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George Stone Technical Center — Follow Up
Industrial Division — Marine Service Technology

EXECUTIVE SUMMARY

We performed a program audit for George Stone Technical Center - Marine
Service Technology for the period fiscal year ended June 30, 2007 and July 1 -
October 17, 2007. Our report, dated December 20, 2007, included eleven findings.

The International Standards for the Professional Practice of Internal Auditing
requires that we perform a follow up to those findings. We conducted our follow
up fieldwork on December 16, 2008 to determine if each finding had been
addressed.

Overall, it appears that George Stone Technical Center — Marine Service
Technology has provided the necessary training and implemented the procedures
needed to comply with District policy and procedures and to strengthen internal
controls for 10 of the 11 findings. There remains an opportunity to strengthen
internal controls concerning:
e The process used to verify identity and ownership of vehicle (i.e. scanning
of documents)

Additional follow-up work related to this issue was performed on January 20,
2009. Scanning issues still existed; however, the bookkeeper had hard copies of
the evidence of verification process. The scanning issues were discussed with the
Principal. It appears this finding has now been addressed.

DETAILED FOLLOW-UP RESULTS

Below lists detailed information concerning those findings (bolded), the
recommendations made, management’s action, and the results/conclusion
(italicized) found from our follow up testing.

There was a general lack of awareness of District policy and procedures
applicable to Marine Service Technology.

We recommended District policies and procedures applicable to Marine Service
Technology be discussed with appropriate staff. The District should re-evaluate
existing policies and procedures for any needed updates and/or revisions.

Management provided training to staff via a PowerPoint presentation concerning
general policies and procedures as well as specific issues applicable to Marine
Service Technology.

It appears instructors now understand and implement policies and procedures.
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Inconsistencies in Training Job Order charges (specifically sales tax) existed.

We recommended the District review this sales tax ruling provided by the Florida Department of
Revenue with the appropriate staff, specifically sales tax should be collected whenever parts were
involved.

Management provided training to staff including sales tax matters.
It appears George Stone is now applying sales tax consistently on Training Job Orders.

The individual requesting service of motors/boats or small engines was not verified to be a
student or School Board employee.

We recommended the District consider implementing the following practices when issuing the
Training Job Order:
1. Verify the customer is either a George Stone student or District employee. If the
customer is a non-profit agency, obtain required proper administrative approval.
2. Include the customer’s District badge number and/or last four-digits of his/her social
security number on the Training Job Order.

Management provided training to staff including instruction that employee or student verification
would take place prior to issuing a Training Job Order by either employee ID badge or student look-
up in TERMS. In addition, management purchased a high-speed scanner to scan the Training Job
Order, vehicle registration, employee 1D badge or student driver licenses. The scanning of the
documents takes place as the customer receives the Job Training Order. The scanned files are
located in the network “shared folder” with a naming convention that allows for look up by date,
owner or training job order number.

It was found that the scanner did not always work, scanning was not performed consistently, and
labeling of the scanned items was not consistent. These scanning issues were discussed with GSTC
IT personnel and the Principal.

Monies Collected Forms were not issued consistently.

We recommended the Principal review the Internal Funds Procedure Manual and George Stone’s
Faculty Handbook for guidance on the proper methods for receiving monies and instruct school staff
of the proper procedures.

Management provided training to staff concerning collection of Training Order payments and
issuance of the Monies Collected Form.

It appears Monies Collected Forms are now issued consistently.



Escambia County School District

Office of Internal Auditing

GSTC —Marine Service Technology Follow Up
Page 3

Monies Collected Forms were not properly completed.

We recommended the customer sign the MCF indicating they were present while the bookkeeper
counted and verified the funds. The bookkeeper would then countersign the MCF acknowledging
receipt of the funds and correctness of count. The yellow copy of the MCF would then be given to
the instructor for his files.

Management provided training to staff including proper completion of the Monies Collected Forms
as it relates to the customer signing the MCF.

It appears customers are now signing the MCF when remitting payment to the bookkeeper/cashier.
There was no evidence of student assigned to job.

We recommended the student(s) assigned to a specific job be listed on the Training Job Order. This
would provide support of a student’s required hours and assist in the instructional process should

additional service be required.

Management provided training to staff to ensure that students who were assigned to the job be listed
on the Training Job Order.

It appears students assigned to the job are now being listed on the Training Job Order.
There was no evidence of service performed by student.

We recommended the student(s) sign the Training Job Order to indicate work performed and
promote accountability.

Management provided training to staff to ensure that students who actually performed the work be
listed on the Training Job Order.

Although students are not signing the Training Job Order to indicate work performed, students are
now listed indicating both assignment and work performed.

There was no evidence indicating instructor’s review and approval of service performed.

We recommended the instructor indicate the work performed has been reviewed and is satisfactorily
completed by initialing or signing the Training Job Order.

Management provided training to staff including instructors signing the Training Job Orders
indicating that the work performed by students was completed satisfactorily. Additionally, the
George Stone Curriculum Coordinator was instructed to review the format, layout, design and
wording of the Training Job Order to comply with all audit recommendations and District policies.

It appears instructors are now indicating work performed has been reviewed and is satisfactorily
completed as evidenced by initialing or signing the Training Job Order.
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Customer did not review a list of parts used to confirm they coincide with the agreed-upon
services.

We recommended the customer verify parts listed on the Training Job Order. The customer should
initial or sign the Training Job Order to indicate the parts coincide with the services rendered. This
would serve as a third-party confirmation that the parts ordered were applied to a specific job order.

Management provided training to staff concerning proper completion of Training Job Orders
including the requirement of having the customer initial the complete and detailed parts list on the
Training Job Order.

It appears customers are now reviewing the parts used for their service as evidenced by their
initial/signature on the Training Job Order.

Customer did not receive a copy of the Training Job Order.

We recommended the customer receive a copy of the Training Job Order. This would allow the
customer to review the service performed on his/her motor/boat/small engine and the amount(s)
charged.

Management provided training to staff concerning proper distribution of the carbonless copies of the
Training Job Orders including the requirement of having the customer receive one copy upon final
payment at the completion of the service.

It appears customers are now receiving the yellow copy of the Training Job Order upon final
payment.

Property was not secured.

We recommended projects kept outside the building be secured in some manner. Once final
payment was made and permission was granted from the instructor, the project would then be
released to the customer.

Management purchased eight EZ Lock Coupler Locks for Marine Service Technology to secure
trailers that cannot be stored inside the building. Each lock is keyed alike to allow one master key to
be kept by the instructor.

It appears that property kept outside the building is now secured.

DiGRA-

David J. Bryant, Director
Office of Internal Auditing
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AUDIT TEAM

Michéle Kiker, Senior Auditor — Office of Internal Auditing
Jennifer Elkins, Auditing Intern — Office of Internal Auditing
Emily White, Auditing Intern — Office of Internal Auditing
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Audit Committee

School Board Members

Jim Paul, Superintendent

Norm Ross, Deputy Superintendent

Paul Fetsko, Assistant Superintendent of Curriculum & Instruction
Carl Leiterman, Director — Workforce Education

Dan Busse, Principal — George Stone Technical Center



