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INDEPENDENT T REPORT ON
APPLYING AGREE®WPON PROCEDURES

Board of Education and Audit Committee
East IslipUnion Free School District
East Islip, New York

We have performed the proceduresiescribed in the following pages, which were agreed to by thEast Islip
Union Free School District (District), onthe facilities function of the District during the period July 1, 20D
through March 31, 2021.

AEA $EO00EAGI0 TATACA TATO £0 OAODTTOEAIA £10 administering this function.

This engagement to apply agreedipon procedures was performed in accordance with attestation standards
established by the American Institute of Certified Public Accountants. The sufficiency of the procedures is solely
the responsibility of the District. Consequently, we make no representation regarding the sufficiency of the
procedures either for the purpose for which this report has been requested or for any other purpose.

Our procedures and findings are described in théollowing pages.
We were not engaged to and did not conduct aexamination or review, the objective of which would be the

express suchano
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FACILITIES

Background:

The District has a Facilities Department (Department) that is responsible for maintenance and operations of the
elementary schools and the administration/child care building. TheAssistant Plant Facilities Administrator
(Administrator) is responsible for overseeing and managing the activitiesfothe Department and the
$APAOO T AT0I0 00AZE OEA( includes 1 MaintenanceCrew Chief Leaderl SeniorChief Qustodian, 1 Chief @stodian,

6 head custodians34 custodians 3 maintenance mechanics2 head groundsnen, 2 grounds workers, 2 clerical
employees, 8 substitute cleanersand 6 custodial aides (staff who work 20 hours per weekat the time of this
report. 4EA $ADAOO TAT00 general fund budget for fiscal year 202021 was $10,130,585 as ofApril 23, 2021

Our engagement included interviews with theDepartment staff (i.e., dministrator s,chief custodians and clerks),
0AGOETC T£ DAUOTII ATA POOAEACETC 00ATOAAGETTON ATA 0AOEAXETC DOTAAGOAG OAIAOAA 0T OEA $ADACO TATO0 budget

preparation; budget monitoring; inventory control; and vehicle usage, mileageand fuel consumption. The
payroll testwork covered 3 payroll cycles that includedtesting of 24 employees to ensure acuracy of their

contractual amounts or hourly rates when applicableOQur testwork alsoincluded a review of30 disbursements
totaling $790,226, paid to the selected 10large vendors and an additional 25 disbursements totaling $
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Select 25 additional disbursements from the Facilities Department accounts and review supporting
documentation to determine if applicable purchasing and disbursement policies and procedures have
been followed.

Review purchasing procedures with FacilitiessADAC) § AT00 BOTOEAROO < EAT AEAD AOA OANOEOAA ATA <EAT
OEA ATTOT00 AOA AATT>< OEA AEAAETC OANOEOA TATO00 0T ATOOOA AT T DIFATAA <E0E OEA $EOOOEAND DOOAEAGETC
policies and procedures and determine if there are opportunities for improvement

Review the Facilith0 $ADA00 TAT00 <TOE TOAAO POTAAOO and use of facilities proceduredo determine if
there are opportunities for improvement.

Review the Facilities Department budget for fiscal 202@1 and compare to the 201920 budget and
2019-20 actual results. Obtain eplanations for unusual variances. Review latest budget status report as
of date of field work and obtain explanations for any variances.

2A0EA > OEA &AAEIEOEAD SAPACO TAT0I0 TAOACO ETOATGTOU OAATOAO ATA OAIAA) A OA TDIA T& EOA WO 0T OAOEED OEAED
existence. In addition, compare purchases of inventory items from the Facilities Department

disbursements testing to ensure that these items were added to the inventory records accurately and
timely.

Findings:

Review of Board policies and District proceduresand interviews with appropriate personnel regarding internal
controls over staffing, time reporting, purchasing and invoice approval, budget preparation, budget monitoring,
inventory control, fuel, District vehiclesand other areas of responsibilityrelated to facilities found:

The District has Board policies related to facilities thainclude planning, development goals, closing,
naming, access to buildings, buildings and grounds management, buildings and grounds security,
purchasing and payroll.

The Departmd (i0 ¢ AA TETEO00AEOA A TBITUAAO AOA relatively new to the roles and have been active with
improving operations that includes establishing consistent protocolssetting up virtual meetings with
the staff,expanding the use of standardorms and using Googlesheets for inventory.

The District has standard practices related to the handling of change orders regarding capital projects.
We understand that the change orders require the proper approvals includingoard approval However,
this practice should bememorialized by creating a Board policy to formally document the handling of
change orders regarding processesapprovals and thresholds, if applicable.

The Department has many formal procedures related to key processes performed by the staff that
include the work order process, use of facilities, District vehicles, maintenance of major equipment, and
approval of timesheets and overtime, to hame a fewHowever, we found that there is a lack of written,
formal procedures to document the steps taken to compte these taskswhich is important in the event

of absences or retirements of the employees performing these duties.

There are procedures to perform maintenance of equipment (e.g., univents, HVAC, boilers, etc.), but the
Department lacks a detailed mairtnance plan to facilitate this processlhe use of a program or software
would create an efficient way to manage these activities.

The Departmentutilized PIN numbers in WinCap and now swipe cards are used with the new TimePiece
module of nVisionto track the attendance of the employeeshere are procedures in the Department to
monitor, track and approve staff attendance activities as required.

The Department monitors the purchases of inventory items (e.g., tools, equipment, etc.) for
reasonablenesge.g., frequent requests for the same itemsgnd the District applies the tags to the capital
-4-
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assets In addition, the Department has created Google sheets for the head custodians to include these
inventory items at their respective schools.

There are howse accounts with 4 local vendors that are used mainly when items are needed immediately
related to a project or job that requires such purchases. We found that there is opportunity for
improvement related to these procedures, since the Departmenteeds to define the protocols to
establishstrong internal controls and best practices due tohe risk of these activities

Review of the processes related to thBistrict vehicles related tousage, mileage and fuel consumptionoted:

The Department has formal pocedures and standard documents to monitor the reasonableness ech
District vehicleis condition, usage, mileage and fuel that includes the following:

All of the District vehicles are properly affixed withlogosand license plates clearly marking these
assets as District property.

The Department has set up the District vehicles with GPS tracking and the administrators review the
GPS reports monthly for reasonableness.

The employees are not allowed to drive théistrict vehicles to/from their home and all District
vehicles are parked in thedesignated parking






