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Norman MacQueen, Controller

To:

Carolyn B. Welsh, Sheriff

Introduction
On December 21, 2015, Internal Audit completed an audit of the Office of the Sheriff (Sheriff).
Christian J. Kriza was the auditor-in-charge and was assisted by other members of the audit staff.
Internal Audit is required by the Pennsylvania County Code to review county offices annually to
ensure compliance with policies and procedures and to assess their overall internal control
structure. The scope of our audit included a review of the following:









Cash and Petty Cash
Imprest Fund
Liabilities/Accounts Receivable
Cash Receipts
Manual Receipts
Cash Disbursements
Voided Transactions
Weapons Inventory

We conducted our audit in accordance with generally accepted auditing standards and standards
applicable to financial audits contained in Government Auditing Standards published by the
Comptroller of the United States. We have also issued our Independent Auditor’s Report on
Internal Control over Financial Reporting and on Compliance and Other Matters concurrent with
this Management Letter. Disclosures and other information in that Report (also dated December
21, 2015) should be considered in conjunction with this Management Letter.
Executive Summary
The management and staff of the Sheriff are in all material respects, in compliance with policies
and procedures imposed by the County of Chester and by the Sheriff. Internal Audit noted no
significant deficiencies or material weaknesses in the overall internal control structure.
Internal Audit did, however, note several matters of a lesser significance involving internal
controls and compliance with policies and procedures. These matters have all been included
within this management letter. Based on Internal Audit’s testing and observations, it is our
opinion that these deficiencies are not the result of negligence or deliberate misconduct, but are
instead the consequence of one or more of the following:



Oversight
Human Error

We want to thank the management and staff of the Sheriff for their cooperation and assistance
during the course of this audit. We have provided herein a copy of our “Audit Findings and
Recommendations” for your review and comment. Please feel free to contact our office at (610)
344-5906 should you have any questions or concerns.

COUNTY OF CHESTER
OFFICE OF THE SHERIFF
SUMMARY OF FINDINGS AND RECOMMENDATIONS
FOR THE YEAR ENDED DECEMBER 31, 2014

Cash and Petty Cash
Cash is reconciled and reviewed at 100%. Petty cash is counted during the course of the on-site
fieldwork.
There were no internal control or procedural weaknesses noted.
General Finding: Interest
Interest is reconciled and reviewed at 100% specifically to ensure accurate and timely recording.
Finding 1: Interest
Internal Audit noted that the Sheriff’s Office did not record surcharge interest for the
month of January in a timely manner. It was eventually recorded in April.
Recommendation
Internal Audit recommends that the Sheriff record interest in the following month it is
received from the bank.
Auditee Response
See pages 7-9 for Auditee Response.
Imprest Fund
The Imprest Fund Account is reconciled and reviewed at 100%; specifically to ensure accurate
receipt and disbursement of imprest funds. A sample size is selected in order to verify that
proper procedures are being adhered to. The sample size tested for the year ended 12/31/14 was
15 out of a population of 21 reimbursement checks generated in 2014.
There were no internal control or procedural weaknesses noted.
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COUNTY OF CHESTER
OFFICE OF THE SHERIFF
SUMMARY OF FINDINGS AND RECOMMENDATIONS
FOR THE YEAR ENDED DECEMBER 31, 2014

Liabilities
Liability balances are reconciled and reviewed at 100%; specifically to ensure accurate recording
of liabilities and the verification of subsequent payments following year end.
There were no internal control or procedural weaknesses noted.

For the following areas, transactions are reviewed on a sample basis according to risk. The
current year risk assessment is based on prior year audit results.
Accounts Receivable
The sample size tested for the year ended 12/31/14 was 10 out of a population of 215 accounts
receivable.
There were no internal or procedural weaknesses noted within our sample.
Cash Receipts
The sample size tested for the year ended 12/31/14 was 20 out of a population of 26,312 receipts
generated in 2014.
There were no internal or procedural weaknesses noted within our sample.
Manual Receipts
There were no manual receipts used in 2014, however, Internal Audit did note the following
control weakness during the audit:
Finding 2: Manual Receipts
The Sheriff was unable to locate the “existing” manual receipt book at the time it was
requested by the auditors. Nearly a month later, the manual receipt book that had been
used in prior years was found and provided to Internal Audit for their review. In addition,
a second manual receipt book was also located and presented for review. It appears that
the Sheriff obtained and used a new receipt book in the absence of the original receipt
book instead of researching the missing book and unused receipts.
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COUNTY OF CHESTER
OFFICE OF THE SHERIFF
SUMMARY OF FINDINGS AND RECOMMENDATIONS
FOR THE YEAR ENDED DECEMBER 31, 2014

Manual Receipts (Continued)
Recommendation
Internal Audit recommends that the Sheriff take greater care when securing and storing
the manual receipt book.
Auditee Response
See pages 7-9 for Auditee Response.
Cash Disbursements
The sample size tested for the year ended 12/31/14 was as follows:


20 Operating Account disbursements (checks) out of a population of 11,418
disbursements (checks) generated in 2014.



10 material Operating Account disbursements (checks) out of a population of 56 material
disbursements (checks). A check in the amount of $40,000 or over is considered to be a
material disbursement, with the exception of normal reoccurring payments.
There were no internal or procedural weaknesses noted within our sample.

Voided Receipts
The sample size tested for the year ended 12/31/14 was 20 out of a population of 557 receipts
voided in 2014.
There were no internal or procedural weaknesses noted within our sample.
Voided Disbursements
The sample size tested for the year ended 12/31/14 was 15 out of a population of 232
disbursements voided in 2014.
There were no internal or procedural weaknesses noted within our sample.

4

COUNTY OF CHESTER
OFFICE OF THE SHERIFF
SUMMARY OF FINDINGS AND RECOMMENDATIONS
FOR THE YEAR ENDED DECEMBER 31, 2014

Weapons Inventory
The sample size tested for the year ended 12/31/14 was as follows:


73 weapons out of a population of 732 weapons maintained on the control log of
weapons currently in possession by the Sheriff.



16 weapons out of a population of 157 weapons maintained on the control log of
weapons removed from Sheriff’s possession in 2014.
Finding 3: Weapons Inventory
Internal Audit noted the following:
Internal Audit noted that in two (2) instances, a weapon located on the control log of
weapons currently in possession by the Sheriff was in fact appropriately removed from
possession of the Sheriff and the logs were not updated to reflect that change.
Recommendation
Internal Audit recommends that the Sheriff update the control logs each time a change is
made to weapons inventory.
Auditee Response
See pages 7-9 for Auditee Response.
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COUNTY OF CHESTER
OFFICE OF THE SHERIFF
SUMMARY OF EXIT CONFERENCE
FOR THE YEAR ENDED DECEMBER 31, 2014

An exit conference was not warranted for the audit of the Office of the Sheriff, Sheriff Carolyn
B. Welsh, has accepted the report as presented.
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THE COUNTY OF CHESTER
OFFICE OF THE SHERIFF
201 W. Market Street, Suite 1201
PO Box 2746, West Chester, PA 19380-0989
CAROLYN B. WELSH

GEORGE P. MARCH

Sheriff

Chief Deputy

DATE:

December 16, 2015

TO:

Norman McQueen, Controller, County of Chester

FROM:

Carolyn B. Welsh, Sheriff, County of Chester

SUBJECT:

Audi tee Responses to Office of the Sheriff Audit Findings

REFERENCE:

(a) County of Chester, Office of the Sheriff, Management Letter;
Year Ended December 31, 2014

~
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Reference (a) states " .. .Internal Audit noted no significant deficiencies or
material weaknesses in the overall internal control structure. Internal Audit did, however,
note several matters of a lesser significance involving internal controls and compliance
with policies and procedures .. .. " Internal Audits "testing and observations" concluded
that those" ... deficiencies are not the result of negligence or deliberate misconduct, but
are instead the consequence of one or more of ... oversight (or) human error."
Finding 1: Interest
Internal audit noted that the Sheriffs Office did not record surcharge interest for
the month of January in a timely manner. It was eventually recorded in April.
Recommendation
Internal Audit recommends that the Sheriff record interest in the following month
it is received from the bank.
Auditee Response
Auditee agrees with the recommendation and will take particular care to ensfffr
that interest received from the bank is recorded during the month it is received.
~
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Finding 2: Manual Receipts
The Sheriff was unable to locate the "existing" manual receipt book at the time it
was requested by the auditors. Nearly a month later, the manual receipt book that had
been used in prior years was found and provided to Internal Audit for their review. In
addition, a second manual receipt book was also located and presented for review. It
appears that the Sheriff obtained and used a new receipt book in the absence of the
original receipt book instead of researching the missing book and unused receipts.
Recommendation
Internal Audit recommends that the Sheriff take greater care when securing and
storing the manual receipt book.
Auditee Response
In the normal course of business, Audi tee uses ComtView as the "automated"
software application to prepare receipts to issue to individuals making payments to the
Sheriffs Office in a variety of situations. The Sheriffs Office has considered totally
eliminating the preparation and issue of manual receipts; however, considering the
possibility that CourtView may be unavailable to use on an infrequent occasion, and that
individuals making payments to the Sheriffs Office have a reasonable expectation that
they will receive a receipt at the time their payment is made, the Sheriffs Office will
continue to issue manual receipts when necessary.
The Sheriffs Office is aware that the Prothonotary's Office has established an
internal process for producing and issuing receipts for payments made to the
Prothonotary's Office. The Sheriffs Office has coordinated with the Prothonotary's
Office to establish a similar process that provides the ability to issue receipts from within
a secure environment in the Sheriffs Office. The process provides for appropriate
control, oversight, and accountability regarding preparation and issue of manual receipts.

(This Space Intentionally Blank)
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Finding 3: Weapons Inventory
Internal Audit noted that in two (2) instances, a weapon located on the control log
of weapons currently in possession by the Sheriff was in fact appropriately removed from
possession of the Sheriffand the logs were not updated to reflect that change.
Recommendation
Internal Audit recommends that the Sheriff update the control logs each time a
change is made to weapons inventory.
Auditee Response
The Sheriff's Office maintains two, separate, "control logs" pertaining to weapons
in the custody of the Sheriffs Office that are secured in the Sheriffs Office's Property
Room. A hardcopy "control log" titled "Chester County Sheriffs Office Property
Record" is maintained physically within the Property Room to record property being
taken into and/or removed from the Property Room. An Excel spreadsheet, reflecting all
the content of every individual hardcopy Property Record, was, at the time of the audit,
separately and exclusively maintained by the Sheriff's Office 's Administrative Captain.
When a Property Record is initially prepared and/or is updated at a later point in time to
reflect property being taken into and/or removed from the Property Room, a photocopy of
that Property Record is given to the Administrative Captain to use to update the Excel
spreadsheet. The filename of that spreadsheet is "Justice Center Weapons Inventory
Sheet."
The Internal Audit Finding in this situation does not identify which Sheriffs
Office "control log" was not "updated" in these two instances. Nevertheless, appropriate
corrective instructions have been provided to the two Sheriffs Office Deputies, they
being the Administrative Captain and one Sergeant, who are the only members of the
Sheriffs Office who have keys to the Property Room, and who are the only Deputies
who have authority to prepare and maintain Property Records. The Excel spreadsheet is
still being used in addition to Property Records; however, as a measure to ensure that it is
updated in a timely manner whenever a Property Record is initially prepared and/or is
updated at a later point in time, each of those two Deputies now have access to the Excel
spreadsheet for the purpose of updating its content in a timely maimer whenever that is
necessary.
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