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1 Fiscal Year 2017 

FINANCIAL INTERNAL CONTROL AND COMPLIANCE FINDINGS 

Findings, as they appear in the report, are grouped by the Shared Service Center (Center), the 
System Office, or individual colleges.  There are two appendices to the report, one that lists the findings 
in the order they appear in the report and one that groups the findings by topic. 

 
SHARED SERVICES CENTER 

 
2017-01: Encourage the Communication of Responsibilities for Shared Services 
Type: Internal Control 
Severity: Significant Deficiency 
Repeat: No 
 

The System has not implemented Service Level Agreements (agreements) between its Shared 
Services Center (Center) and the Community Colleges (Colleges).  While less than two years old, the 
Center currently provides five services without detailed, approved agreements communicating the 
responsibilities of each party.  As of April 2018, the Center provides: 

 

 Time, labor, and absence management services to the entire system; 
 

 Travel and expense services to the entire system, except for one college; 
 

 Procurement and accounts payable, otherwise known as Procure to Pay, service to 17 
colleges and the Virginia Community College System Office (System Office); 
 

 Payroll services to five colleges; and 
 

 Onboarding services to four colleges. 
 

While the System does have draft agreements for two of the five services (40%), none of the draft 
agreements are signed or clearly delineate processes, procedures, and controls assigned to each entity. 

 
System documents establishing the Center depict the agreements as a key foundational item of 

a successful shared services organization.  The agreements are to be designed to document specific 
expectations and shared goals, and to facilitate the conveyance of performance metrics in the course of 
the Center delivering services to the colleges.  Additionally, in the “Service Provider Agency” section of 
the Commonwealth Accounting Policies and Procedures (CAPP) Manual Topic 10305 – Internal Controls, 
primary agencies are strongly cautioned to ensure that agreements with service provider agencies 
clearly delineate processes, procedures, and controls assigned to each party to the agreement.  Service 
agreements must ensure that both parties fully understand their respective responsibilities under the 
agreement, and should be updated at least annually or when significant changes occur to the services 
provided. 
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The lack of clearly communicated responsibilities can lead to a poor understanding of 
expectations for staff at the colleges, the System Office, and the Center.  Without adequately 
documenting detailed internal controls and desk procedures governing each service provided, it will be 
difficult for management to evaluate the design of their internal controls for the System taken as a 
whole.  Additionally, management may struggle to hold parties accountable if the controls are not 
implemented or operationally effective. 

 
While System documents call for the creation of agreements and Commonwealth practices 

encourage detailed communication of expectations, the tone at the top of the System does not 
emphasize the development of detailed agreements prior to the implementation of services.  For 
example, Senior Executive System Management indicated that the Center’s activities were a service to 
the colleges and the students, and that the arrangement between the Center and the colleges and 
System Office was a partnership and therefore, agreements did not require formal signatures.  
Additionally, the Center’s management asserted that detailed agreements were not necessary and could 
function well as high-level documents. 

 
System management should encourage and support the implementation of detailed agreements.  

The agreements should document internal controls in sufficient detail to establish clear lanes of 
responsibility for all parties involved.  The System should ensure that parties agree to and accept their 
responsibilities, which they can acknowledge by signing and dating the agreements. 
 
2017-02: Through a Separate Evaluation, Monitor the Internal Controls of the Shared Services Center 
Type: Internal Control 
Severity: Significant Deficiency 
Repeat: No 
 

The System has not implemented a process for monitoring, through a separate evaluation, the 
internal controls related to services provided by the Center.  Specifically, the System has not 
implemented the Independent Verification & Validation (IV&V) function as designed in the documents 
establishing the Center’s governance structure.  Additionally, as required by Agency Risk Management 
and Internal Control Standards (ARMICS) issued by the Department of Accounts, the System has not 
performed an evaluation of the internal controls provided by the Center. 

 
The Center’s governance documents define successful governance as being achieved in part, by 

the IV&V function, which would report directly to the Management Council.  IV&V, which was designed 
to be performed by the System’s internal audit team, would fulfill several goals, including: evaluating 
whether colleges are fully leveraging the Center, ensuring the colleges and the Center are adhering to 
standard business practices, and verifying that the Center is meeting service commitments.  Additionally, 
the CAPP Manual Topic 10305, which sets the internal control standards for the Commonwealth, 
requires agencies to document, evaluate, and test controls and certify to the effectiveness of internal 
controls. 

 
As a result of the lack of a separate evaluation, the Chancellor, the Virginia Community College 

Board, and management do not have an objective evaluation that internal controls over shared services 
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provided by the Center to the Community College’s and System Office are properly designed, 
implemented, or operationally effective.  Additionally, the lack of a separate evaluation limits 
management’s ability to know of internal control deficiencies on a timely basis and take corrective 
actions. 

 
According to senior executive management at the System, no agreement has been reached on 

the amount of resources necessary to implement a separate evaluation of the Center and the services 
provided.  Senior executive management should dedicate the necessary resources to implement a 
separate evaluation as planned, design and implement a different process for obtaining a separate 
evaluation, or, through the ARMICS certification process, formally accept the risk of not having a 
separate evaluation. 
 
2017-03: Confirm that No Reconciliation is Appropriate 
Type: Internal Control 
Severity: Significant Deficiency 
Repeat: No 
 

The Center has not implemented a control for ensuring that no reconciliation is appropriate for 
employees that have zero Small Purchase Charge Card (SPCC) activity in a month.  CAPP Manual Topic 
20355 requires that when there are no charges for the month, the cardholder must notify their 
supervisor and the accounting office of that fact in writing, in lieu of reconciling the SPCC statement.  
CAPP Manual Topic 20355 further elaborates that the cardholder may send an email notification to the 
accounting office and copy their supervisor. 

 
The lack of a notification to management that a cardholder has zero charges prevents 

management from knowing if it reasonable for an employee not complete a reconciliation for a given 
month.  As result, when employees do not the complete the required reconciliation management does 
not know if it is because of zero activity on their SPCC or the employee did not complete the required 
reconciliation. 

 
As a result of the Center being a newer entity within the System, Center management was not 

aware of the CAPP Manual requirement for notification to supervisors for SPCC holders with zero activity 
in any month and did not set the expectation for staff to confirm in writing why a reconciliation was not 
performed.  Center management should ensure staff are aware of requirement to confirm in writing that 
no SPCC reconciliation is appropriate and management should use this information as a control to ensure 
staff are completing all required SPCC reconciliations. 

 
2017-04: Retain Supporting Documentation for Payments 
Type: Internal Control 
Severity: Significant Deficiency  
Repeat: No 
 

The Center did not retain invoice documentation for two payments.  One payment was done on 
behalf of Thomas Nelson Community College (Thomas Nelson) and the other payment was done on 
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Position Responsible: Manager of Facilities and Capital Outlay 
 
Completion Date:  October 31, 2018 

2017-18:  Report Allowance for Doubtful Accounts Quarterly 
 
Management Plan for Corrective Action for Thomas Nelson Community College: 

The College agrees that the allowance for doubtful accounts was not reflected on the first 

three quarters of the Quarterly Receivable Report. Thomas Nelson management analyzed the 

allowance calculation and determined that it was immaterial based on the review of the amount 

of the receivables being reported as past due was less than 1% of total receivables. For the last 

quarter report which is used for financial statement preparation, an allowance of $425 was 

reported.  

The college will ensure that the new business office manager accurately reports the 

allowance for doubtful accounts on all future receivable reports 

Position Responsible: Associate Vice President of Financial Services 
 
Completion Date:  October 31, 2018 

PAUL D CAMP COMMUNITY COLLEGE 

2017-19: Ensure Revenue Contracts Are Valid 
 
Management Plan for Corrective Action for Paul D. Camp Community College: 

Prior to the Service Level Agreement (SLA) with Thomas Nelson, Paul D Camp did not have 
a valid contract which adhered to the APSPM for vending services and commissions.  Paul D Camp 
has a joint contract with Thomas Nelson which is now administered by the Shared Services Center 
(SSC) of VCCS which was approved March 2017 and is still in effect.  Paul D Camp is now part of 
the VCCS Shared Service Center where procurement is managed for the college.  Through the 
Office of the Operations Manager, Paul D Camp will work with SSC to ensure all contracts are 
submitted through the requisition process in the state procurement system and formally 
approved and will follow APSPM procurement procedures.  Commission reports are received 
monthly from the contractor where the Operations Manager at Paul D Camp and the Local 
Accountant at Thomas Nelson will ensure the commissions are calculated accurately and paid 
according to the contract. 

Position Responsible: Paul D. Camp Community College Operations Manager 
 
Completion Date:  The College has taken immediate action to ensure all                             

contracts are submitted to the SSC through the state procurement system. 
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2017-20: Ensure Leave Liability Report is Complete 
 
Management Plan for Corrective Action for Paul D. Camp Community College: 

 Under a Service Level Agreement, Thomas Nelson Community College prepares the 
financial statement schedules on behalf of Paul D. Camp Community College.  For FY17, Thomas 
Nelson Community College was responsible for the completion of the Virginia Community College 
System’s Annual Financial Statement Schedules including Schedule 7 which is used to report 
accrued leave liability.   
 

Payroll for Paul D Camp is now the responsibility of the Virginia Community College’s 

Shared Service Center and the SSC will be completing Schedule 7 for FY2018 for Paul D Camp 

Community College and submitting to Thomas Nelson Community College’s Office of Finance and 

Administration for inclusion in the College’s Financial Statements Schedules.   

 Position Responsible: Payroll Manager for VCCS Shared Services Center 
 

Completion Date:  The Payroll Department at Shared Service Center will ensure all 

employees are properly accounted for FY2018 effective July 2018. 

2017-21: Implement Proper Procedures for Classifying Missing Assets 
 
Management Plan for Corrective Action for Paul D. Camp Community College: 

Personnel at Paul D Camp Community College who is responsible for handling Fixed Assets 
was not aware of Section 3 of the System’s Capital Asset Policies and Procedures Manual which 
requires that items missing during a physical inventory to be classified as “lost” and not 
immediately classified as “disposed” in the system.  Training has been administered and the 
individual is now properly trained and understands Section 3 of the System’s Capital Asset 
Policies and Procedures Manual. The College will ensure all individuals working with Fixed Assets 
are trained on the Fixed Asset Manual. 
 
 Position Responsible: Paul D. Camp Community College Operations Manager 
 

Completion Date: Additional training on the System’s Capital Asset Policies and 
Procedures Manual will be administered by December 2018. 

 
2017-22: Establish Chain of Custody Protocol for Critical Documentation 
 
Management Plan for Corrective Action for Paul D. Camp Community College: 

The HR Director for Paul D Camp has reviewed the College’s Policy 308, Human Resource/ 
Management Responsibility and Policy 480 Records Management Program.  These policies will 
be updated to specifically address the maintenance and retention of Federal Work Study 
Students’ employment files.  The HR Director will meet with the Director of the college’s Federal 
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Work Study Program to ensure the policies are being properly administered.  The current process 
is to require the completion of the College’s Notice of Separation form for all student employees, 
regardless of whether the separation is initiated by the student, supervisor or financial aid. This 
is noted in the Federal Work Study Handbook.  All supervisors are required to complete the 
Notice of Separation from all exiting employees. 

 
The HR director will perform an internal review of the Federal Work Study Students’ 

employment files within six months to assure policy compliance.  The HR Director will also review 
and update all policies and enforce these policies in regards to all personnel files. 

 
 Position Responsible: Paul D. Camp Community College Human Resource Manager 
 

Completion Date: 
 
Review Policy 305 Human Resource Management /Responsibility and Policy 480 Records 
management Program by June 30, 2018. 
 
Perform an internal review of Federal Work Study Students’ employment files by June 30, 
2018. 
 
Review and update policies of Federal Work Study employees related to employment files 
by September 30, 2018. 
 
Train all college supervisors on the procedures for the Notice of Separation form for the 
College by September 30, 2018. 
 
Update existing policies and procedures in regards to all personnel files by December 31, 
2018. 
 

SOUTHSIDE VIRGINIA COMMUNITY COLLEGE 
 
2017-23: Reconcile Benefits System to Other Systems 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

Southside has been confirming the VRS Snapshot in the benefits system prior to 
reconciliation due to the absence of payroll staff and lack of resources in Human Resources.  
Southside’s payroll services are now being performed by the Shared Services Center for the 
Virginia Community College System.  The VRS reconciliation is a part of those services and will 
begin in July 2018. 

 
   Position Responsible: SVCC HR Director in conjunction with the SSC 

 
Completion Date: July 10, 2018 
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2017-24: Improve Human Resources Data Reconciliation Procedures 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

Southside Virginia Community College (The College) is performing reconciliations over 
The College’s human resources management system.  The College’s human resources 
management system does not interface with the Commonwealth’s human resources system; 
therefore, when the Human Resources Department makes a change in the College’s human 
resources management system, they also must make a change in the Commonwealth’s human 
resources management system. The College completes a monthly reconciliation of the 
Commonwealth’s human resources system to the College human resource management system 
but does not have a formal process for this function.  Southside will implement a formal process 
for this reconciliation. 

 
The $13,535 error discovered by the auditor was not due to incorrect salary data or failure 

to reconcile systems, rather to an isolated employment instance and calculation that was not 
covered in the VCCS Leave Liability instructions/report.  The employee was on a leave of absence 
with partial pay, which was keyed correctly into the Commonwealth’s human resources system 
and the College’s human resources management system according to instructions.  This included 
adding the number of hours the employee would work while in that status. When the leave 
liability was generated, it calculated her hourly rate with the reduced hours which affected the 
leave liability line item. 

The College will address this problem with the VCCS to prevent future miscalculations 
with either a change to the program or an additional review step at the College level.  

 
   Position Responsible: SVCC HR Director 

 
Completion Date: August 16, 2018 

 
2017-25: Improve Internal Controls over Terminated Employees 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

Southside Virginia Community College personnel are not properly completing the 
termination process for employees that have terminated employment with the College.  The 
College is currently using a software program for Exits.  This is not an efficient program because 
it does not send out automatic reminders and requires manual, human oversight daily to ensure 
compliance.  The College will develop and implement an Exit process in the offboarding system 
to process exits.  The offboarding system has embedded, automatic reminders along with a 
dashboard for Human Resources to track progress.   

    
   Position Responsible: SVCC HR Director 
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Completion Date: September 10, 2018 
 

2017-26: Deactivate Terminated User Access Timely 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

In conjunction with item 2017-26, the exit system at Southside Virginia Community 

College will be replaced with an offboarding system to provide timely reminders for terminations. 

The VCCS procurement/IT security/system administration Shared Services team will deliver both 

the procurement system and security administration services.  The college is in the first 

implementation wave to begin on Monday, July 2, 2018.  The College Coordinator will be able to 

track the notifications of terminations through the VCCS ticketing system instead of waiting on 

email response from the DGS representative.  The College Coordinator will post a monthly 

reminder on the Southside Workplace page to remind supervisors to submit termination notices 

per the college policy.   

   Position Responsible: SVCC Software Applications Systems Administrator 
 
Completion Date: July 2, 2018 

 
2017-27: Maintain Legal Agreements 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

The Administrative Assistant to the Vice President of Finance and Administrative Services 

will maintain files physically and electronically for all contracts for Southside Virginia Community 

College and will also maintain a spreadsheet for all revenue contracts and expenditure contracts.  

The Administrative Assistant will verify that the proper revenue payments are being remitted to 

the college according to the contractual requirements.  This will be reviewed regularly by the 

Vice-President of Finance and Administration. 

    
   Position Responsible: Vice President of Finance and Administration 

 
Completion Date: August 1, 2018 

 
2017-28: Improve Fixed Asset Inventory and Tracking 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

SVCC has edited the college's current Fixed Asset Policy as of June 26, 2018 to more 

efficiently and effectively meet the guidelines set forth in CAPP Topic No. 30505 and in the VCCS 

Capital Asset Policy.  The revised policy includes implementing a Sampling Methodology to be 

conducted periodically to verify groups of fixed assets based on a sampling plan chosen by the 
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Fixed Asset Coordinator in addition to the bi-annual physical inventory count.  This process will 

be implemented July 1, 2018. 

 

The SVCC VP of Finance and Administration will communicate to the leadership team the 

importance of Fixed Asset Inventory control and tracking; encouraging them to have their faculty 

and staff properly affix assigned inventory tags to equipment, notify the business office of 

location changes of equipment, surplus equipment that is damaged or not used within a certain 

time frame, and notify the business office of lost, stolen or surplus equipment.  These points will 

be discussed with President’s Staff, communicated to all faculty and staff at annual fall 

convocation scheduled for August 16, 2018 and sent as a written communication. 

  

The SVCC accountant has requested and obtained additional guidance from VCCS and APA 

on assigning nomenclature codes/profile IDs to assets (which assign a useful life) and has 

requested guidance on how to adjust useful life of items that may have been added with an 

incorrect nomenclature code to more accurately assign useful life within the asset management 

system. 

 

Position Responsible:  Accountant (Financial Services Specialist I) 

Completion Date:  July 1, 2018 

 

2017-29: Verify Daily Cash Settlement Reports Timely 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

Southside Virginia Community College maintains cashier’s offices on the Christanna 

Campus and the Daniel Campus.   The office on each campus is staffed by a full-time cashier and 

a part-time cashier who accept funds, deposit funds, key these deposits into the accounting 

system, and prepare a Daily Cash Settlement Report each day.   The cashiers on each campus will 

scan their daily cash settlement report and all backup into a shared google drive each day.  The 

other campus cashiers will review and verify their counterparts’ daily cash settlement within two 

days of occurrence. 

Position Responsible:  Business Manager 

Completion Date:   July 1, 2018 

2017-30: Ensure Revenue Journal Entries Are Approved Timely 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

The Computer Operations Technician runs the daily revenue journal entries from the 

student information system and emails these journal entries to the part-time cashier and the 
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Business Office Specialist.  The part-time cashier keys these entries into the accounting system 

when received.  In her absence, the Business Office Specialist will ensure that these entries are 

keyed and given to the Business Manager or the Accountant to review and post.  The Business 

Office Specialist will maintain a spreadsheet  to ensure that all revenue general ledger entries are 

accounted for and keyed and posted into the accounting system accurately and at all times within 

three business days of occurrence.   

Position Responsible:  Business Manager 

Completion Date:   July 1, 2018 

2017-31: Improve Controls Over Payroll Processing 
 
Management Plan for Corrective Action for Southside Virginia Community College: 

Payroll reconciliation was being performed at the College, however with no remaining 
payroll staff it was difficult to present evidence of this activity.  In a closer review of the 
documentation provided in the audit (document titled: 2016 33 reconciliation), SVCC offers the 
following clarification regarding maintaining control totals as audit evidence supporting that 
these items were being reconciled or had no balances to reconcile:  

 
 OASDI Company Taxable Wages - Employee OASDI Taxable 
 HI Company Taxable Wages - Employee HI Taxable Wages 
 Medicare Employee Wages - 0 for the year, no totals to track/reconcile 
 Medicare Company Wages - 0 for the year, no totals to track/reconcile 
 Earned Income Credit Payments - No totals to track 
 Medicare Employee Tax Withheld - 0 for the year, no totals to track/reconcile 
 Medicare Company Tax Paid - 0 for the year, no totals to track/reconcile 
 

Southside’s payroll services are now being performed by the Shared Services Center for 
the Virginia Community College System.  Payroll reconciliation and payroll post-certification 
review is a part of those services and will begin in July 2018. 

 
Position Responsible: SVCC HR Director in conjunction with the SSC 
 
Completion Date:  July 1, 2018 

EASTERN SHORE COMMUNITY COLLEGE 
 
2017-32: Improve Benefits System Reconciliation Process 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will compose and adopt a written procedure for reconciling the VRS data 

for each snapshot confirmation to ensure completion of the snapshot by the 10th of the following 
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month.  The “HR System Cancelled Records” reports will be run and reviewed on a regular basis 

as part of the reconciliation process.  Management will monitor adherence to written policies to 

ensure that the reconciliation between the HR system and benefits system is performed 

appropriately. 

Position Responsible: ESCC Human Resources Manager 
 
Completion Date:  December 31, 2018 

2017-33: Improve Process over Employee Terminations 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

In coordination with the Information Technology Department, Human Resources 

Department and Payroll Department, management will develop and implement an Exit Process 

that will ensure compliance with the audit findings. 

  Position Responsible: ESCC Human Resources Manager 

  Completion Date: August 31, 2018 

2017-34: Improve Human Resources Data Reporting Procedures 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will compose and adopt stronger protocols for ensuring that salary changes 

to staff are entered into both the College system and the Commonwealth system more timely, 

and with greater accuracy.  Written policies and procedures will be improved to include more 

comprehensive instructions on data discrepancy and resolution.  

 
Position Responsible: ESCC Human Resources Manager 
 
Completion Date:  December 31, 2018 

2017-35: Improve Documentation of Policies and Procedures 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will prioritize and allocate resources needed in order to comprehensively 
document departmental policies and procedures.  

 
Position Responsible: Vice President of Finance and Administration 
 
Completion Date:  June 30, 2019 
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2017-36: Improve Fixed Asset Controls  
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will work with Fixed Asset Coordinator to make sure that all fixed assets are 
coded in the college’s asset management system and all transactions are recorded timely in the 
asset management system.  Additionally, ESCC will adhere to CAPP Topic 30705, whereby a 
physical inventory is taken every two years with discrepancies resolved timely, and surplus 
property is properly accounted for and reviewed by management. 

 
Positions Responsible: Vice President of Finance and Administration  

    Fixed Asset Coordinator 
 
Completion Date:  December 31, 2018 

2017-37: Properly Approve P-3 Forms 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will review the P-3 and P-3a forms and determine whether to create an 
official ESCC form as a suitable substitute.  The Human Resources Manager will review the P-3/P-
3a/substitute forms submitted to ensure that the forms are signed by an approving authority.     

 
Position Responsible: ESCC Human Resources Manager 
 
Completion Date:  September 30, 2018 

2017-38: Properly Maintain Faculty Records 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

Management will work with the Human Resources office and the Academic VP’s office to 
relocate all adjunct faculty files to the Human Resources office.  The Human Resources Manager 
will develop procedures for the removal adjunct faculty files when needed by the Academic VP’s 
office.  

 
Position Responsible: ESCC Human Resources Manager 
 
Completion Date:  December 31, 2018 
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BLUE RIDGE COMMUNITY COLLEGE 
 
2017-39: Ensure Accuracy in Reporting Accrued Payroll 
 
Management Plan for Corrective Action for Blue Ridge Community College: 

The data retrieved for State Schedule 5 is a manual process.  The Payroll Coordinator will 

review data for discrepancies and complete a comparison analysis of prior year amounts before 

submission to the business office.  

Position Responsible: Director of Finance and Facilities 
 
Completion Date:  July 2018 

2017-40: Perform Monthly Reconciliations Between the Benefits System and Other Systems 
 
Management Plan for Corrective Action for Blue Ridge Community College: 

Before the benefits system Snapshot Certification, the Payroll Coordinator will provide 

the necessary PAT Report to the Benefits Administrator; the Benefits Administrator will compare 

the PAT Report to the Pre-Snapshot File in the benefits system.  Together, the Benefits 

Administrator and Payroll Coordinator will review the snapshot totals to determine if they match 

prior month payroll system deduction reports.  When identified discrepancies occur, the Benefits 

Administrator and Payroll Coordinator will work together to determine the cause and ensure they 

are corrected; documentation will be maintained in the monthly reconciliation files showing 

causes and corrections.  At the end of the month, in the Post-Certification Process, the Payroll 

Coordinator PC and Benefits Administrator will review necessary DOA reports to ensure all past 

discrepancies have been corrected. 

Position Responsible: Human Resources Director 
 
Completion Date:  Fall 2018 

2017-41: Improve Controls over Employee Terminations 
 

Management Plan for Corrective Action for Blue Ridge Community College: 

HR Staff will work with Technology Services and the College’s Webmaster to develop an 

online/electronic separation checklist process for ALL classifications of employees (including full-

time, wage, adjunct, and student workers).  This separation and checklist process will be initiated 

by managers as soon as they are aware that an employee is intending to separate employment.  

HR Staff will follow up to ensure all checklist items are completed when employee is terminated 

in all systems. 
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To ensure employees are terminated in a timely manner, HR Staff will continually review 

DOA Report 861 and will coordinate timely terminations with all Divisions and Departments.  

According to the DOA Report 861, employees who have not been paid in the past 12 months will 

be terminated in all systems unless they have a signed contract for the current or following 

semester completed and on file with HR. 

Position Responsible: Human Resources Director 
 
Completion Date:  Fall 2018 

2017-42: Obtain Commonwealth Purchasing System Acceptable Use Agreements 
 

Management Plan for Corrective Action for Blue Ridge Community College: 

The Information Technology Office has been trained to require the Acceptable Use 

Agreement and the form is identified on the internal checklist.  The number of new users for the 

purchasing system is extremely limited.  The Procurement Officer will request a copy of the 

Acceptable Use Agreement for each new user as verification. 

Position Responsible: Director of Finance and Facilities 
 
Completion Date:  Immediately 

2017-43: Properly Monitor Revenue Contract Deliverables 
 
Management Plan for Corrective Action for Blue Ridge Community College: 

The Procurement Officer and Director of Finance & Facilities will improve contract 
language to ensure business office staff and vendors understand commissions must be received 
by the due date not postmarked and that detailed sales reports are required.  The Procurement 
Officer will contact the vendor when commissions and reports are not received by the due date. 

 
Position Responsible: Director of Finance and Facilities 
 
Completion Date:  Fall 2018 

NORTHERN VIRGINIA COMMUNITY COLLEGE 
 
2017-44: Document Justification for Prepaying Expenses 
 
Management Plan for Corrective Action for Northern Virginia Community College: 

When an invoice is properly approved following established order and receiving 

procedures, NVCC considers the expenditure both justified and beneficial to the college.  Most 

of the prepaid items fall under CAPP Manual topic 20310 paragraph Allowable Advance 

Payments:  Written Contracts, Leases, or Agreements.  This paragraph encourages but does not 
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require monthly or quarterly invoicing.  Many prepaid items are annual maintenance contracts 

which is the preferred vendor invoice period or facility lease payments where the commitments 

are long-term.   

NVCC made a diligent effort to watch for prepayments extending longer than a year.  

When the College enters into a multi-year agreement, a request is made to the vendor to invoice 

NVCC on an annual basis.  NVCC will continue to watch for and enforce this policy.  NVCC will also 

document the process used to determine that the prepayments are in compliance with CAPP 

Manual Topic 20310.   

Position Responsible: Controller 

Completion Date: June 30, 2018 

2017-45: Report Missing Assets 
 
Management Plan for Corrective Action for Northern Virginia Community College: 

NVCC’s Administrative Services Procedures Manual (ASPM) last updated in July of 2016, 

serves as the managing document for proper inventory control; yet, ASPM Section 12.2 include 

procedures regarding stolen, missing, damaged, or destroyed property that do not accurately 

reflect the practices followed by the college staff when removing lost or stolen equipment from 

inventory.  This inaccuracy resulted in discrepancies between the tested process (per ASPM 12.2 

and 12.3.3 written policy) and the process utilized by staff.  

NVCC fully recognizes the need for improved control of its assets, including updated 

policies and procedures that will accurately define how and when lost, stolen, and missing items 

shall be reported to Risk Management and/or the NOVA Police, with applicable forms, regardless 

of book value. In addition, the college is currently reorganizing the staff involved in fixed asset 

management processes (Campus Warehouse/Storeroom Staff, Central Warehouse Staff).  As a 

result of this restructuring, the warehouse and campus storeroom staff shall be centrally 

managed by a newly defined Property Control & Warehouse Services Manager position who will 

have the responsibility of upholding fixed asset procedures with direct supervisory oversight 

(college-wide).  This centralized span-of-control on the process will allow for added process 

controls, and the ability to ensure consistent and accurate application of fixed asset policies and 

procedures at all of the college’s locations. 

Position Responsible: Associate Vice President, Administration 

Completion Date: December 31, 2018 
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2017-46: Develop Procedures for Identifying Terminated Wage Employees 
 
Management Plan for Corrective Action for Northern Virginia Community College: 

The supervisor is the first person to become aware of wage employees who are no longer 

working.  Supervisors are responsible for reminding employees to complete the HR:  Letter of 

Resignation/Retirement form (105-021) prior to their departure.  If the employee leaves without 

submitting the form, the supervisor is responsible for completing the form immediately after the 

last day of employment.  An e-mail notification to all the supervisors was sent out in July 2017 

reminding them of this responsibility. 

To ensure timely removal of wage employees from NVCC systems, HR will conduct 

monthly audits of all wage employees and send the list of these employees to the supervisors.  

Supervisors will be asked to review the list to identify wage employees who have left and 

instructed to complete the 105-021 to terminate the employees immediately.  Additionally, 

another email will be sent out, reminding supervisors of their responsibility to remind employees 

who are departing to complete the 105-021 form or to complete the form on behalf to the 

employee if the employees leaves without completing the form. 

Position Responsible: Director of Human Resources 

Completion Date: December 31, 2018 

2017-47: Improve Document Retention for Payroll 
 
Management Plan for Corrective Action for Northern Virginia Community College: 

Over the last several years, Human Resources (HR) has transitioned to a document 

imaging system (image now) that provides greater security of personnel records, eliminates time 

consuming tasks and creates gained efficiency in business practices.  All personnel files of hourly 

and salaried employees have been scanned.  NVCC is in the process of scanning the adjunct files.  

In addition, all new employee documents are scanned.  Any missing records identified during the 

audit were likely because hard copies were not available to scan. 

HR continues to make improvements.  The personnel records that are scanned are now 

secure and records are only viewable/editable by the HR staff.  NVCC’s current process is that 

supervisors are responsible for entering the correct budget code when completing the Position 

Management page in NVCC’s applicant tracking system to fill a position.  The budget codes are 

reviewed by the budget office.  Once a candidate is hired, the payroll coding and salary 

information are copied to the TPS report in the onboarding system.  If any budget changes take 

place after the hire, supervisors complete the Personnel Action Form (105-094) and HR ensures 

that the record is entered into the personnel file in image now and shared with payroll to update 

the payroll system. 

Position Responsible: Director of Human Resources 
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Completion Date: December 31, 2018 

J. SARGEANT REYNOLDS COMMUNITY COLLEGE 
 
2017-48: Improve Process over Petty Cash 
 
Management Plan for Corrective Action for J. Sargeant Reynolds Community College: 

The College will coordinate with the System office by June 30, 2018 to ensure the 

recording of the local petty cash account in the General Ledger and Local Schedule 2 for financial 

statements purposes for FY18. Effective July 1, 2018, Reynolds will have dissolved the locally-

funded petty cash and will process travel advances using local agency funds. In addition, Reynolds 

will continue to maintain compliance with all policies outlined by the CAPP Manual and VCCS. 

Positions Responsible: Accounting Manager and Senior Fiscal Technician 

Completion Date:  July 1, 2018. 

2017-49: Improve Internal Controls over Terminated Wage Employees 
 
Management Plan for Corrective Action for J. Sargeant Reynolds Community College: 

The Office of Human Resources proposes the following changes to the separation process 
for part-time employees: 

 The Office of Human Resources will conduct a monthly review of wage positions and will 
move to “separated” in the VCCS human resource system those wage employees who have 
not worked in three (3) months.  The hiring manager will be notified of this action, as well the 
Department of Technology so that information systems access may be terminated.   

 

 The Office of Human Resources will develop a supervisor’s sign-off form which the hiring 
manager will be required to sign verifying that either a) the part-time employee was not 
issued any Commonwealth property; or b) the supervisor has collected all Commonwealth 
property issued to the part-time employee.  This form will be returned to the Office of Human 
Resources and will be maintained in the employee’s official personnel file. 

 
Position Responsible: Recruitment and Wage Employment Coordinator (Office of 

Human Resources) 

Completion Date:  The proposed revisions to Reynolds Policy 3.16, Employee 

Separation from College Service, will be completed and presented to the Reynolds 

Leadership Council (RLC) by June 28, 2018. 
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FEDERAL INTERNAL CONTROL AND COMPLIANCE FINDINGS 

STUDENT FINANCIAL AID FEDERAL ACCREDITATION 
 

RAPPAHANNOCK COMMUNITY COLLEGE 
 

2017-50: Improve Reporting to National Student Loan Data System 
 
Management Plan for Corrective Action for Rappahannock Community College: 

Rappahannock Community College will devote the time and resources necessary to follow 

existing policies and procedures as related to updating files and will perform a comprehensive 

review of current enrollment reporting policies and procedures.  Management will implement a 

quality control review (QCR) process to monitor the submission of enrollment batches whereby 

the batches are processed by the Student Records and Information Manager and reviewed by 

the College Registrar to prevent future noncompliance. 

Position Responsible: Coordinator of Financial Aid 

Completion Date: August 1, 2018 

2017-51: Properly Perform Title IV Calculations 
 
Management Plan for Corrective Action for Rappahannock Community College: 

Management will evaluate current policies and procedures for calculating Title IV returns 

to ensure they are compliant with the Code of Federal Regulations and Education guidelines.  

Management will strengthen procedures for identifying a student’s last date of attendance and 

ensure that funds are returned to the Department of Education timely.  The Financial Aid Office 

will process students included on the R2T4 report on a weekly basis.  A recurring reminder will 

be established to check on the prior semester for any grade changes that would cause the student 

to show late on the R2T4 list.  A spreadsheet was created to track students as a secondary level 

of review to ensure that calculations are accurate.  The calendar that is loaded in the system is 

also reviewed and Sundays are now included in the calendar when calculating holiday breaks.  

 The College will be hiring a new Coordinator of Financial Aid that will work closely with 

the employee completing the R2T4 transactions to ensure that calculations are being completed 

in accordance with federal regulations. 

Position Responsible: Coordinator of Financial Aid 

Completion Date: July 2, 2018. 
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2017-52: Identify and Address Reconciling Items Timely 
 
Management Plan for Corrective Action for Rappahannock Community College: 

Management will evaluate current policies and procedures for completing federal 

financial aid reconciliations to ensure that the current procedures specify the time frame and 

manner with which to resolve reconciling items.  During the reconciliation process, any 

reconciling items will be identified and addressed in a timely manner.  Management will research 

the reconciling item identified during the audit and take corrective action to resolve the 

discrepancy.   

Position Responsible: Business Manager  

Completion Date: August 1, 2018. 

EASTERN SHORE COMMUNITY COLLEGE 
 
2017-53: Improve Reporting to National Student Loan Data System 
 
Management Plan for Corrective Action for Eastern Shore Community College: 

The College understands that the accuracy of Title IV student loan records depends 

heavily on the enrollment information reported by schools.  

The effective enrollment status date was incorrectly reported to NSLDS because the 

National Student Clearinghouse was changing the confer date on ESCC’s upload file to the last 

day of exams for the semester. The Registrar contacted the Clearinghouse concerning the 

incorrect reporting of the effective enrollment status date and asked that they not change our 

confer date. We will continue to monitor NSC reports to verify this request is being followed.   

In regards to the timeliness of enrollment status reporting and the inaccurate reporting 

of the enrollment status, the VCCS has successfully implemented unofficial withdrawal logic in 

the National Student Clearinghouse process. The unofficial withdraw logic will automatically 

report this information in the monthly upload process. To ensure the accuracy of the data 

submitted, the Financial Aid Coordinator will work with the Registrar to review and correct error 

reports and resubmit them to the National Student Clearinghouse.  

Position Responsible: Financial Aid Coordinator 

Completion Date: October 31, 2018. 
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STATE BOARD FOR COMMUNITY COLLEGES 
As of June 30, 2017 

 
 

James Cuthbertson, Chair 
Eleanor B. Saslaw, Vice-Chair 

 
 

Carolyn S. Berkowitz Idalia P. Fernandez 
Nathaniel L. Bishop Douglas M. Garcia 

Thomas A. Brewster Susan Tinsley Gooden 
David E. Broder William C.  Hall, Jr. 
Benita Thompson Byas Joseph F. Smiddy 
Darren Conner  Walter A. Stosch 

Robin Sullenberger 
  



 

 

76 Fiscal Year 2017 

COMMUNITY COLLEGE PRESIDENTS 
As of June 30, 2017 

 
Blue Ridge Community College Dr. John A. Downey 
 
Central Virginia Community College Dr. John Capps 
 
Dabney S. Lancaster Community College Dr. John J. Rainone 
 
Danville Community College Dr. Bruce R. Scism 
 
Eastern Shore Community College (Interim President) Dr. William T. Greer, Jr. 
 
Germanna Community College Dr. Janet Gullickson 
 
J. Sargeant Reynolds Community College Dr. Gary L. Rhodes 
 
John Tyler Community College Dr. Edward Raspiller 
 
Lord Fairfax Community College Dr. Kim Blosser 
 
Mountain Empire Community College Dr. Kristen Westover 
 
New River Community College Dr. Patricia B. Huber 
 
Northern Virginia Community College Dr. Scott Ralls 
 
Patrick Henry Community College Dr. Angeline D. Godwin 
 
Paul D. Camp Community College Dr. Daniel Lufkin 
 
Piedmont Virginia Community College Dr. Frank Friedman 
 
Rappahannock Community College Dr. Elizabeth H. Crowther 
 
Southside Virginia Community College Dr. Alfred A. Roberts 
 
Southwest Virginia Community College Dr. Tommy Wright 
 
Thomas Nelson Community College Dr. John T. Dever 
 
Tidewater Community College Dr. Edna Baehre-Kolovani 
 
Virginia Highlands Community College Dr. Gene C. Couch, Jr. 
 
Virginia Western Community College Dr. Robert H. Sandel 
 
Wytheville Community College Dr. Dean Sprinkle 
 


