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SECRETARY OF STATE 
REVIEW COMMENTS 

MAY 31, 2008 
 
 
 
ELECTION DIVISION 
 

Our review of the Election Division of the Secretary of State is included in a separate report. 
 
 
ATTENDANCE REPORTS 
 

As stated in our prior Report B28394, attendance reports of the Secretary of State's office were 
frequently not signed and dated by employees, supervisors, or both.  Additionally, the date signed by the 
supervisor was frequently before the date signed by the employee.  
 

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.  The review should be done prior to submission of payroll to the 
Auditor's Office.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi Agencies, 
Chapter 9) 
 
 
SPECIAL DISBURSING OFFICER (SDO) ADVANCES 
 
 SDO Fund Reconciliations 
 
 As stated in our prior two Reports B21633 and B28394, the Secretary of State's office has not 
performed bank or advance reconciliations of its SDO advances. 
 

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

The Secretary of State's office two SDO advances were not turned over, or reimbursed com-
pletely, for several months. 
 

Whenever a SDO fund is established, money is removed from a Treasurer of State bank account 
and thus is not being invested.  Therefore, consideration should be given to the size of the SDO fund.  If 
you are not using your total SDO advance within one or two months then your SDO advance is too large 
and should be reduced.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 7) 
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SECRETARY OF STATE 
REVIEW COMMENTS 

MAY 31, 2008 
(Continued) 

 
 
 SDO Fund 
 

The Secretary of State's office two SDO advances did not reconcile to the amounts advanced.  
Currently, the funds are $2,136.43 less than the amount needed to balance to the advances.  

 
At all times, the unreimbursed disbursements plus the cash on hand must equal the local pur-

chase advance.  The Special Disbursing Officer is accountable at all times for all sums advanced and is 
personally liable to the state for any amounts expended in any manner not in accordance with the 
authorization.  Accordingly, the SDO officer may be held personally responsible for the amount needed to 
balance the fund or for amounts improperly expended.  (Accounting and Uniform Compliance Guidelines 
Manual for State and Quasi Agencies, Chapter 7) 

 
 
PENALTIES AND INTEREST PAID 
 

The Secretary of State's office paid penalties and interest totaling $8,852.42 for unpaid unem-
ployment tax benefit charges posted from May 2005 to December 2007. 
 

Officials and employees have the duty to pay claims, remit taxes, etc., in a timely fashion.  Any 
penalties, interest or other charges paid by the governmental unit may be the obligation of the responsible 
official or employee.  (Accounting and Uniform Compliance Guidelines Manual for State and Quasi 
Agencies, Chapter 5) 
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SECRETARY OF STATE 
EXIT CONFERENCE 

 
 

The contents of this report were discussed on October 22, 2008, with Matt Tusing, Deputy 
Secretary of State and Chief of Staff.  The official response has been made a part of this report and may 
be found on pages 7 through 9. 
 










