State of California

The Natural Resources Agency


Documents Required for the Department of Finance Audit
Please have the following documents, files, records, and other resources available for the Department of Finance during their audit of the grant.

Internal Controls:

1.   
Grantee's organization charts.

2.     
Written internal procedures and flowcharts for the following procedures:



a.   Grantee's receipts and deposits



b.   Grantee's disbursements



c.   Grantee's invoice preparation

3.     
Audit reports covering the Grantee's internal control structure and/or expenditures within the last two years.

Contracts:

1.     
Original contract between the Grantee and the State, including any amendments.

2.     
All contract documents between the Grantee and any subcontractors.

3.    
Listing of all active or completed contracts funded by Proposition 12, 13, 40, and 50. 
Budgets:

1.     
Budget modification documents.

Invoices:

1.     
Invoices from the Grantee to the State for payments made under the grant.

2.     
Invoices from the subcontractors to the Grantee for payments made under the grant.

3.
All supporting documentation associated with the above invoices. 

Cash Documents:

1.     
Receipts showing payments received from the State.

2.     
Deposit slips showing deposit of the payments received from the State.

3.     
Canceled checks or disbursement documents showing payments made to vendors for contract disbursements.

4.     
Bank statements showing the deposit of the receipts and interest earned on any monies held by the Grantee.

Accounting Records:

1.     
Ledgers showing entries for cash receipts and cash disbursements.

Travel/Per Diem:

1.     
Grantee travel policies.

2.     
Travel claims for travel costs charged to the contract organized by the Grantee Invoice on which the travel was charged.

3. Mileage logs, if mileage for grantee employees claimed and paid with Grant funds. 
Project Files:

1.     
All supporting documentation maintained in the project files.
