AGENDA
POWHATAN COUNTY AUDIT COMMITTEE
REGULAR MEETING
SEPTEMBER 17, 2018
11:00 AM CALL TO ORDER

1.
2.
3.
4.
5.
6.

Approval of June 19, 2017 minutes
Discuss review of Convenience Center internal audit
Discuss review of cash proffer procedures
Discuss the status of remaining internal audit items
Review and approve Charter and Bylaws
Set next meeting – December 10, 2018 at 11:00 am
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POWHATAN COUNTY AUDIT COMMITTEE MEETING
3834 OLD BUCKINGHAM ROAD
JUNE 19, 2018

Members Present:

Larry J. Nordvig, District 2 Supervisor
Rick Cole, District 1 School Board
Theodore L. Voorhees, County Administrator
Charla Schubert, Director of Finance
Jim Carver, Citizen at Large

The Powhatan County Audit Committee held its quarterly meeting on Tuesday, June 19, 2018, at 10:00
a.m. The purpose of the meeting was to approve the minutes of December 13, 2017, review bylaws,
charter and internal audit ideas.
The meetings from December 13, 2017 were presented. There was a motion by Mr. Nordvig to approve
and second my Mr. Carver. The minutes passed.
Mrs. Schubert discussed the preliminary audit which was held May 29‐31, 2018. The audit went well with
very little areas of concern. There were no findings to report for the County. There were minor issues at
Social Services. During the preliminary audit the VRS agreed upon procedures were performed and there
were minor findings at the Schools that was discovered during the VRS audit. A formal report has not been
given to the County to review with the audit committee.
Mrs. Schubert presented the internal audit ideas. She explained how each department head was to give
her two areas of concern for them, one financial and one operational. They were ranked by importance
by Mrs. Schubert. There was much discussion on the ideas. Mr. Carver expressed that the audit ideas
being a great start, but which on would give us the most return on our investment. Discussion was also
had on whether the committee should rank the ideas. Mr. Carver stated that the ideas are all nominees
on a list that will be reviewed at some point in time. We should pick the top two that bring the most value
right off or most politically sensitive. Mr. Carver discussed empowering the departments to come to the
right solution for these processes. Mr. Nordvig discussed possibly tackling the quickest ones first as well.
Mr. Nordvig noticed there were no School items on the list and was interested in their ideas. Mr. Voorhees
explained that there were no school items, because he was not comfortable imposing our will on the
school administration. We can pilot this and see how it goes. Maybe others would want to join in our
efforts. Mr. Cole explained that the Schools are looking at similar ideas on their end, such as the chrome
books inventory. Mr. Nordvig inquired as to whether school staff was as maxed out as County staff. Mr.
Cole discussed that they are looking at how many staff they have on the business end of things. Mr.
Nordvig was concerned with the number of audits we should tackle in a year. Mr. Voorhees explained
that we were thinking two maybe three in one year depending on the time. Mr. Carver discussed that this
will be establishing the methodology and processes. He liked doing one finance and one operational. Mr.
Voorhees discussed that the committee will become familiar with getting this type of information and
what they want to do with it.
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Mrs. Schubert discussed how the approach to the audits would be. The departments would have
ownership in the process. That it is not meant as a “gotcha” type of tool, but a way to help them improve
processes. Mr. Nordvig recommended that the committee start with the top three that were ranked by
Mrs. Schubert. There was a discussion on petty cash. Mr. Nordvig had questions on whether there were
petty cash accounts in any offices in the County. Mrs. Schubert discussed that there are no petty cash
funds within the County and that there is no real need for petty cash anymore. Mr. Voorhees confirmed
that there was a consensus to perform the top three internal audit ideas which were convenience center
revenues, cash proffers and fleet audit of fire and rescue radios.
There was discussion on the Bylaws and Charter for the audit committee. Mr. Nordvig asked if the citizen
at large could be an officer. Mr. Voorhees stated that the committee could decide that. Mr. Nordvig felt
that it was okay with it. Mr. Voorhees did add that a statement should be added to the Bylaws about
amendments to it. The consensus was that they were good, but they preferred to wait until the next
quarterly meeting to adopt, so that all members can be present. The next quarterly meeting the officers
will also be elected.

Adjournment was at 10:55 am.
Approved on
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Department of Finance
Director
Charla W. Schubert

The County Of

Powhatan

Memorandum
To: Audit Committee
Fr: Charla W. Schubert, Director of Finance
Re: Convenience Center Review

A walkthrough of the convenience center revenue procedures was conducted on Friday,
September 7, 2018 at 1:30 pm. I went an observed Rita Tracey, Utility Billing Technician
collect and count money collect at the convenience center. The following procedures were
performed:
1. Observed the collection of receipts from the locked collection box. All money collected
is wrapped with the duplicate receipt, paper clipped and dropped in the box.
2. Scrolled through the current receipt book being used to ensure that all receipts are issued
in sequential order.
3. Reviewed a random selection of receipts and verified to fee schedule
4. Witnessed Rita count and document amount collected for the week. She signs off on the
beginning receipt number and ending for the week’s collection. She runs a tape of
receipts collected.
5. She also counts the change box to ensure that it has the $224.00 in the box and signs the
log that documents that count done each morning. She makes changed if they need
smaller bills before she leaves.
6. Questioned the staff on how they determine if someone is using the convenience center if
they are out of county. They determine by watching to see if they seem new to the
procedure and will ask to see their registration or County issued sticker.
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7. Discussed with Rita how much is collected in a week. She said anywhere between $400
and $500 per week.
8. Rita brings the deposit directly to the Treasurer’s office. Staff in the Treasurer’s office
counts, verifies and posts the receipts.

Findings and Recommendations:
1. When reviewing the receipts to the fee schedule I questioned whether they had charged
correctly for two truck tires as the receipt was for $54.00. The amount for two truck tires
should have been $52.00. We determined that there was an additional small tire disposed
of which would have added $2.00 to the cost. Recommendation: Make sure to
thoroughly document what is being disposed of to ensure proper fees are being
applied.
2. May want to consider having receipts collected more often and establish an amount when
it triggers collection. This would take more man hours to drive to the convenience center
and all receipts are under lock and key, which the staff has no access to.
Recommendation: Discuss if this is something that would be cost beneficial as it does
not appear to be a weakness.

Conclusion:
In conclusion other than the two recommendations above I believe at this time the convenience
center is following procedures that have been put in place and are charging fees correctly based
on the fee schedule adopted as of 7.1.18.

3834 Old Buckingham Road · Suite B · Powhatan, VA 23139
Phone: 804-598-5610
Fax: 804-598-5695
Website: www.powhatanva.gov

Department of Finance
Director
Charla W. Schubert

The County Of

Powhatan
Memorandum
To: Audit Committee
Fr: Charla W. Schubert, Director of Finance
Re: Cash Proffers Review

A walkthrough of the cash proffer procedures was conducted on Tuesday, September 11, 2018 at
10:30 am. I reviewed the memorandum prepared by Andrew Pompei, Planning Director on the
process over cash proffers. The procedures are attached. There is a spreadsheet established for
each subdivision that has the cash proffers owed. Each time a cash proffer is collected for a
certain lot the amount should be logged in the spreadsheet to track how many lots have been sold
and how many are remaining. There is also a spreadsheet that Finance records all proffers
monthly and allocates among the areas of the County that would be affected by growth. That
spreadsheet is updated each month by the Accounting Analyst and reviewed by the Finance
Director.

Findings and Recommendations:
1. There was some staff turnover in the last year and the spreadsheet that the cash proffers is
tracked was not being updated. Currently Judy Farr, Community Development
Technician has gained that responsibility. Recommendation: The spreadsheet needs
to be reviewed with receipts to ensure that it is up to date. The spreadsheet needs to
reviewed and updated monthly.

Conclusion:
The cash proffers continues to be an area that procedures need to reviewed periodically to ensure
that all lots sold are accounted for properly. Procedures have been put in place for reviewing and
updating the spreadsheet to ensure proper accounting.
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October 31, 2017

Board of Supervisors

County Administrator

Carson L. Tucker, Chairman

Theodore L. Voorhees

Angela Y. Cabell, Vice Chairman
William E. Melton
Laurence J. Nordvig
David T. Williams

The County Of

Powhatan
TO:

Charla W. Schubert, Director of Finance

FROM:

Andrew Pompei, Planning Director

DATE:

August 2, 2018

SUBJECT:

Processing the Payment of Cash Proffers

Below is a summary of the process used to collect required cash proffers associated with
residential development:
•

After final building inspections are passed, Building Inspections completes the Final Checklist
for Residential Certificate of Occupancy. One of the items on the checklist relates to cash
proffers and whether they have been paid.

•

Planning/Zoning reviews the property’s zoning history and references a spreadsheet (Cash
Proffers Spreadsheet) that includes up-to-date cash proffer amounts for most (but not all)
subdivisions currently under development. This spreadsheet notes each lot, its parcel
number, the original proffer amount, and the current proffer amount (if the proffer is
subject to increases in the Consumer Price Index).

•

Planning/Zoning provides Building Inspections with the current amount of the cash proffer.

•

A receipt is prepared using AS400 and the applicant submits payment to the Treasurer’s
Office.

County of
Powhatan
AUDIT COMMITTEE
Powhatan, Virginia
By-Laws

ARTICLE I
PURPOSE
SECTION 1. The Audit Committee has been established as an advisory committee whose
primary purpose is to assist the Board of Supervisors in fulfilling its oversight responsibilities
for the overall stewardship of the County’s financial affairs.
The responsibilities of the Audit Committee shall be:
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a) Review and reassess the adequacy of this Charter at least every two years, with
any revision submitted to the Board of Supervisors for approval.
b) Provide an avenue of communication among the Board of
Supervisors, county management, and the independent auditors.
c) Ensure the County's internal control systems are in place and implemented,
including information technology security and control.
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d) Ensure County management implements audit report recommendations.
e) Approve the annual audit plan and all major changes to the plan.
f) Submit an Annual Report of Audit Committee actions and recommendations to
the Board of Supervisors.
g) Recommend to the Board of Supervisors the selection of the independent
auditors.
h) Continually evaluate the independence of the independent auditors.
i) Review the County’s CAFR, management letter and management’s response
and forward findings to the Board of Supervisors.

ARTICLE II
MEMBERSHIP
SECTION 1. The Chairman of the Board of Supervisors of the County of Powhatan shall
appoint two members of the Board of Supervisors, two School Board members and one
citizen at large to be voting members of the Audit Committee. The County Administrator,
and Director of Finance shall each be an ex-officio non-voting member of the Audit
Committee.
SECTION 2. Members from the community shall be appointed for a term of two years.
The terms of the Board of Supervisors and School Board members shall be appointed for
a four year term consistent with their terms of election.
ARTICLE III
OFFICERS
SECTION 1. Enumeration of Offices The officers of the Committee shall be a
Chairperson and Vice-Chairperson.
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SECTION 2. Election of Officers and Term of Office. The officers shall each be elected
at the regularly scheduled meeting held in June, take office immediately upon election,
and serve a one year term or until a successor is elected at the subsequent quarterly
meeting held in June.
SECTION 3. Vacant terms of officers may be filled through action taken by the Committee.
An officer appointed to fill a vacancy shall be appointed for the unexpired term of his
predecessor in office.
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SECTION 4. The Chairperson shall preside at all meetings of the Committee and perform
such other duties as may be directed by the Committee.
SECTION 5. The Vice Chairperson shall serve as the Chairperson in the absence of the
Chairperson.
SECTION 6. The officers shall serve without compensation for their services.

ARTICLE IV
RESIGNATIONS
SECTION 1. In the event that a member chooses to resign from the Audit Committee,
such member should notify the Chairperson, in writing. The Chairperson will then
immediately notify the members of the Committee of any such resignations. The
resignation shall be effective when the notification is received by the Chairperson unless
the notification specifies a later time.
ARTICLE V
QUORUM
SECTION 1. Three members, excluding the County Administrator and Director of
Finance, shall constitute a quorum.
ARTICLE VI
MEETINGS
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SECTION 1. Regular Meeting. A regular meeting of the Committee shall be held
quarterly on the fourth Wednesday during the months of March, June, September, and
December at a time and place to be designated by the Committee. All meetings will be
open to the public, to the extent required by Virginia Law.
SECTION 2. Special Meetings. Special meetings may be called by the Chairperson, or
the Vice Chairperson in the absence of the Chairperson, as deemed necessary or
desirable. All Special Meetings will be noticed in accordance with Virginia Law.
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SECTION 3. The Director of Finance will keep minutes of each meeting and offer them
for Committee approval as the first item on the subsequent meeting agenda. The minutes
should be distributed to Committee members in draft form within a reasonable time after
the meeting and in advance of the subsequent meeting. A copy of the approved minutes
will be submitted to the Office of the County Administrator.
SECTION 4. The Chairperson shall approve an agenda in advance of each meeting. The
Committee may request any employee of the County or the independent auditors to
attend a meeting of the Committee.

County of Powhatan, VA
Audit Committee Charter
Committee Purpose
The Audit Committee has been established as an advisory committee whose primary
purpose is to assist the Board of Supervisors in fulfilling its oversight responsibilities for
the overall stewardship of the County's financial affairs.
Responsibilities
The Audit Committee will carry out the following responsibilities:

•
•
•
•
•
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•
•
•

Review and reassess the adequacy of this Charter at least every two years, with
any revision submitted to the Board of Supervisors for approval.
Provide an avenue of communication among the Board of Supervisors, county
management, and the independent auditors.
Ensure the County's internal control systems are in place and implemented,
including information technology security and control.
Ensure County management implements audit report recommendations.
Approve the annual audit plan and all major changes to the plan.
Submit an Annual Report of Audit Committee actions and recommendations to
the Board of Supervisors.
Recommend to the Board of Supervisors the selection of the independent auditors.
Continually evaluate the independence of the independent auditors.
Review the County's CAFR, management letter and management's response
and forward findings to the Board of Supervisors.
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•

Composition

The audit committee will consist of seven members: two Board of Supervisors, two
School Board members, one citizen at large, the County Administrator and the Director
of Finance.
Meetings
The audit committee will meet at least four times a year (quarterly), with authority to
convene additional meetings, as circumstances require. All committee members are
expected to attend each meeting. The committee will invite members of management,
auditors or others to attend meetings and provide pertinent information, as necessary.
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Meeting agendas will be prepared and provided in advance to members, along with
appropriate briefing materials. Minutes will be prepared.

D
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Effective date
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