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EXECUTIVE SUMMARY 

In July 1981, the Board of Trustee policy concerning auxiliary organizations was adopted in the 
Resolution of the Committee on Finance (RFIN) 7-81-4. Executive Order 698, Board of Trustees Policy 
for the California State University Auxiliary Organizations, dated March 3, 1999, required that the Office 
of the University Auditor conduct internal compliance/internal control reviews of auxiliary organizations, 
and the Board of Trustees instructed that such reviews be conducted on a triennial basis pursuant to 
procedures established by the chancellor. 

We visited the California State Polytechnic University, Pomona (CSPUP) campus and its auxiliary 
organizations from February 2, 2004, through March 5, 2004, and made a study and evaluation of the 
system of internal compliance/internal control in effect for the period January 2001 to March 2004. This 
report represents our triennial review. 

CSPUP management is responsible for establishing and maintaining an adequate system of internal 
compliance/internal control and assuring that each of its auxiliary organizations similarly establishes such a 
system. This responsibility, in accordance with California Code of Regulations, Title 5, Section 42402 et 
seq. and Executive Order 698, Board of Trustees Policy for the California State University Auxiliary 
Organizations et seq., includes requiring the documentation of internal control, communicating 
requirements to employees, and assuring that its system of internal compliance/internal control is 
functioning as prescribed. In fulfilling this responsibility, estimates and judgments by management are 
required to assess the expected benefits and related costs of control procedures. 

The objectives of a system of internal compliance/internal control are to provide management with 
reasonable, but not absolute, assurance that: 

� 	Auxiliary operations are conducted in accordance with policies and procedures established in the State 
Administrative Manual, Education Code, Title 5, and Trustee policy. 

� Assets are adequately safeguarded against loss from unauthorized use or disposition. 

� 	Transactions are executed in accordance with management’s authorization and recorded properly to 
permit the timely preparation of reliable financial statements. 

Our study and evaluation at The Cal Poly Pomona Foundation, Inc., revealed certain conditions that, in 
our opinion, could result in errors and irregularities if not corrected. Specifically, the auxiliary did not 
maintain adequate control over the following areas: fiscal compliance, segregation of duties, petty cash 
and change funds, investments, commercial operations, auxiliary programs, and information technology. 
These conditions, along with other weaknesses, are described in the executive summary and in the body 
of the report. In our opinion, except for the effect of the weaknesses described above, accounting and 
administrative control in effect as of March 2004, taken as a whole, was sufficient to meet the objectives 
stated above. 

Our study and evaluation at the Cal Poly Pomona University Educational Trust did not reveal any 
significant internal control problems or weaknesses that would be considered pervasive in their effects on 
the accounting and administrative controls. However, we did identify other reportable weaknesses that 
are described in the executive summary and in the body of the report. In our opinion, the accounting and 
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INTRODUCTION 

BACKGROUND 

Education Code §89900 states, in part, that the operation of auxiliary organizations shall be conducted in 
conformity with regulations established by the Trustees. 

Education Code §89904 states, in part, that the Trustees of the California State University (CSU) and the 
governing boards of the various auxiliary organizations shall: 

� 	Institute a standard systemwide accounting and reporting system for businesslike management of the 
operation of such auxiliary organizations. 

� 	Implement financial standards that will assure the fiscal viability of such various auxiliary 
organizations. Such standards shall include proper provision for professional management, adequate 
working capital, adequate reserve funds for current operations and capital replacements, and adequate 
provisions for new business requirements. 

� 	Institute procedures to assure that transactions of the auxiliary organizations are within the 
educational mission of the state colleges. 

� Develop policies for the appropriation of funds derived from indirect cost payments. 

The Board of Trustee policy concerning auxiliary organizations was originally adopted in July 1981 in the 
Resolution of the Committee on Finance (RFIN) 7-81-4. Executive Order 698, Board of Trustees Policy 
for the California State University Auxiliary Organizations, dated March 3, 1999, represents policy of the 
Trustees addressing CSU auxiliary organization activity and governing the internal management of the 
system. CSU auxiliary organizations are required to comply with Board of Trustee policy (California 
Code of Regulations, Title 5, Section 42402 and Education Code, Section 89900). 

This executive order requires that the Office of the University Auditor will perform an internal 
compliance/internal control review of auxiliary organizations. The review will be used to determine 
compliance with law, including statutes in the Education Code and rules and regulations of Title 5, and 
compliance with policy of the Board of Trustees and of the campus, including appropriate separation of 
duties, safeguarding of assets, and reliability and integrity of information. According to Board of Trustee 
instruction, each auxiliary organization shall be examined on a triennial basis pursuant to procedures 
established by the chancellor. 
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OBSERVATIONS, RECOMMENDATIONS, 
AND CAMPUS RESPONSES 

CAMPUS 

CORPORATE GOVERNANCE 

Campus auxiliaries’ Articles of Incorporations did not specify that the net assets of the dissolved 
auxiliaries must be distributed to a successor approved by the campus president and the California 
State University (CSU) Trustees. 

Title 5 §42600(b) states that upon dissolution of the organization, net assets, other than trust funds, 
shall be distributed to a successor approved by the president of the campus and by the Board of 
Trustees. 

The associate vice president of finance and administrative affairs stated that the auxiliary organization 
dissolution clauses had been in place for several years and were assumed to be in compliance with 
regulatory requirements. 

Failure to include a dissolution clause in accordance with Title 5 could result in net assets not being 
properly distributed in the event the corporations are dissolved. 

Recommendation 1 

We recommend that the campus ensure that each of its auxiliaries redraft its corporate dissolution 
clause in accordance with Title 5 and appropriately reflect this change in its Articles of Incorporation. 

Campus Response 

We concur. 

The campus has asked all auxiliary organizations to review their respective dissolution clauses. As a 
result of the review, it was determined that Associated Students, Incorporated, California State 
Polytechnic University, Pomona (ASI) will revise their clause. In June 2004, ASI changed its 
dissolution clause to be verbatim with Title 5 §42600(b). The new dissolution clause was approved 
by both the ASI senate and university.  In addition, the Articles of Incorporation were filed with the 
CSU Chancellor’s Office Financing and Treasury Department and with the California Secretary of 
State. 

Timeline: November 2004 
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APPENDIX A: 
PERSONNEL CONTACTED 

Name Title 

CAMPUS 
J. Michael Ortiz President 

Patricia Farris Vice President, Finance and Administrative Affairs 

Darwin Labordo Associate Vice President, Finance and Administrative Affairs 

Shelly Montoya Accounts Payable Supervisor, University Financial Services 

Francine Ramirez Executive Assistant, University Advancement 

Ron Simons Associate Vice President, University Advancement 


THE CAL POLY POMONA FOUNDATION, INC. 
Clint Aase General Merchandise Manager, Bronco Bookstore 

Andy Abelman Director, Kellogg West Conference Center and Lodge 

Raul Castaneda Accounting Specialist 

Sharon Fradella Payroll Manager 

Art Haga Executive Chef, Kellogg West Conference Center and Lodge 

Anh Hoang-Chen Systems Manager 

Enerst Kawai Associate Director 

Tariq Marji General Financial Manager 

Haleh Minakary General Business Manager

Beverly Perez Conferences Coordinator, Kellogg West Conference Center and Lodge 

Debra Poe Accounting Specialist 

David Prenovost Chief Financial Officer 

Anna Raynor Accounting Specialist 

Brett Roth Associate Director, Foodservice Cash Operations 

Debbie Schroeder-Linthicum Grants and Contracts Manager 

Carole Stephens Accounts Payable Specialist, Bronco Bookstore 

G. Paul Storey Executive Director 

Sam Tokatly Management Information Systems Manager 

Karen Ward Director, Bronco Bookstore

Kristi Wood Accounting Specialist, Bronco Bookstore


CAL POLY POMONA UNIVERSITY EDUCATIONAL TRUST 
Ron Simons Associate Vice President, University Advancement 

ASSOCIATED STUDENTS, INCORPORATED, 

CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA 

Naomi Abesamis Commercial Services and Staff Development Coordinator 

Raamen Baas Recreational Sports Coordinator 

Ivonne Cabezas Accounting Technician 

Cora Culla Executive Director 

Linda Da Veiga Accounting Coordinator 

Sean Del Rossi Bronco Fitness Center Manager 

Jason Dyogi President 

Julie Gonzales Accounts Payable Fund Specialist, Windows Cashier 
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STATEMENT OF INTERNAL CONTROLS 

A. INTRODUCTION 

Internal accounting and related operational controls established by the state of California, the CSU Board 
of Trustees, and the Office of the Chancellor are evaluated by the university auditor, in compliance with 
professional standards for the conduct of internal audits, to determine if an adequate system of internal 
control exists and is effective for the purposes intended. Any deficiencies observed are brought to the 
attention of appropriate management for corrective action. 

B. INTERNAL CONTROL DEFINITION 

Internal control, in the broad sense, includes controls that may be characterized as either accounting or 
operational as follows: 

1. Internal Accounting Controls 

Internal accounting controls comprise the plan of organization and all methods and procedures that 
are concerned mainly with, and relate directly to, the safeguarding of assets and the reliability of 
financial records. They generally include such controls as the systems of authorization and approval, 
separation of duties concerned with record keeping and accounting reports from those concerned with 
operations or asset custody, physical controls over assets, and personnel of a quality commensurate 
with responsibilities. 

2. Operational Controls 

Operational controls comprise the plan of organization and all methods and procedures that are 
concerned mainly with operational efficiency and adherence to managerial policies and usually relate 
only indirectly to the financial records. 

C. INTERNAL CONTROL OBJECTIVES 

The objective of internal accounting and related operational control is to provide reasonable, but not 
absolute, assurance as to the safeguarding of assets against loss from unauthorized use or disposition, and 
the reliability of financial records for preparing financial statements and maintaining accountability for 
assets. The concept of reasonable assurance recognizes that the cost of a system of internal accounting 
and operational control should not exceed the benefits derived and also recognizes that the evaluation of 
these factors necessarily requires estimates and judgment by management. 
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D. INTERNAL CONTROL SYSTEMS LIMITATIONS 

There are inherent limitations that should be recognized in considering the potential effectiveness of 
any system of internal accounting and related operational control. In the performance of most control 
procedures, errors can result from misunderstanding of instruction, mistakes of judgment, 
carelessness, or other personal factors. Control procedures whose effectiveness depends upon 
segregation of duties can be circumvented by collusion.  Similarly, control procedures can be 
circumvented intentionally by management with respect to the executing and recording of 
transactions. Moreover, projection of any evaluation of internal accounting and operational control to 
future periods is subject to the risk that the procedures may become inadequate because of changes in 
conditions and that the degree of compliance with the procedures may deteriorate. It is with these 
understandings that internal audit reports are presented to management for review and use. 
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CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA 

Officeof theVicePresident 
for AdministrativeAffairs 

October21,2004 

Mr. Larry Mandel, University Auditor 
Office of the Auditor 
The California State University 
400 Golden Shore, Suite 210 
Long Beach, CA 90802 

DearMr. Mandel 

Subject: CampusResponseto Recommendationsof 
Auxiliary Organizations Audit Report 04-47 

Enclosed is California StatePolytechnic's campusresponseto the Auxiliary 
Organizations Audit Report Number 04-47. We appreciatethe effort you and your 
staffhave made to indicate areaswhere our procedures or internal controls could be 
strengthened. We will take the necessaryactions to addressthe report's 
recommendations. 

Pleasedirect questions concerning the responseto Darwin Labordo, Associate Vice 
Presidentof Finance and Administrative Services at 909-869-2008 or 
dlabordo@csupomona.edu. 

Sincerely,.~ () ~ 

~t--<.et/~ ~ 
Patricia L. Farris, Vice President 
Administrative Affairs 

Cc: J. Michael Ortiz, President 
Cora Culla, Executive Director, ASI 
Darwin Labordo, Associate Vice President,Finance & Administrative Services 
Paul Storey, Executive Director, Cal Poly Foundation, Inc. 
Ronald R. Simons, Associate Vice President, University Development 

Enclosure 

3801WestTempleAvenue,Pomona,CA 91768 Telephone(909)869-3020Fax(909)869-4541E-mailplfarris@csupomona.edu 
THE C A L I FOR N I A S TAT E U N I V E R SIT Y Baktrgie/J, Channellslanas, Chico, Dominguez Hills, Fresno, Fullerton, Hayward, Humbo/Jr, Long Beach,Los Angeles, 

Maririme Academy, Monterey Bay, Northridge, Pomona, Sacramento,San Bernardino, San Diego, San Francisco,SanJose,San Luis Obispo, San Marcos, Sonoma, Stanislaus 
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AUXILIARY ORGANIZATIONS 

CALIFORNIA STATE POLYTECHNIC UNIVERSITY, 
POMONA 

Report Number 04-47 

October 20, 2004 

CAMPUS 

CORPORATE GOVERNANCE 

Recommendation1 

We recommendthat the campusensurethat eachof its auxiliaries redraftits corporatedissolution 
clausein accordancewith Title 5 andappropriatelyreflectthis changein its Articles of Incorporation. 

CampusResponse 

We concur. 

The campushasaskedall auxiliary organizationsto review theirrespectivedissolutionclauses.As a 
resultof the review, it was determinedthat ASI will revise their clause. In June2004,ASI changed 
its dissolution clauseto be verbatim with Title 5 §42600(b). The new dissolutionclause was 
approvedby boththe ASI SenateandUniversity.. In addition,theArticles of Incorporationwerefiled 
with the CSU Chancellor's Office Financing and TreasuryDepartmentand with the California 
Secretaryof State. Documentationof thesecompletionactionswill be sentunderseparatecover. 

Timeline: November2004 

PROGRAM COMPLIANCE 

Recommendation2 

We recommendthat the campus reestablishan independentreview committee and develop a 
procedureto identify andresolveconflicts of interestrelatingto sponsoredprograms. 

CampusResponse 

We concur. 

The campus will reactivate the independent review committee. A procedure to address conflicts of 

interest relating to sponsoredprograms will be developed. 

Timeline: March 2005 
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Auxiliary Audit 04-47 Page2 of2 October20, 2004 

CAMPUS OVERSIGHT AND CONTROL 

Recommendation3 

We recommend that the campus develop written copyright policies and procedures to addressthe sale 
of faculty-developed course materials. 

CampusResponse 

We concur. 

The campus will develop written copyright guidelines and procedures to addressthe sale of faculty-
developed course materials. 

Timeline: April 2005 

OPERATING AND ADMINISTRATIVE AGREEMENTS 

Recommendation4 

We recommend that Foundation business and operating arrangements with the campus be supported 
by written agreements. 

CampusResponse 

We concur. 

The Foundationwill work with the Campusto developanagreementfor theOneCard. 

Timeline: December2004 

OPERATIONAL COMPLIANCE 

RISK MANAGEMENT 

Recommendation5 

We recommendthat the Foundationensure that agreementsinclude indemnification clauses in 
accordancewith EO 849. 

CampusResponse 

We concur. 
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The Foundation will strive to ensure that agreementsinclude the indemnification clauses in 
accordancewith EO 849. 

Timeline: November 2004 

Recommendation6 

We recommendthat the Foundationensurethat current conflict-of-intereststatementsare obtained 
from all boardmembers. 

CampusResponse 

We concur. 

The Foundation will make every effort to ensure that current conflict-of-interest statementsare 
obtainedfrom all boardmembers. 

Timeline: October 2004 

SEGREGATION OF DUTIES 

Recommendation7 

We recommendthat the Foundationproperly segregateaccountingfunctions over cashreceipts, 
accountsreceivable,and bookstoreinventory or institute mitigating proceduresapprovedby the 
campusCFO. 

CampusResponse 

We concur. 

The Foundationwill segregatecashreceipts,accountsreceivableandbookstoreinventoryfunctions 
or developmitigatingprocedures. 

Timeline: December2004 

PETTY CASH AND CHANGE FUNDS 

CHANGE FUND COUNTS 

Recommendation8 

We recommendthat the Foundationstratify its changefunds to use as a basis for determiningthe 
appropriatefrequencyof periodicandindependent,unannouncedcountsof suchfunds. 

CONFLICT OF INTEREST 

Auxiliary Audit 04-47 Page3 of3 October20, 2004 
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CampusResponse 

We concur. 

The Foundationwill updatethe changefundsproceduresand documentperiodic and independent, 
unannouncedcashcounts. 

Timeline: December2004 

CHANGE FUND ADMINISTRATION 

Recommendation9 

We recommendthattheFoundation: 

Discontinue"blind sweeps"of excesscashfunds.a. 

b. Establish transfer accountabilitywhen changefunds and cash depositsare forwarded to the 
Foundationcashoffice. 

Utilize a custodytransferlog to establishresponsibilityfor the custodyof cashregisterchange 
funds. 

c. 

d. Ensureaccountabilityis localized whenmultiple personshaveaccessto the samecashdrawers 
and/orbags. 

e. Require cashiers to count and documentthe contents of their cash register drawers upon 
conclusionof their respectiveshift. 

Campus Response 

We concur. 

The Bookstorewill replace"blind" sweepswith securesweepsdocumentedby a log. The beginning 
registerfunds will be countedby the startingcashierand registerreadingswill be takeneachtime 
thereis a changein cashieringstaff. 

Timeline: January 2005 

INVESTMENTS 

Recommendation10 

We recommendthat the Foundationfurther documentverification for its alternative investmentof 
$3.1 million in infrastructureimprovementsfor the first phaseof the InnovationVillage projectusing 
funds from its generalinvestmentpool, including: 

Documentationof a detailedanalysisof fundrestrictions.a. 



~
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b. Verification by independentexperts of the soundnessof choosingto put a large portion of 
endowmentand otherfundsinto aninternalfinancing. 

CampusResponse 

We concur. 

The Foundation will further documentsupport for the investmentusing funds from its general 
investmentpool, including verification by independentexpertsof the soundnessof choosingto put a 
portioninto an internalfinancinganda monthlyrepaymentschedule. 

Timeline: December2004 

COMMERCIAL OPERATIONS 

BOOKSTORE -ACCOUNTING 

Recommendation11 

We recommend that the Foundation post bookstore sales and cashreceipts to the general accounting 
records on a more frequent basis. 

CampusResponse 

We concur. 

The Foundationwill developadditionalproceduresandwork with the projectdirectorsin an effort to 
ensurethatbookstoresalesand cashreceiptsarepostedtimely to generalaccountingrecords. 

Timeline: November 2004 

DEBIT IGIFT CARD PROGRAMS 

Recommendation12 

We recommendthatthe Foundationreviewits debit/giftcardprogramsto ensurethat: 

a. Policiesandproceduresaredocumented. 
b. Dutiesandresponsibilitiesare appropriatelysegregated. 
c. Controlsareestablishedregardingstaleaccounts. 
d. Controlsoverthe accountabilityof debit/giftcardstockareestablished. 
e. Systemaccesscapabilitiesare sufficientlylimited andcontrolled. 
f.  Terms and conditions for card usageand the dispositionof unusedfunds are consistentlyand 

clearlyarticulatedwhencardsaresold. 

Auxiliary Audit 04-47 Page5 of 5 October20, 2004 
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CampusResponse 

We concur. 

We will conducta review of the debit/gift card programsand developpolicies and proceduresto 
ensurethatdutiesandresponsibilitiesareproperlysegregated.Additionally, we will establishcontrols 
over systemaccesscapabilities,staleaccounts,cardstock,andtermsandusageof the cards. 

Timeline: January 2005 

TRUSTS AND OTHER LIABiliTIES 

Recommendation13 

We recommendthattheFoundation: 

a. Establishproceduresto ensurethe propersegregationof restrictedrevenues. 

b. Coordinatewith the campusto ensurethat only appropriatefunds,supportedby a trust account 
agreement,are depositedwith the Foundationand that the source of funds for suchdeposits 
coincidewith thatdescribedin the saidagreements. 

c. Continuewith its efforts to reviewandupdatecampusprogramcustodialaccountsonan ongoing 
basis. 

CampusResponse 

We concur. 

The Foundationwill establishproceduresto ensurethe proper segregationof restricted revenues 
andwork with campus administrationto ensureappropriatefunds supportedby trust agreement 
coincide with the said agreements.The Foundationwill continueto ensuretrust/projectagreement 
arecompleteandupdatedonan ongoingbasis. 

Timeline: December2004 

AUXILIARY PROGRAMS 

Recommendation14 

We recommendthatthe Foundationobtaindocumentedlegalguidanceto justify its determinationnot 
to registerits Kellogg Westfacility with Los AngelesCountyandcollectthe transientoccupancytax. 

CampusResponse 

We concur. 



APPENDIX C -Page 8 of 14 

The Foundationwill retain the advice of legal counselwith respectto the collection of transient 
occupancytax at KelloggWest. 

Timeline: December2004 

INFORMATION TECHNOLOGY 

ACCOUNTING SYSTEM SECURITY 

Recommendation15 

We recommendthattheFoundation: 

Discontinuetheuseof genericuserills.a. 

b. Disablethe vendordefaultill. 

Limit accessto the person/entity(vendor)masterdatabaseto only thoseindividuals requiring 
suchaccess. 

c 

d. Limit and control accounting managementand information technologypersonnelaccessto 
applicationproductionenvironment. 

Limit andcontrolnon-managementuseraccessto systemfunctionality.e. 

Prohibit bookstorecashoffice staff from having supervisoryaccesscapabilitiesto the point-of­
salesystem. 

f. 

Limit and control systemaccessto the inventory managementsystemby management-level 
personnel. 

g 

CampusResponse 

We concur. 

Foundationwill implementchangesto discontinuethe use of genericuserills, disablethe vendor 
default id, limit accessto the person/entity(vendor)masterdatabase,limit and control accounting 
managementand information technologypersonnelaccessto applicationproductionenvironment, 
limit and controlnon-managementuseraccessto systemfunctionality. 

Bookstorecashvault staffno longerhavepoint-of-salelog-in access.The Bookstorewill implement 
feasible segregationbetweenthe three managerson their systemto limit universalaccesswithout 
compromisingtheir ability to provide managementcoverageandto operateeffectively. 

Timeline: January 2005 
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ASSOCIA TED STUDENTS, INCORPORA TED, 
CALIFORNIA STATE POLYTECHNIC UNIVERSITY, POMONA 

OPERATIONAL COMPLIANCE 

Recommendation18 

We recommendthattheAS! obtainannualconflict-of-intereststatementsfrom all boardmembers. 

CampusResponse 

We concur. 

The revised ASI By-Laws includesa section(Article XXVII, SectionN) on Conflict of Interest 
which providesthatan ASI Senatoror officer is requiredto signa written agreementandmakea full 
disclosureof any conflict of interest. Monitoring of the annualconflict of interestagreementis done 
througha checklist for electedand appointedboardmembers.In May 2004, the Conflict of Interest 
Policy in the ASI PersonnelPolicies and ProceduresManual was updated to require that ASI 
managementemployeessign an annual conflict of interestagreement. We have assuredthat all 
applicableannualstatementshavebeensubmitted. Documentationof thesecompletionactionswill 
beprovidedunderseparatecover. 

Timeline: November 2004 

SEGREGATION OF DUTIES 

Recommendation19 

We recommendthat the AS! segregatecertain accountingfunctions for cash receipts, accounts 
receivable,andaccountspayableor institutemitigatingproceduresapprovedby the campusCFO. 

CampusResponse 

We concur. 

Supportingdocumentsfor cashreceipts,accountsreceivableand accountspayableare reviewedby 
appropriateindividuals atvariousstageswithin eachprocess.The campusCFOhasapprovedwritten 
andmitigating controlsrelatedto the accountspayableprocessin July2004. In addition,theplanned 
implementationof a checkmanagementsystemfor accountspayablewill addresssegregationissues 
relatedto the operationof a check-writingcomputerprogram. 

Cashreceiptproceduresfor oneemployeewill berevisedto deny"write access"to the generalledger 
accounting systemand the capabilityto make adjustmentsto depositbatcheswithout supervisory 
approvalwill be removed. Furthermore,accountsreceivableproceduresfor one employeewill be 
revisedto deny"write access"to the generalledgeraccountingsystem. Invoices will be automated 
andinitiated by anotherstaff membernot involved in theaccountsreceivableprocess. 
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TheAS! businessservicesstructureandstaffmgof personnelwill be assessedto ensurethatdutiesare 
appropriatelysegregatedand adequatesupportis providedto students,staff, faculty andthe campus 
community. 

Completion Date: January 2005 

CASH RECEIPTS AND HANDLING 

Recommendation20 

We recommendthattheAS! updateits armoredcar carrierlisting wheneverchangein carrieroccurs. 

CampusResponse 

We concur. 

Pictures of authorizedarmoredcar employeespostedin the ASI cashvault have beenupdatedand 
documentedaccordinglyin cashhandlingprocedures. Documentationof thesecompletionactions 
will follow underseparatecover. 

Timeline: November 2004 

PETTY CASH AND CHANGE FUNDS 

Recommendation21 

We recommendthatthe AS!: 

Maintain a record of individuals with accessto the safe and datesthe safe combinationsare 
changedfor the box office andgamesroom. 

a. 

Performindependentandunannouncedpetty cashandchange/vaultcountson a regularbasis.b. 

Implementproceduresto documentdaily vault cashcounts.c. 

CampusResponse 

We concur. 

Safeproceduresfor ASI Ticket Serviceshavebeenrevisedto includeindividuals with accessto 
the safeanddatesthe safecombinationswerechanged. 

a 

Pettycashandchangefundspolicy will berevisedto countthesefunds ona quarterlyor monthly 

basis,dependingonthe amount. 

Procedureswill berevisedto documentandcountvault cashona daily basis. h1addition,the 
AS! businessservicesstructureand level of staffingsupportwill be assessed. 

c. 

Completion Date: January 2005 

b. 
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PURCHASING AND ACCOUNTS PAYABLE 

Recommendation22 

We recommendthattheASI: 

Developwritten policies andproceduresthatrequire travelexpenseclaimsto be submittedafter 
the travel dateand with sufficient documentationevidencingpaymentfor air tickets or proof of 
travel. 

a. 

Develop written policies and proceduresthat require supportingdocumentation,such as the 
purposeof the trip or event,the list of attendees,a signedagreementor contract, or proof of 
travel,to be submittedfor reimbursementsfrom agencyaccounts. 

b. 

Reiterateto staff existing cashdisbursementpolicies and proceduresregarding sufficient and 
appropriatesupportingdocumentationandappropriateauthorization. 

c, 

CampusResponse 

We concur. 

Disbursementrequestforms and instructionshave beenupdatedto include submissionof sufficient 
documentationevidencingpaymentfor air tickets or proof of travel. In addition,the purposeof the 
trip, list of attendees,signedagreementor proof of travelare includedon the instructionssheetand 
reviseddisbursementrequestforms for reimbursementsfrom agencyaccounts. 

Infonnation on travel procedureshave beencommunicatedto appropriateindividuals during staff 
meetingsandareavailableonthe network for staff to review. 

Documentationof thesecompletionactionswill be sentunderseparatecover. 

Timeline: November 2004 

INFORMATION TECHNOLOGY 

ACCOUNTING SYSTEM SECURITY 

Recommendation23 

We recommendthattheAS!' 

Limit accessto the person/entity(vendor) masterdatabaseto only thoseindividuals requiring 
suchaccess. 

a. 

Limit and control managementand non-managementpersonnelaccessto the application 
productionenvironment. 

b. 
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CampusResponse 

We concur. 

a. Accessto the mastervendor databasewill be limited to staff whosejob duties require such 
access. 

b. Accessto the applicationproductionenvironmentwill be limited to certainpersonnelrequiring 
suchaccess. 

Timeline: December2004 

OFF-SITE DATA STORAGE 

Recommendation24 

We recommendthatthe ASI improvethe securityand availability of off-site storageof backuptapes. 

CampusRespouse 

We concur. 

ASI hasestablishedand signeda Memorandumof Understandingwith California StatePolytechnic 
University, PomonaFoundationto provide off-site storageof computerback-uptapesin a fireproof 
safelocatedin the Foundationoffice building. Documentationof this completionactionwill be sent 
underseparatecover. 

Timeline: November2004 

October20, 2004Auxiliary Audit 04-47 Page13of13 
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BAKERSFIELD 

CHANNEL ISLANDS 
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OFFI~p~, 

November 17, 2004 

MEMORANDUM 

TO: Mr. Larry Mandel 
University Auditor 

Charles B. Reed IJ 
Chancellor 

~ 
FROM: 

SUBJECT: Draft Final Report Number 04-47on Auxiliary Organizations, 
California StatePolytechnic University, Pomona 

In response to your memorandum of November 17, 2004, I acceptthe response 
as submitted with the draft final report on Auxiliary Organizations,California 
State Polytechnic University, Pomona. 

CBR/amd 

Enclosure 

cc: Ms. PatriciaL. Farris,VicePresident,Administrative Affairs 
Dr. J.MichaelOrtiz, President 
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