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~lDformatiOD
Internal Audit has reviewed the tinancialleCOnfs of Probate Comt for the period beginning
January 1, 2013 and endiog December 31,2013. These records are snrDmarized in our 80nual
audit report on Probate Court. The Observations, Comment, and Recpmmendations herein
. address financial operations of Probate Court.

OhJeI'Y.tfon 1-Unelemd Tp,,.,,;,,, - voided" ReIaud Qeeks gel PaJ1lU!llP
There were several checks issued from the operating aocmmt that were either voided or
voicledlreissued duriDg2012 and 2013 fiscal year. 'I'be checks v.uc voided on the ledger, but
were still in the custody of the payee. These cbepks C(IIl be presented by the payee and paid by
the bank.

Probate Court (Court) bookkeeper uses Qui,ck:Books SQilware to disburse checks. Rassued
checks were not clearly identified on the ledger or check stub as ~ of "replacement"
check

Reeg.I!!!!d!1jmtI
We recommend that the Com request an affidavit from all payees with voided checks that have
acknowledged possession or receipt of tile check. The writtmi affidavit will provide Probate
Court affinnation that the payee bas agreed not to process the check(s).

Additionally, the Court should properly identify all voided cbeck:s and the corresponding
replacement cheeks on both 1bemonthly joumals and teissuedcheck stubs.

Oprvatiop n- Properly Jdeatify yoided Ckeeks . .
Checks were not properly voided. When checks are DOt stamped "Void", there is always the risk.
that the check may be inapproprlitely cashed.

RetoDllDendatfop II
We recommend CoUrt staff properly mark voided checks "Void" and hole-punch the Magnetic
Ink Chamcter Recognition (MICR) line. The MlCR line is at the bottom of the check which
typically includes document type indication, bank routing number, bank aeoolDlt number, check
number, and check amo~.
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Observation m- Poligr &; Procedures for Voided Checks
There are no.written policies and procedures in the Court regarding outstanding checks and
voided or cancelled transactions.

Recommendation m
The Court should establish procedures for outstanding checks (uncashed or unclaimed), voided
checks. and cancelled transactions. The procedures should ensure voided checks in the
possession of the payee are not cashed; and proper supervisory review of voided transactions.

Comment
The Court's bank reconciliations are prepared quarterly by a third-party accounting firm.
~econciliations should be perfurmed more frequently to ensure accuracy and allow for early
detection of errors and/or irregularities.

Internal Audit would like to thank Probate Court staff for their assistance during this review .:

d~£:J
Cornelia Louis

cc: Zachary Williams, Chief Operating Officer·1 Executive Assistant
Gwen Brown-Patterson, Interim Chief Financial OfficerlFinance Director
Claudette Leak, Administrative Project Manager
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