review their portion of the detailed bi II and initial 
any personal calls made or received? Yes 4 

/ 

Compliance Rating lo Compliance ~Non-Compliance 0 Non-Applicable 
If found Non-Compliant or Non-Aoolicable, clearly document why: 

') . U A/ t>- ~ ,; 11 /i • .,, ,., . r .,.... µ.·?°' t-v II A --~ . . . --.... 
.~-~""' , .. ,~ .. /, 

, 
/) - /}; , 1 n I 

/} ;J ,_ ,{ ! './ · 

. ./ I 
r /V' t,,:,-_ ~'. /' r ,_ ;/.,,/.,.,, /)/• (.•"" ,/ , ; ' I 

/ ./ , 
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DEPARTMENT OF REHABLILITATION AND CORRECTION 

INSTITUITON: ---~;-· _c?_ / ________ _ 

ACA FISCAL REVIEW DATE: ----"'~_/___.'7 __ /_1_1 ___ _ 

TELECOMMUNICATION 

STANDARD NUMBER: 15-07 

AUDITOR: --"""!)_._"""/_,_· _<_~_c ,_,_!._,_:_/:_ _____ _ 

1 2 3 

Month and Date Month and Date Month and Date 

Questions: 
/1 ' / ( ,! ) I I -;,/I 

A. Does the Business office randomly select 

ten telephone extensions from a monthly 
/..' ;/l- /11 billing statement, to screen the Ion!$ 1: /l //.' 

distance telephone call activity? r.(-1 ~ /) 
B. Is the employee reviewing the billing 

statement printouts with questionable long- /~<--
~ //l distance calling activity and signing the 

, 
I ' 

(/) 
/:... ', 

printout? (/) '/1 
c. Did employees provide reimbursement for 

any personal calls made or received within u 7 ·1 14 calendar days following receipt of the 
monthly agency telephone bill? I 

D. Did each person assigned a cellular 
telephone review their portion of the detailed I 

bill and initial any personal calls made or IV~} /'!./ I I. 
I . 

received? -, 
_,- / 

Total number of Yes (Y) -

Total Points Possible (12): /L 
r, "...- p /' J !' r 

~ 
Less: Number of Non-Applicable Items: (,... /! { '; ;.: ! •• ' ·_J 
Total Points Applicable: (,.. 

Less Number of "No" Not ln-C:impliance: 

Number of Items In-Compliance: I ,, s-
/' / I 

Compliance Rating: , - r 9. 
l ~ {. ' l 

-/ 

_, 
~I . I ,. ' I / 

Auditor: : I ' _ _..~_ 
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STANDARD 
14-01 
14-02 
14-03 
14-04 
14-05 
14-06 
14-07 

Interna l Management Audit 
Ohio Standards Compliance Tally & Comments Form 

Adult Correctional Institutions 
2012 Ohio Standards 
Chapter 14- Fiscal 

. -

c NC NA COMMENTS 
v //lr.7-

v- N:u/'/,-> 
v- /,1Jo7o 

v-_ /1;c7-
v 9o7o 
v / L;C>°T• 

/oo7o 

~i: 
J.OI .:i. 

-
> ., ~ 

14-08 v /) e.-:;: /./,,,;~ A/o C/>"1/?LoYe:"E"" fov.5/#t<-

14-09 v /Ao7-

14-10 v /~07~ 
. I :.,.. \~ , .. " . .. •"' i • di . , 

TOTAL (10) I q I I I 

" GENERAL COMMENTS ~ !'"' . ' " 

,f 
~ 

Institution Staff Signature: Date: 

Internal Management Auditor Signature: Date: 
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~ 
1 
tl 
'; 

Ohio Department of Rehabilitation & Correction 
Internal Management Audit Standards 

Adult Correctional Institutions , .. 
,. ~ .. :: '. 
Total Chapter Standards: L 

14-0l thru 14-10 

Standard Number. 
14-01 

Supenedes:-
2011 standard 15-0 I 

Authorizing Policy or A.R.: 
DRC Policv 22-BUS-03 

E mplovee Activitv Fund 

Each Institution will maintain an Employee Vending Commission fund that benefit the welfare, 
morale, and productivity for employees. A joint labor and management committee will be 
formed and comprised of an equal number of Labor and Management representatives to oversee 
the Employee Activity Fund. The joint Labor and Management committee shall develop a set of 
recommended guidelines governing the nature and frequency of employee fund-raising activities 
approved by the Director, Warden or APA Regional Admin istrator or their designee. 

The committee shall develop an annual plan of expenditures at the beginning of each fiscal year. 
The Institution staff shall not obligate any funds without a plan approved by the DBA Chief or 
designee. The committee and managing officer shall document approval of aU disbursements via 
signature on a form . All funds collected shall be accounted for by the employee/s designated for 
collection purposes on a form in the sample format provided by Policy 22-BUS-03. 

Auditor Observations: 
A. Is the disbursement reviewed from the employee activity fund used for purchases that provide 

for the benefit, welfare, morale and productivity for employees and in accordance with the 
approved plan? "JKYes O No 

B. Is the obligated funds reviewed on the approved plan by the OBA Chief or Designee~es ONo 
C. Is the fund-raiser activity voucher reviewed in compliance with the established guide! ines 

approved by the Director, Warden or APA Regional Administrator or the ir designee?J( Yes ONo 
0. Has the joint and labor management committee documented approval of all disbursement via 

signature on a form? J( Yes 0 No 
E. Are the reviewed fund-raiser funds accounted for by ernployee/s designated for collection 

purposes on a form ar.d submitted to the cashier?~ Yes 0 ~o 
F. Is the joint and labor management committee that oversee employee activity fund comprised of 

an equal number of labor and management representatives? 0 Yes 0 No 
G. Did the joint and labor management committee develop an annual plan of expenditures from the 

fund based on projected revenues and spending priorities developed by the committee? 
;g!Ycs 0 No 

H. Has the joint and labor management committee develop a set of recommended guidelines 
governing the nature and frequency of employee fund-raising activities fo r review and approved 
bv the Director, Warden or APA Re~ional Administrator or their desi1mee?'if Yes 0 No 

14-01 Compliance Rating ll( Compliance CT Non-Comvliance a · Non-Applicable 
If found Non-Comoliant or Non-Aoolicable. clearlv document -whv: 

/~!') 
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2012 Ohio Standards -AdulrCorrectional Institutions 

Standard Number: 
14-02 

Supersedes: 
2011 standard 15-02 

Authorizing Policy or A.R.: 
Business Office/Cashiers Manuals 

General Vouchers 

All payments should be made within thirty days after receipt of a proper invoice or interest must 
be paid to the vendor. \\-'hen payments are not made on the time should use the OBM late 
payment calculator should determine the amount of interest owed the vendor. A Request for 
Approval (DRC1229) must be completed by the Cashier's Office, than signed by the 
Warden/Designee if purchases are over SS00.00 for Industrial and Entertainment or other club 
accounts, or over SS00.00 for the Employee Vending Commission Fund, and sent to Central 
Office (with the RTP and backup documentation) for approval. After the check and a copy of the 
invoice are sent to the vendor. The original invoice needs stamped "PAID". 

Audicor Observations: 

Review general voucher tiles of the various funds for the audit period. 

I 

A. Are all payments made within thirty days after receipt of a proper invoice?~ Yes 0 No _, 

B. If invoice payments are not made on time was the OBM late calculator used to determine the 
interest owed the vendor? 0 Yes 0 No 1;/J JJ/A© 

C. Is there a Request for Approval (DRC 1229) signed by the Warden/Designee for purchases over 
$500.00 for Industrial and Entertainment, other c lub accounts, or Employee Vending 
Commission Fund. sent to Operation Support Center (with the RTP and backup documentation) 
for approval on file? (Only apply where applicable)1ilt Yes 0 ~o 

o. Non-Applicable 

/.NlfPl~&'"s OVER!. do T;o /,4-
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Standard Number: .. 
14-03 

2012 Ohio Standards - Adult Correctional Institutions 

Supersedes: Authorizing Policy or A.R.: 
2011 standard 15-03 AR 5120-5-04 

Administration of Industrial and Entertainment Funds 

All disbursements from this fund shall be used for purchases which exclusively benefit inmates. 
The disbursement from this fund may be made for, but shall not be limited to the following: 
recreation equipment, entertainment, library supplies and equipment, video purchase, rental, 
and licensing, chapel expenses, occupational and/or activity therapy supplies, going-home clothes, 
inmate free postage, hygiene, and legal kits, and repair and maintenance of equipment eligible for 
purchase with these funds. For specifically planned events (e.g., )'ard day), specialty food items 
may be purchased with the approval of the Chief of the Division of Business Administration or 
Designee. Six (6) outside entertainment perfor mances each fiscal yea r may be authorized by the 
warden. 

Auditor Observations: 

Review Industrial and Entertainment Fund files for the audit period. 

A. Are the disbursements from this fund within the guidelines of approved disbursements? 
'j{Yes D No 

B. For planned events (e.g., yard day). are food items, purchased with the approval of the Chief of 
the Division of Business Administration or Designee? 0 Yes D No ~ ,./ l (\CO 

C. Are entertainment performances preapproved? D Yes D No ~ t-JlA© 

D. Are all disbursements from the Industrial and Entertainment Fund used exclusively to benefit 
inmates? :J~ Yes D No 

D Non-Compliance D Non-Anolicable 
licable, clearly document whv: 

/L "'7N#.S:-,O Ev c-,vt; S 

'AJ £'~ 6'f.,,A./ MEA/C ·e:-E 
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2012 Ohio Standards -Adult Correctional Institutions 

Standard Number: 
14-04 

Supersedes: Authorizing Policy or A.R.: 
20 l J standard 15-04 AR 5120-5-06. ORC 4709.02 

Industrial Arts 

Before arts and crafts activities commence, the cashier's office shall purchase, using Industrial 
and Entertainment Funds, a vendor's license for state sales tax. At least quarterly, periodic 
physical inventory counts shall be performed and any discrepancies fonvarded to the institution 
investigator for review. Monies collected, excluding sales tax, shall be distributed monthly with 
eighty per cent credited to the inmate's personal account and twenty per cent remaining in the 
established account. For inmate personal services (e.g., barber shop, and hair dressing), inmates 
shall purchase required licenses using personal funds. No person shall engage in or attempt to 
engage in the practice of barbering, hold themseh·es out as a practicing barber, or advertise in a 
manner that indicates they are a barber, without a barber license issued. An inmate shall not be 
permitted to earn more than one thousand two hundred dollars in net profit from Industrial Arts 
activities in a calendar year. The cashier's office shall prepare a monthly profit and loss 
statement for each personal service to ensure it is solvent. 

Auditor Observations: 

Review Industrial Arts Fund files for the audit period. 

A. Are monthly profit and loss statements prepared for each personal service, to ensure it ts 
solvent?\iYes 0 No 

B. Is the money collected for tangible goods, excluding sales tax, distributed monthly with eighty 
percent credited to the inmate's personal account and twenty percent remaining in the IA 
account? J(Yes 0 No 

C. Are periodic physical inventory counts conducted and any discrepancies sent to the institution 
investigator for review? \i1 Yes n No 

D. Has the Cashier's Office purchased a vendor's license for state sales tax before arts and crafts 
activities begin? J J{Yes D No 

E. Are there any inmates engaged in or attempt to engage in the practice of barbering? 0 ~es R ~ 
F. Is the inmate purchasing license using their personal funds \\hen they are involved in pr6tiding 

irunate personal services such as the barbershop, etc.? 0 Yes 0 No ~ ,.rll\ 
G. ls any individual inmate earning more than one thousand two hundred dollars in net profit from 

Industrial Arts activities in a calendar year? 0 Yes ~No 

0 Non-Applicable 

Alo /#M"1-7:c .fc,&p~ 
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DEPARTMENT OF REHABILITATION AND CORRECTION 
IMA FISCAL REVIEW DATE: • 
INSTITUTION:. _ _....__1 ___ _ 

INDUSTRIAL ARTS 
STANDARD NUMBER 14-04 

j~ I <.:_ 
AUDITOR: _.r - I / j J 

1 2 3 4 

Month/Year Month/ Year Month/ Year Month/ Year 

Questions l\~l. .1 r.I\ -..) ~,{.le ., Frp, i.-01 2.. lftiAR Z..O!l 
A Are monthly profit and loss statements prepared for 

'/ y '-/ '/ each personal seN1ce to ensure 1t is solvent? 

8 Is the money collected for tangible goods, excluding 
sales tax, distributed monthly with 80% credited to 
the inmate's personal account and 20 % remaining '/ y '/ y 
in the IA account? 

Subtotal{# of " Yes" results) 
., - .., - ?_ • 

GENERAL QUESTIONS REGARDING 
RECEIPTS AND DISBURSEMENTS: Subtotal" ~ 

c Are periodic physical 1nvenlory counts conducted and any 

'/ discrepancies sent to the 111stitut1on investigator for review? 

D Has the Cash1e(s Office purchased a vendor's hcense for 

''/ state sales tax before arts and crafts activities begins? 

E Are there any inmates engaged in or attempt to engage in 

;JJACD the practice of barbering? If yes, 1s the license valid (i.e., 
not exo1red)? 

F Is the inmate purchasing the license usmg their personal CD funds when they are involved in providmg inmate personal 
Al I A -..:s.ecv1ces.such as the barbershop, etc ? 

G r~ 1nd1vidual inmate earning ~han $1 200 00 in 

'/ net profit from Industrial Arts achv1tles m a calendar year? 

Subtotal (# of" Yes" results): ? 
Number of Items In-Compliance. t I 

Total Points Possible (13): 13 
Less Number of Non-Applicable Items· I.. z. I 
Total Points Applicable n 
Less Number of " No" Not In-Compliance '-. o'z 
Number of Items In-Compliance· I \ 
Compliance Rating I 00°~,.. 90% Meets Compliance 

A"ditocCL~ 
(\) '!!;'""" , 

--~.•" ""-' 

e:'_ J 
-IE.· 

c: 
0 ¥ 

r-J I u" 
~t-.. Lo 

-~c_: ~ ... f.-1:. r r!<.~ ~ 

....... 
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2012 Ohio Standards -Adult Correctional Institutions 

Standard Number: Supersedes: Authorizing Policy or A.R.: 
14-05 2011standard15-05 AR 5120-5-07. 24-CAS-04, 73-GRP-Ol, Business 

~(:\.:~'. 
.J' 

·- (J OfficeLCnshiers Office Manuals 

Inmate Groups 

Inmate Group activities are to benefit the inmate, the general inmate population and the 
community. Groups may establish dues not to exceed six dollars per year, per member. A \'endor 
license shall be obtained by each group selling services or merchandise, and sales tax must be 
paid in accordance with state law. All expenditures by inmate groups shall be app roved in 
advance by the Warden or Designec. Accountability reports are to be prepared on a monthly 
basis for a ll fund raising actil'ities and submitted to the group advisor and the Warden or 
Designee. 

Auditor Observations: 

Review Inmate Group Fund files for the audit period. 

A. Does the inmate group have a current vendor's license on file?~ Yes ONo 

B. Are established dues six dollars or less per year approved by the warden? 'O{Yes ONo 

C. Is the inmate group getting approval from the Warden or Designee before making any 
expenditure? .J ~ Yes ONo 

D. Does the approved Inmate Group activity benefit the inmate, the general population and the 
community? ~ Yes 0 No 

E. Are accountability reports being prepared monthly for all fund-raising activities? ,iJ Yes ONo 

14-05 Compliance Rating I "l'1 Compliance Q Non-Compliance '. 0 Non-AoPlicabJe 
[f found Non-Compliant or Non-Aoolicable, clearly document why: 

C/OP'°e;. CJQ.-....-,;PL/ #N'~ 
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2012 Ohio Standards - Adult Correctional Institutions 

Standard Number: j Supersedes': I Authorizing Policy or A.R.: 
... ~ 
.. . ' 

14-06 2011 standard 15-06 22-BUS-10, 22-BUS-l'.4 ~ ... ~. ~ ~. ·~·: '!"'!-.;·~~ I,/;... 

Personal Service Contracts 

Appropriate department staff will evaluate contractor performance by reviewing monthly 
statistical reports, invoices, research provided by the contractor, or other relevant data required 
by the agreement such as performance milestones or following the principals of total quality 
management (Quality Services Through Partnership in Ohio State government). An 
independent contract may be used in a short term or one time need that will not continue longer 
than a six month period. A contractor may submit a request for payment by submitting 
information on an invoice under the guidelines of Policy 22-BUS-H, which is: 

1. Date and amount of request 
2. Contractor's name, professional title, and home address 
3. Contractor's social security number or federal employee ID number 
.... Description and dates of services performed 
5. Unit of time and rate of pay on which the requested compensation is based 
6. Contractor's signature 

Auditor Observations: 

Review Personal Service fi les for the audit period. 

A. Is appropriate department staff evaluating the contractor's performance by reviewing monthly 
statistical reports, invoices, research provided by the contractor, or other relevant data required 
by the agreement? 1( Yes D No 

B. If an independent contract was used, was the contr~used only for a short term or only a period 
ofsix monthsorless? O Yes D No ~µ/A 

C. Does the contractor's invoice contain the required infonnation required by Policy 22-BUS-14? 
!)!' Yes O No 

14-06 Compliance Ratin2 l'!l. Comoliance 0 Non-Compliance 0 Non;.Anolicable 
If found Non-Comoliant or Non-Aoolicable, clearly document why: 

/ o/')3 ~#It 1-N~ , 

(;__) /Vo / ,-voE/'E.A/ncNZ a,,.,,.z;-,te,,,.b r.:S· 
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Standard Number. 
14-07 

Telecommunication 

2012 Ohio Standards -Adult Correctional Institutions 

Supersedes: 
2011 standard 15-07 

Aothorizin.g Policy or A.R.: 
05-0IT-12 

Monthly r eviews on ten telephone extensions will be conducted on the wired telephones and all 
state owned cellular telephone calls will be r eviewed by procedures stated in Policy 05-0IT-12. If 
personal calls are found on the employees' wired telephone, the employee shall review the 
personal telephone activity and sign the printout. Each person assigned a cellular telephone must 
review the detailed bill and initial any personal calls made or received. The State shall be 
reimbursed at the current rate for any personal calls charged to the State. Reimbursement shall 
occur within 14 calendar days following receipt of the monthly agency telephone bill. 

Auditor Observations: 

Review Telecommunication files for the audit period. 

A. Does the Business Office randomly select ten telephone extensions from a monthly bil:Bg 
statement, to screen the long distance telephone call activity? D Yes D No ~tJ/ Ir 

B. Is the employee reviewing the billing statement printouts with questionable long distance 
calling activity and signing the printout? D Yes D No J( # I.It 

C. Did employees provide reimbursement for any personal calls made or received within 14 
calendar days following receipt of the monthly agency telephone bill? )(Yes O No 

0 . Did each person assigned a cellular telephone review their portion of the detai led bill and initial 
any personal calls made or received? ::::! )(Yes 0 No 

0 · Non~Avolicable 

1.s //llo/~Tlvt!f!! /\/ 4 A/&:E,/J.5 
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DEPARTMENT OF REHABLILITATION AND CORRECTION 
IMA FISCAL REVIEW DATE: _ '-' _ __;,...., _ __._ ___ _ 
INSTITUITON: _ ... "--.:...('_,-___ ______ _ 
TELECOMMUNICATION 
STANDARD NUMBER: 14-07 

AUDITOR: D . ~ L-L / / J .s 

Questions· 

A Does the Business Office randomly select ten telephone 
extensions. from a monthly billing statement, to screen the 
long distance telephone call activity? 

B Is the employee reviewing the billing statement printouts 
with questionable long-distance calling act1v1ty and signing 
the printout? 
Month and Date for cellular 1f different from landline above 

c Did employees provide reimbursement ror any personal 
calls made or received within 14 calendar days following 
receipt of the monthly agency telephone bill? 

D Did each person assigned a cellular telephone review their 
portion of the detailed bill and inrtial any personal calls 
made or received? 

Total (# of" Yes" results): 

1 

Month and Date 

~e:PT z...ol\ 

,i.// If© 

; J /~(:) 

y 
'/ 
2-

Total Points Possible (12) f :L 
Less Number of Non-Applicab e Items: 

Total Points Applicable 

Less Number of " No" Not In-Compliance: 

Number of Items In-Compliance. 

Compliance Rating 

Aud1~:2- ~-

!:,.0 
fa 

.... o') 

'~ 
n ,..,c,·o 

2 3 

Month and Date Month and Date 

!>ar_ ~ I :::rA-.N "2.ol..z. 

c·· . G: ·.' 

J-4 .. /.·1 .. ' . 
...t't r e;J 

c ' . ('J 
/./~A. ,,; , d 

y 'I 
y '/ 
2- 2... 

Number of Items 

In-Compliance: (p 

Q) .h C... -·'"' r C: e:-t>JTR 5-X/ C. AL.L:5 VIL t:.T 
..- . 

I .. ~ .:,;sy ,.. r LJ. -· ~ - • I 

I :: / Iv ly'..! :~ ,1c;; • , · '. I ,...( /' ~ / ..'{. 
J .. t" 

..... c;~ ,\~f.t,;f) ...... 
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Standard Num her. 
14-08 
Employee Housing 

2012 Ohio Standards -Adult Correctional Institutions 

Supersedes: Authorizing Policy or A.R.: 
New DRC Policv 22-BUS-Ol, AR 5120-5-09 

· Applicants approved for Employee Housing will sign a State of Ohio, Department of 
Reha bilitation and Correction Rental Agreement (See attached DRCl 782). All adults residing in 
the Employee Housing and the responsible Deputy Warden will sign the agreement. All housing 
accommodations, including garages, shall be identified by name or number, or both, and type of 
facility. The cost of utilities for houses and apartments, including outside telephone service, will 
be borne by the tenant. A staff member shall be designated by the Warden to conduct annua l 
inspections of all housing facilities to ascertain the general condition of the facilities and 
compliance with fire, housekeeping, and safety regulations. An assessment of the property's 
condition shall be made at the time of inspection using the Employee Housing Inspection Report. 
(See attached DRCI863). A copy of the completed inspection report shall be given to the 
responsible Deputy Warden. Rent shall be paid biweekly, in advance, by payroll deduction. The 
rental charges designated for a particular housing unit is based upon the type of housing 
provided and shall be charged to any person occupying said quarters. Garage rental rates shall 
apply to any garage or parking facility not attached or considered part of a dwelling. Any 
exception to the rental rates outlined in this policy, (5120-5-09), must be approved by the Division 
of Business Administration. 
Auditor Observations: 

Review employee housing files, contracts, and payroll deductions. 
A. Does each Employee Housing Unit have a DRC 1782 signed? (if applicable) 0 

Yes 0 No 
8. Are all housing units, identified by name or number and type of facility? 0 Yes 0 No 
C. Are housing units inspected annually? OYes 0 No 
D. Are the annual inspections of housing facilities on DRC1863? 0 Yes 0 No 
E. Are the annual inspection forms submitted to the appropriate Deputy Warden? 0 Yes 0 No 
F. Are rents including all agreed upon charges deducted bi-weekly? 0 Yes 0 No 
G. Are rental rates based upon type of housing? 0 Yes 0 No 
I I. Are exceptions to rental rates per policy, if any. approved by the Division of Business 

Administration? (if applicable) 0 Yes 0 No 
I. Inspect ALL employee housing units. Fill in attached inspection report for all units. 
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DEPARTMENT OF REHABILITATION AND CORRECTION 
IMA FISCAL REVIEW DATE:-------
INSTITUTION: _ _./)....._=C!-~t --------
EMPLOYEE HOUSING 
STANDARD NUMBER: 14-08 

AUDITOR: ~ . '--Ol-C... / / ,,/ ..S 

1 2 

Name or# Name or # 

Type of F aOI ~y Type of Fac1hly 

Questions 

A Does each Employee Housing Unit have a 
DRC Form 1782 signed? (If applicable) 

B Are all housing unrts identified by name or 
number and type of tac1hty? 

c Are housing units inspected annually? /t I 
D Are the annual inspections of housing foc1hticc 

I ' I on ORC Form 1863? ) 
E Are the annual inspection forms submitted to · ; I the Deputy W arden of Adm1rnstrahon? 

F Are rents including all agreed upon charges 
deducted bi-weekly? 

G Are rental rates based upon the type of 
housing? 

H Are exceptions to rental rates per pohcy, 1f any, 
approved by the 01v1s1on of Business 
Adm1rnstralion? (If applicable) 

Total (# of "Yes" results): 

Total Points Possible(# of Units nu1t1pl1ed by 8)· 

Less Number of Non-Applicable Items 

Total Points Applicable. 

Less Number of "No" Not In-Compliance 

~ 
NI.A 

' 

~ 
,___L__ 

Number of Items In-Compliance ,I'..' .4 

I v I 

3 4 

Name or # Name or # 

Type ol Facuty Type of Facility 

-
I ( ) 

I " - ·" 
, 

A 

LJ 
/ I 

Number of Item s 

In-Compliance: 

Compliance Rating: ;1J}A_ 90% Meets Compliance 

.,c:::2_ c~ .,/? -

CD j)c.,I ;, I :5 //C" ·~-:-
;; tL J.-• EIE' 

I/,.,,, /7 !/ ...... -'-' ' ,;'. ~ 

5 

Name or # 

Type of Facility 
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2012 Ohio Standards -Adult Correctional Institutions 

Standard Number. I Supenedes: I Authorizing Policy or A.R.: -, 
14-09 New ........... OAC 126-3-01. Business Office Manual . ~ : 
Appropriated Funds 

All payments should be made within thirty days after receipt of a proper invoice. " Invoice" 
means an itemized listing showing delivery of the commodity or performance of the service 
described in the order and the date of the purchase or rendering of the service or an itemization 
of the things done, material supplied, or labor furnished and the sum due pursuant to the 
contract or obligation. Match invoices, receiving reports and encumbering document to check for 
accuracy, making sure all items have been received and prices are correct. If there isn ' t an 
encumbering document an approved Request to Purchase should be on file authorizing the 
purchase. If the item(s) or service(s) are not available from a source required by the State Use 
Law or other DAS State Purchasing or Acquisitions contract or mechanisms then you will need 
to conduct a bid vrocess for any purchase over SS00.00. 

Auditor O bservations: 

Review appropriated vouchers files. 

A. Was a proper invoice received for payment?:a Yes O No 

B. Was there verification of receipt of goods or service? J)!ll Yes D No 

C. Do the items on the invoice match the items on the verification ofreceipt?jl Yes 0 No 

D. For purchases over $500.00, were three (3) bids obtained? (Only apply where applicable) 
"\lj Yes O No 

14-09 Compliance Ratin2 Ill Compliance 0 Non-Compliance 0 Non-Aonlicable 
[f found Non-Comoliant or Non-Aoolicable, clearly document why: 

/Oo~ ~ /JL/ 4"1/C-€ 
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2012 Ohio Standards - Adult Correctional Institutions 

Standard Number. I Supersedes: 
>.. I Authorizing Policy or A.R.: ' J~ 

Jt! • • .. 
~ 

14-10 New _, -1+· AR 5120-5-02. Cashier's ManUal ,. .. 

Bank Statement Reconciliation Verification 

Bank statements for all internal funds shall be accurately reconciled to the appropriate 
checkbook at the end of each month. All internal funds should be reconciled in the Cashless 
Commissary and Trust fund Accounting System (CACTAS) bank r econciliation module monthly. 
At the end of each month, within 10 (ten) days of receiving your bank statement, complete the on-
line Monthly report of Cash Book Balances and Bank Reconciliations. Any bank or savings a nd 
loan association holding deposits shall be insured by federal insurance agencies. 

Auditor Observations: 

A. Are bank statements for all internal funds accurately reconci:ed to the appropriate checkbook at 
the end of each month? =JJ Yes 0 No 

B. Are all internal funds reconciled in the CACT AS bank reconciliation module monthly? 
:.Yes 0 No 

C. Are the on-line Monthly Report of Cash Book Balances and Bank Reconciliations completed at 
the end of each month, within l 0 (ten) days of receiving the bank statement? :J)! Yes 0 No 

D. Is the internal funds bank or savings accounts insured by federal insurance agencies? 
- Yes 0 No 

14-10 Compliance Rating I ~ Compliance 0 Non-Compliance 0 Noo-Aonlicable 
... 

If found Non-Compliant or Non-Applicable, clearl)' document why: 
/ ,..,o % ~h-1 /IL./ ,,,-?,,vb!: 

- ~ -- - --
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