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TC (14) Work Step 
 
Review and assess the internal controls in place to ensure: 
 

- That the procedures for Munis tracking of budgets, including the multiyear functionality 
is adequate, reliable and accurate 
 

- That the reconciliation process between the project ledger and the general ledger in 
Munis is accurate and complete 
 

- That access rights in Munis for all data entry points related to the bond program are 
under the responsibility of the District only 

 
Will perform a detailed walkthrough of the process for entering bond program information into 
Munis67 (contracts, change orders, etc.) to gain a detailed understanding of the process and 
ensure proper controls are in place. Perform a test of these internal controls to assess overall 
effectiveness. 
 
Results of Testing 
 
Munis Tracking of Budgets: 
The written procedures provided by the District are related to entering data into Munis and not 
to the tracking of budgets within Munis. Although District staff makes changes to the budget 
through the use of the Project Budget Amendment/Transfer Form, there is no process in place to 
track those changes entered into Munis. Refer to TC6-1 and TC6-6 recommendations in TC (6) 
section. 
 
The detailed, line-item budget prepared for the 2016/17 fiscal year, which includes the Pinole 
Valley High School Campus project, appears to be sufficiently detailed and include the necessary 
line items. In addition, the detailed multi-year, line-item budget for the Pinole Valley High School 
Campus project appears appropriate as it consists of approved contracts and projected costs  

 
The District informed VLS that the Contracts Module cannot be modified in order to correct an 
application of a payment to the wrong contract. Although the user may leave a note in the 
module regarding the error, another user could easily overlook the note attached to the 
payment. The District intends to enter into the module the approved, multi-year budgets for the 
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Pinole Valley High School Campus now that the 2016/17 fiscal year budget was approved by the 
Board on 6/29/2016. See TC14-3 recommendation for this area. 
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TC14-9. Ensure procedures are in place requiring that access rights in Munis for all data entry 

points related to the bond program be monitored and updated on a regular basis. 
Ensure that only appropriate District employees have access rights other than inquiry. 

 
If implemented, these recommendations would strengthen the District’s internal controls over 
the use of the Munis system related to the bond program, would provide clear instructions to 
the staff, and would provide for continuity when there is employee turnover or long-term 
absences in the department. There would be consistency within the reconciliation process and 
supporting documentation would provide an audit trail. In addition, the District would have 
more reliable and accurate information if the Contracts Module in Munis is modified to allow 
corrections when an invoice payment is applied to the wrong contract. 
 
Response by District 
 
The District agrees with the recommendations. The District will continue to add to the current 
budgeting procedure and process guidelines. The District has implemented the multi-year 
function in Munis and is in the process of developing written procedures to maintain and update 
this information. Regarding TC14-3, the District has consulted with Munis and they maintain the 
current fix is by journal entry for both the project ledger and the general ledger. The Executive 
Director of Business Services will ensure the processes and procedures are documented and will 
work with others to train staff as needed. At this time the District has determined what reports 
will be used to reconcile the project ledger and the general ledger and will include the 
information in the procedures of TC14-6. Also, at this time the District does not find it necessary 
to modify the job descriptions of the Principal Accountant and project Analyst. The 
responsibilities for the reconciliation process between the Munis Project Ledger and General 
Ledger will be defined in the procedures in response to TC14-6. The District has begun to 
assemble a binder of procedures and processes per this recommendation.  
 
VLS’s Assessment of Response by District 
 
VLS reviewed the District’s response and agrees that the response and planned action are 
appropriate to address the recommendation(s) made by VLS. VLS has not seen or reviewed the 
binder of procedures and process that the District has begun to assemble. 
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