STATEWIDE PREAUDIT AGREEMENT

INTERAGENCY COOPERATIVE AGREEMENT
Articles of Agreement

This agreement is entered into by the lowa Department of Administrative Services (DAS)-State
Accounting Enterprise and the (Department) for the purpose of providing for a pre-audit of
claims against the Department pursuant to lowa Code chapter 8A, and for the purpose of the
joint exercise of governmental powers under lowa Code chapter28E.

NAME
The name of this document shall be the STATEWIDE PREAUDIT AGREEMENT.
LEGAL STATUS

This agreement shall be a joint effort enteredinte by DAS-State Accounting Enterprise and the
Department as authorized by chapters 8A and 28E,of the lowa Code. After execution of this
agreement it shall be filed with the lowa Secretary of State and recorded with the Polk County
Recorder.

DURATION

The duration and existence of thisiagreement shall be perpetual unless terminated or dissolved as
hereinafter provided.

DUTIES AND RESPONSIBILITIES
ARTICLE |
The Departmentshasithe following obligations and responsibilities under this agreement:

1. The Department shall pre-audit all claims against the Department in accordance with the
Accounting Policy and Procedure Manual (Manual), including all Manual revisions made
by DAS-State"Accounting Enterprise subsequent to the execution of this agreement.

2. The following types of claims, included in the Manual, are not subject to pre-audit by the
Department:
a) Moving expense claims.
b) Claims involving court settlements with current and former state employees.
¢) Outdated warrants.
d) Educational Assistance.
e) Foreign Country Travel
f) Other items, whether or not within the Manual, as agreed to by the parties in writing
and appended to this agreement.



10.

11.

12.

The Department shall pre-audit all claims which are approved by the state appeal board
and which are payable from Department funds. If claims approved for payment by the
state appeal board are to be paid from sources other than Department funds, pre-audit of
such claims will be by the state appeal board or its designee.

The Department shall establish a pre-audit function within the Department's internal
control structure, as submitted to and approved by DAS-State Accounting Enterprise
prior to execution of this agreement, and shall designate a presauditor(s) to be responsible
for the pre-audit function conducted in accordance with this agreement.

The Department shall assign responsibility to the pre-auditor(s) te, determine that all
disbursement data entering the State Accounting System is‘inicompliance with the Code
of lowa, other laws, administrative regulationspand the Manual, and that the claims are
accurate, authorized, adequately documented, ‘the, goods have“been received or the
services rendered, that all data is coded_cerrectly,“and provide the level<f approval as
required by the State Accounting System.

The Department shall require the pre-auditor(s) to attend periedic training provided and
scheduled by DAS-State Accounting Enterprise.

The Department shall assign responsibility to the,pre-auditor(s) to investigate, approve,
and/or deny all claims presented for payment, or to, return claims to the Department's
financial staff for imodification or ‘correction. The pre-auditor(s) shall have the duty,
experience, and training,to-enforce compliance with statutes, administrative regulations,
and the Manual, and to require that ‘adequate documentation is provided to support
payment of the,claims.

The Department shall be responsible to ensure that claims are appropriately prepared
pursuant to the'Manual and entered into the State Accounting System.

The Department shall maintain listings of authorized signatures pursuant to the Manual
andhprevideroriginals to DAS-State Accounting Enterprise.

The Department shall maintain and make available to DAS-State Accounting Enterprise
upon request a listing of all travel claims paid where the original lodging receipt was not
available.

The Department shall cooperate with DAS-State Accounting Enterprise during the post-
audit or for activities resulting from the post-audit. The Department shall respond to all
findings made by DAS-State Accounting Enterprise in a post-audit.

The Department shall notify DAS-State Accounting Enterprise in writing of any
personnel changes within two (2) working days that would affect State Accounting
System password authorization.



13.

14.

15.

The Department shall assign Generally Acceptable Accounting Procedures (GAAP)
coding to all expenditure correction documents processed during the hold-open period
charged to the prior fiscal year as provided in the Manual.

The Department shall provide an employee(s) who will provide the level of approval as
required by the State Accounting System. For purposes of this agreement, such
employee(s) will be called a preparer.

The Department shall require pre-auditors and authorized{signers to approve claims on
the State Accounting System, and shall require pre-auditors and authorized signers to
sign each claim where no State Accounting System approval is available prior to being
submitted to DAS-State Accounting Enterprise for payment.

ARTICLE II

DAS-State Accounting Enterprise has the following obligations, and responsibilities under this
agreement:

1.

DAS-State Accounting Enterprise,shall provide/policies and procedures for use by the
Department in pre-auditing claims for payment from state funds. These policies and
procedures include, but are nt limited'to)those in the Manual.

DAS-State Accounting Enterprise shall provide and schedule periodic training to the
Department in the (proper, policies and procedures to-be followed. The training would
include, but is not limited to, pre-audit and accounting principles.

DAS-State Aecounting Enterprise shall pre-audit and/or post-audit claims as deemed
necessary, ineluding, those claims of individuals who are in the direct chain of command
above the pre-auditor.

DAS-State Accounting Enterprise shall maintain a questionable claims resolution
function, where the Department may refer claims for written or verbal clarification,
Investigationper resolution. The Department shall then determine final resolution.

DAS-State Accounting Enterprise shall review and approve the addition or deletion of
vendors from the State Vendor File, which consists of those vendors eligible to conduct
business with"the State. DAS-State Accounting Enterprise shall maintain and make
accessible the State VVendor File to the Department.

DAS-State Accounting Enterprise will continue to be responsible for the compilation of
information for annual tax reporting to the extent DAS-State Accounting Enterprise
performed that function prior to the execution of this agreement.



7. DAS-State Accounting Enterprise shall provide a "help desk” which the Department can
contact to get answers to questions associated with policies and procedures relating to the
claims payment process.

8. DAS-State Accounting Enterprise shall maintain the State permanent file of all original
paid claims.

ARTICLE 1l
Administration

1. The DAS-State Accounting Enterprise, Chief Operating Officer<and (department head)
will administer this agreement. Any amendment to this agreement must be by mutual
consent of the parties, be in writing, and be appended to this agreement.

2. This agreement may be dissolved at any time byithe Department and/or by the DAS-State
Accounting Enterprise, Chief Operating Officer giving notice to thether party in writing
at least 90 days prior to the effective date ef the dissolution.“Legislative or judicial action
which renders the statutory ¢authority for, this agreement “void or which prohibits
performance of this agreement shall immediately terminate this agreement.

ARTICLE IV
Duration
This agreement shall'become effective on July'1, 2003, and shall apply to all claims received by

DAS-State Accounting Enterprise on‘onafter that'date. This agreement shall continue in effect
until terminated pursuant to-Article 111 of this agreement.

BY:
Name,of Department Head and Title Date

BY:
Calvin McKelvogue, Chief Operating Officer Date
DAS-State Accounting Enterprise




