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 According to Price Waterhouse Coopers, an audit is:
 “the examination of the financial report of an organization - as 

presented in the annual report - by someone independent of 
that organization…” with the purpose to “…form a view on 
whether the information presented in the financial report, 
taken as a whole, reflects the financial position of the 
organization at a given date.” 1

 In short, to verify all accounting entries are accurate, 
documented, and reasonable.



 Enron scandal 2
 “At the end of 2001, it was revealed that Enron's reported financial 

condition was sustained by an institutionalized, systematic, and creatively 
planned accounting fraud…” 

 Sarbanes-Oxley (SOX) 3
 Passed by Congress and signed by the President in 2002 “to restore trust in 

publicly traded companies after a surge in internal control scandals.”
 CEOs and CFOs must certify:

 Know of no material misstatements;
 Designed controls so they would know of any misstatements; 
 Have evaluated the effectiveness of internal controls within 90 days prior to 

issuance of corporate annual financial statements; 
 Reported their conclusions on internal control effectiveness; 
 Disclosed any significant deficiencies in internal controls; 
 Disclosed any fraud involving people who have a significant role in internal 

control; 
 Indicated any significant change in internal controls since the internal control 

evaluation.



 Virginia implemented ARMICS in 2006 as the 
Commonwealth’s version of SOX:
 Agency Risk Management and Internal Control Standards
 The ARMICS documentation “…contains the Commonwealth’s 

complete standards for internal control. Although discussion of 
‘internal control’ has long standing with accountants and auditors, 
all of agency management should know, understand, embrace, and 
implement these standards. The standards must be applied to all 
government activities that involve the state’s assets, accounting, 
and financial reporting.” 3

 In order for JMU to remain in compliance with ARMICS, 
departments must follow the Financial Procedures Manual 
while the Finance Office is responsible for monitoring 
University and individual account activity.
 Our campus is decentralized in that budget authorities, spending, 

etc. rely with the department heads and fiscal contacts.
 Financial Reporting is charged with spot-checking monthly 

reconciliations to ensure departments are maintaining fiscal 
responsibility.



 https://www.jmu.edu/financemanual/index.shtml
 Section 3005 Internal Controls
 Section 3035 Reconciliation Guidelines
 Section 4205 Expenditures
 Section 4215 Travel (includes on campus meal per diem)

https://www.jmu.edu/financemanual/index.shtml


 DeptIDs are chosen at random monthly for an audit. 
 An audit letter is prepared and emailed to the fiscal contact as 

notice of an audit. The approving authority is CC’d on the 
email and the follow-up audit results. 
 Fiscal contact and approving authority names are obtained 

from the Signature Authority document as maintained by the 
Finance Office. 
 http://www.jmu.edu/financeoffice/signature.shtml
 If you receive a letter and are not the reconciler, please forward to 

the appropriate person and let me know. Updates to the document 
should be coordinated with the Finance Office using forms 
provided on the website.

 The audit letter will list the DeptID and the reconciliation 
month chosen. Also listed is the time frame to scan and email 
all documentation back; typically one week.

http://www.jmu.edu/financeoffice/signature.shtml








 Scan to PDF and email documentation to 
huffmasc@jmu.edu within the audit window.
 NO sensitive data!
 One PDF or multiple, whichever is easiest for you.

 If something is missing or I have a follow-up question, I will 
reply by email.

 Once the audit is complete, you and the Approving 
Authority will receive the Audit Review with a completion 
status or will list any audit findings that need corrective 
action.

mailto:huffmasc@jmu.edu


 PeopleSoft reports should not be run until the 10th of the 
following month to allow for month-end transactions to post.
 Only NPS (Non-Personal Services) documentation will be 

reviewed; no need to send PS (Personal Services). 
 Please utilize IIS Request with Cash and Investments to obtain 

missing documentation prior to the audit.
 All off-campus faculty/staff team building retreats must 

have prior approval from the AVP for Finance. Please 
submit the approval if a retreat occurred during the 
month.
 IRB letter of approval is needed for any Payments to 

Research Subjects using account code 141320. Please 
submit the approval if payments occurred during the 
month.



 The Monthly Detail Report (MDR) and Summary Financial 
Report (SFR).
 All supporting documentation for each item found on the MDR. This 

includes ATV’s, Accounting Vouchers, Vendor Invoices, DTF’s, etc.
 Not required items include internal charges from IT (e.g. Adobe 

licenses), Postal Services, Copier Rentals, and Facilities Management.

 Two signatures are required on the MDR or optional FIS 
coversheet: 
 Fiscal Contact/Reconciler and 
 Approving Authority.

 ALL documents (hardcopy and electronic) MUST be sanitized 
of personal information! Including, but not limited to:
 Credit card numbers/expiration dates/card security codes.
 Social Security numbers.
 Bank account information.
 Black marker does not suffice. This information must be redacted 

before photocopying original or cut data out with hole punch.



 SPCC reconciliations must be present, including multiple 
cards for the department. Bank of America WORKS 
statement:
 Batch Date Memo Statement reflects all expenses for the 

calendar month, OR
 Two separate SPCC GL Memo Statements that runs mid-month 

to mid-month. (This is the report Cash and Investments requires 
to be on file).

 Food and Beverage Certification Form and Aramark Catering 
Contract (or off campus vendor receipts) for each meal.
 Duke Card Monthly Usage Log- If the department has a 

Duke Card and uses regularly, the completed log and 
receipts should be included.
 Aramark Meal Voucher Usage Log- If vouchers are 

purchased and used/stored, then the meal voucher log must 
be completed monthly and submitted. All persons receiving 
must be listed with the reason for dining.
 I will always follow-up requesting storage location of the vouchers 

and who has access.



 Recently updated from a 
Word Document to Excel.
 Now includes more detailed 

information of the event, 
including Aramark 
Contract #.
 Two more tabs below for 

additional names.
 Must be prepared for each 

Aramark catering event or 
off-campus food vendor.
 Rule of thumb, if 

food/drink is involved, 
prepare a FBCF!





Where are they 
stored? Who 
has access?



Aramark 
Catering Audits



 State agencies are limited in the amount per diem (cost per 
person) that can be spent on food and beverages at a 
particular time of the day.

 While this section of the FPM refers to travel per diems, 
these per diems still apply to on-campus meals.
 https://www.jmu.edu/financemanual/procedures/4215.shtml

#.350-meals/food-and-beverage

 JMU follows the Federal Government per diem rates as 
published by the U.S. General Services Administration 
(GSA).

https://www.jmu.edu/financemanual/procedures/4215.shtml#.350-meals/food-and-beverage


 The Assistant Vice President for Finance has granted permission for 
departments to utilize the 150% overage allowance with justification 
and Approving Authority approval when using Aramark catering.

 All food/non-alcoholic beverages/china fees/late fees/linen fees, etc. 
must be included within the per diem calculation!

 All alcoholic beverages and bartending fees must be paid by external 
funding (e.g. Foundation). Departments need to work with Aramark’s 
billing department for an alternate source AND to ensure Aramark 
does not mistakenly bill alcohol to the department.

GSA per diem for 
zip 22801

150% overage 
allowance

Breakfast (until 10am) $13 $19.50
Lunch (10am to 3pm) $15 $22.50
Dinner (3pm until) $26 $39



 Monthly reports from Aramark are received detailing all catering 
events for the prior month.

 Calculations are made to determine:
 Event per diem as based on Aramark Contract time
 Event allowance (guest count * per diem)
 Actual cost of event is then compared to event allowance to determine if per 

diem overage occurred.

 For events that appear to be over per diem based on the report, I then 
look at a copy of Catering Contract
 The amount billed on the contract is compared to your department's 

PeopleSoft reports.

 If the event is indeed over per diem as based on billed amount and 
guest count, a letter is emailed to the Customer on the Catering 
Contract with repayment instructions.

 Please forward the letter to others as needed and ensure the deadline 
is met for repayment.

 If you have any questions regarding the letter, please give me a call at 
8-5285.





 Repayment of overage:
 If from the JMU Foundation-
 Financial Reporting receives all Foundation checks and I will 

prepare the DTF on the department’s behalf. I will forward a copy for 
your records; the Aramark audit is complete at this time.

 If from another source-
 The department is responsible for depositing the payment to the 

University Business Office and forwarding a copy of the receipted 
DTF to Financial Reporting. Once the DTF is received, the Aramark 
audit is complete at this time.



 At fiscal year end, all audit findings are compiled and given 
to Matt Phillippi, JMU’s ARMICS coordinator. This 
information is distributed to Senior Management as part of 
JMU’s internal control standards.

 June’s departmental reconciliations are just as important 
as any other month!
 Even though you are in the new Fiscal Year when reconciling 

June, errors must still be found and corrected.
 If something needs to be fixed, it can still be done! Uncorrected 

errors can cause huge repercussions on JMU’s financial 
statements and result in potential audit issues. Contact 
Financial Reporting for assistance in corrections.



 Optional FIS coversheet for Signatures
 http://www.jmu.edu/financemanual/procedures/3035.shtml
 Click link at bottom of page for Excel file

 Finance Procedures Manual reconciliation guidelines:
 http://www.jmu.edu/financemanual/procedures/3035.shtml

 Finance Procedures Manual per diem guidelines:
 http://www.jmu.edu/financemanual/procedures/4215mie.shtml

 Signature Authority
 http://www.jmu.edu/financeoffice/signature.shtml

 Business Meals
 Includes Meal Voucher Usage Log and Duke Card Log
 https://www.jmu.edu/financemanual/procedures/4205.shtml#.314

http://www.jmu.edu/financemanual/procedures/3035.shtml
http://www.jmu.edu/financemanual/procedures/3035.shtml
http://www.jmu.edu/financemanual/procedures/4215mie.shtml
http://www.jmu.edu/financeoffice/signature.shtml
https://www.jmu.edu/financemanual/procedures/4205.shtml#.314
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 2 "Enron." Wikipedia, The Free Encyclopedia, Wikimedia 
Foundation, 17 Feb 2023, 
https://en.wikipedia.org/wiki/Enron

 3 “Agency Risk Management and Internal Control 
Standards.” Virginia Department of Accounts, Sept 2015, 
https://www.doa.virginia.gov/reference/ARMICS/ARMICS
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