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DEPARTMENT OF VETERANS' AFFAIRS 
REVIEW COMMENTS 
OCTOBER 31, 2008 

 
 

 
ATTENDANCE REPORTS 
 

We observed that employee attendance reports were frequently not dated by the supervisor. 
 
After being completed by the employee, the attendance report should be reviewed, signed, and 

dated by the immediate supervisor of the employee, or by another designated individual who has 
knowledge of the employee's attendance.  (Accounting and Uniform Compliance Guidelines Manual for 
State and Quasi Agencies, chapter 9)  
 
 
SDO FUND SINGLE PURCHASE LIMIT 
 

The Department of Veterans' Affairs made purchases from the Special Disbursing Officer Fund 
(SDO) that exceeded the single purchase limit specified on its Authority For Local Purchases (State Form 
47911).  Currently, the single purchase limit is $2,500.  There were multiple purchases reviewed which 
exceeded the single purchase limit. 

 
The single purchase limit for the SDO fund cannot be exceeded.  (Accounting and Uniform 

Compliance Guidelines Manual for State and Quasi Agencies, Chapter 7) 
 
 
FIXED ASSET INVENTORY 
 

The fixed asset inventory for assets costing more than $500 but less than $20,000 has not been 
maintained by the Department of Veterans' Affairs.  Additionally, an annual physical inventory of assets 
owned has not been conducted.  

 
Assets costing more than $500 but less than $20,000 must be maintained on an asset control 

system at the agency.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 10) 

 
Once a year, after receiving a Fixed Asset Master Listing, a physical inventory is to be taken and 

compared to the Master Listing and the agency's listing of assets from its asset control system.  
(Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, Chapter 10) 
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DEPARTMENT OF VETERANS' AFFAIRS 
REVIEW COMMENTS 
OCTOBER 31, 2008 

(Continued) 
 

 
SDO FUND RECONCILIATIONS 
 

The Department of Veterans' Affairs has not performed reconciliations of its Special Disbursing 
Officer (SDO) advance in a timely manner.  We found multiple items that were not reimbursed by the 
Auditor of State and multiple items in which the Department of Veterans' Affairs should not have been 
reimbursed.  In addition, an accurate check register balance was not kept. 
 

Two reconciliations must be performed for the SDO fund each month.  The bank statement for 
the checking account must be reconciled to the check register.  Also, the check register must be balanced 
to the total SDO advance.  These reconciliations must be formally documented.  (Accounting and Uniform 
Compliance Guidelines Manual for State and Quasi Agencies, chapter 7)  
 
 
SDO ADVANCE 
 

The Special Disbursing Officer Fund (SDO) advance for the Department of Veterans' Affairs was 
not turned over for several months. 

 
If a SDO advance is not used within one or two months then the SDO advance is too large and 

should be reduced.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, chapter 7)  
 
 
DOCUMENT RETENTION 
 

Several documents selected for our review could not be located. 
 
Documents must be filed in such a manner as to be readily retrievable or otherwise reasonably 

attainable, upon request, during an audit.  (Accounting and Uniform Compliance Guidelines Manual for 
State and Quasi Agencies, Chapter 1) 
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DEPARTMENT OF VETERANS' AFFAIRS 
EXIT CONFERENCE 

 
 

 The contents of this report were discussed on January 13, 2009, with Charles T. Applegate, 
Executive Director; and John Newsom, Deputy Director.  The official response has been made a part of 
this report and may be found on page 7. 
 






