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UNITED STATES OF AMERICA 
AGENCY FOR INTERNATIONAL DEVELOPMENT 

OFFICE OF THE REGIONAL INSPECTOR GENERAL FOR WEST AFRICA 

UNITED STATES ADDRESS 
RIG / DAKAR 

AGENCY FOR INTERNATIONAL 
DEVELOPMENT 

WASHINGTON DC 20521 2130 

MEMORANDUM 

September 24, 1999 

~ ~rnholz, USAID/Gumea Director 

( -«¥L?,arr~~ 
TO 

FROM 

INTERNATIONAL ADDRESS 
RIG/ DAKAR 

cr AMERICAN EMBASSY 
B P 49 DAKAR SENEGAL 

WEST AFRICA 

SUBJECT Audit of USAID/Gumea Imprest Fund Balance and Controls Associated With 
the Cashier OperatIOns, Report No 7-67S-99-007-F 

ThIS memorandum IS our report on the subject audit We have conSIdered your comments on the 
draft report and have mcluded them m AppendIx II 

ThIS report contams four recommendatIOns With respect to these recommendatIOns, management 
deCiSions have been made for all of the recommendatIOns Furthermore MISSIOn management 
has taken final actIOn on recommendation numbers 2, 3 1, 3 2 and 4 Consequently, these 
recommendatIOns are closed upon Issuance of thIs report, and no further actIOn on the part of the 
MISSIOn IS reqUIred However, the USAID Management Bureau's Office of Management 
Plannmg and Innovation WIll be responsIble for decIdmg when final actIOn related to 
recommendatIOn number 1 has occurred 

I appreciate the cooperation and aSSistance extended to my staff durmg the audit 

Background 

Cashier operations at USAID/Gumea are handled by a cashier and, m the cashIer's absence, an 
alternate cashIer The Controller at USAID/Gumea has overall responsibilIty for these functIons 
and IS gUIded by US Department of State pohcy, as well as MISSIOn reqUIrements MISSIon 
cashIers are authonzed to perform dIsbursements from their Imprest funds and are held personally 
ac("ountabie and responsIble for the amount of the funds At the time of our audIt, the MISSIOn's 
authonzed Imprest level was $40,000 

The cashIer's dutIes pnnclpally conSIst of (1) mamtammg an Imprest fund m local currency 
(Gumea Francs) and US dollars, (2) dlsbursmg funds for local procurement, travel advances, 
local currency expense claims and emergency SItuatIOns, (3) provldmg reverse accommodatIOn 
e'(change, (4) acceptmg payments on behalf of the US Government (such as for bIlls for 



collectlOn) and, (5) depOSItIng the funds collected 

Audit Objective 

ThIS audIt was desIgned to answer the followmg questlOn 

DId USAID/Gumea manage ItS cashlenng operatlOns effiCIently, economIcally and m 
accordance WIth US AID polICIes and procedures and was the Imprest fund balance farrly 
stated? 

To test the effectIveness of USAID's mternal control systems related to thIS obJectIve, we 
(1) revIewed the procedures and gUIdelInes assocIated WIth the cashIenng operatlOns, (2) 
revIewed selected Imprest fund reconcilIatlOns that had been prepared bv the cashIer dunng the 
pnor 13 months, (3) conducted a surpnse count of the cashIer's fund as of March 17, 1999, and 
(4) observed the phYSIcal secunty associated WIth the cashlenng operatlOns 

AppendIX I contams a dlscusslOn of the scope and methodology for audIt work conducted at 
USAID/Gumea 

Audit Findings 

Did USAID/Gumea manage Its cashlermg operations effiCiently, economically and m 
accordance With USAID poliCIes and procedures and was the Imp rest fund balance fanly 
stated? 

USAID/Gumea generally managed ItS cashlenng operatlOns effiCIently, economIcally and m 
accordance WIth USAID polICIes and procedures Furthermore our surpnse count of the Imprest 
fund as of March 17,1999 showed that the U S Dollars and local currency were satIsfactonly 
reconcIled to the MlSSlOn's fund balance of $40,000 Thus m our opmlOn, the Imprest fund 
balance was faIrly stated However, thIS report notes the followmg three areas whIch, If 
addressed, should Improve the operatlOn, secunty and accountabIlIty of the cashIer's Imprest fund 

The door to the cashIer's office does not proVIde adequate phYSIcal protectlOn 

2 USAID/Gumea was not conductmg Imprest fund reconcilIatlOns wlthm the tIme- frames 
prescnbed by apphcable regulatlOns and gUIdelmes 

3 The MISSIon had not revoked the alternate casl11er deSIgnatIon of a former employee and 
had not deSIgnated a new alternate cashIer to replace the former employee 
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Inadequate Physical SecurIty 

USAID gUIdance says that every effort should be made to provIde adequate protectIOn and safety 
of the Imprest fund and deny access to unauthorIzed personnel However, dUrIng our observatIon 
of the physIcal secunty features related to the cashIer's operatIOns, we noted that the door to the 
cashIer's office dId not prOVIde adequate protectIon MIsSIOn management was aware of the 
hmited secunty proVIded by thIS door, but could not explam why the sItuatIOn contmued to eXIst 
As a result of thIS weakness, access to the Imprest fund IS eaSIer and the rIsk of loss to the 
Imprest fund IS mcreased 

RecommendatIOn No 1 We recommend that USAID/Gumea ask the RegIOnal SecurIty 
Officer to evaluate the adequacy of the securIty prOVided by the door to the cashier's office 
and Implement the RegIOnal SecurIty Officer's suggested Improvements 

USAID Handbook 19, Chapter 13, "Imprest Fund CashIers" says that every effort should be made 
to prOVIde adequate protectIOn for cashIers m the way of a cage, den bulkhead or other SUItable 
arrangement to ensure the safety of the Imprest fund and deny access to unauthOrIzed personnel 

In observmg the cashIer's office and revIewmg cashIer procedures, we noted that the door to the 
cashIer's room was not SUItable to (1) proVIde adequate protectIOn to the cashIer, (2) ensure the 
safety of the Imprest fund and (3) deny access to unauthonzed personnel For example, the top 
door lock IS only a lIghtweIght slIdmg bolt-actIOn lock attached to the door and frame WIth small 
screws Moreover, the door Itself has been cut m half, allowmg the top half of the door to be 
opened to conduct cashIer operatIOns However, when the cashIer office IS closed and the top 
half of the door IS shut, the lIghtweIght bolt IS madequate to prevent the top half of the door from 
bemg forced open WIth a mmimum of effort 

MISSIOn management IS aware of the weakness of thIS door and has been dlscussmg thIS 
weakness WIth the Embassy's RegIOnal Secunty Officer However, at the tIme of our audIt the 
MISSIOn had not taken any actIOn to strengthen the door MISSIOn management could not explam 
why no actIOn had been taken to Improve thIS secunty weakness of the cashIer's office 

As a result of the madequate protectIOn proVIded by thIS door, access by unauthOrIzed people to 
the cashIer's office IS eaSler, and consequently, the rIsk of loss to the Imprest fund IS mcreased 

Imprest Fund ReconcIlIatIOns Are Not Bemg 
Conducted Wlthm PreSCrIbed Time-Frames 

The ForeIgn AffaIrs Manual (FAM) says that cashIers should prepare theIr reconCIlIatIOns on a 
daIly baSIS, If pOSSIble but not less frequently than once a week DUrIng the 54 week penod 
from March 1, 1998 to March 16, 1999, we noted that the cashIer had prepared only 39 such 
reconCIlIatIOns Accordmg to the cashIer, she dId not prepare the reconCIlIatIons as reqUIred 
because she had other dutIes that she conSIdered more Important Furthermore, the MISSIOn dId 
not have an establIshed system of superVIsory follow-up to ensure that the reconCIliatIOns were 
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prepared As a result of these lapses In the preparatIOn of reconCIlIatIOns, accountabIlIty and 
control over the Imprest fund were weakened 

RecommendatIOn No 2 We recommend that USAID/Gumea establIsh a management and 
supervIsory system that ensures the preparation, at a mInimUm, of weekly Imprest fund 
reconCIlIations 

AccordIng to 4 F AM SectIOn 397, cashIers should prepare theIr Imprest fund reconCIlIatIOns on 
a daIly baSIS, If possIble, but not less frequently than once a week 

As part of our audIt of the Imprest fund, we reVIewed the tImll1g and frequency of ItS 
reconcilIatlOns to determme complIance WIth the above cntena We noted that dunng the 54-
week penod from March 1, 1998 to March 16, 1999, the USAID/Gumea cashIer prepared only 
39 reconcllIatlOns Furthermore, m some mstances more than one reconclliatlOn was prepared 
m a week As a result, there were 25 weeks 111 whIch reconcIhatlOns were not prepared 
Generally, no more than two weeks transpIred WIthout a reconCIlIatIOn However, 111 one mstance 
the cashIer dId not prepare a reconCIlIatIOn for SIX weeks 

The cashIer dId not prepare the reqUired reconCIlIatIOns because, accordll1g to the cashIer, she had 
other dutIes that she conSIdered to be more Important She thus chose dunng these partIcularly 
busy weeks to perform these other dutIes ll1stead of prepanng the reconCIlIatIOns Furthermore, 
USAID/Gumea dId not have a management system or establIshed method of superVIsory follow
up to ll1sure that the reconclhatIOns were prepared as reqUired 

For the one ll1stance 111 whIch a reconclhatIOn was not prepared for SIX weeks (see above), the 
pnnclpal cashIer was out of the office on leave and temporary duty travel for five of these SIX 
weeks The pnncipal cashIer's absence was the pnmary cause of thIS sIx-week gap m the 
preparatIOn of the reqUired reconCIlIatIOns 

As a result of these ll1tervals m the preparatIOn ofreconcIhatIOns, accountabIlIty and control over 
the Imprest fund were weakened Furthermore, such mtervals make It more dIfficult to Identify 
and resolve dIscrepanCIes that occur m the proceSSll1g of Imprest fund transactions 

An Alternate CashIer 
Needs To Be DeSIgnated 

USAID gUIdelmes say that USAID controllers should antICIpate a change 111 cashIers and should 
deSIgnate a new cashIer pnor to the date of change Furthermore, these gUidelInes say that when 
an employee ceases to perform the duties of a cashIer, the MISSIOn Controller should ll1struct 
USAID/Washmgton to revoke the cashIer deSIgnatIOn At the begInnmg of thIS audIt, we noted 
that USAID/Gumea had not taken actIon to revoke the deSIgnatIOn of the alternate cashIer, who 
had recently stopped workIng at the MISSIOn, and the MISSIOn had not deSIgnated a replacement 
ThIS occurred because the Controller's Office had been plagued WIth numerous and prolonged 
pOSItIOn vacanCIes and had been unable to find a SUitable employee to fill thIS pOSItIOn As a 
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result, If the pnnclpal cashIer had been unavailable dunng thIS penod, when there was no 
alternate cashIer, cntIcal Imprest fund operatIOns would have been dIsrupted 

RecommendatIon No 3 We recommend that USAID/Gumea 

31 

32 

notify USAID's Office of FmancIaI Management m Washmgton to have the 
prevIOus alternate cashIer's deSIgnatIon revoked and 

desIgnate a new alternate cashIer 

RecommendatIOn No 4 We recommend that USAID/Gumea provide adequate trammg m 
cashier operatIOns to the newly designated alternate cashier 

USAID Handbook 19, Chapter 13, "Imprest Fund CashIers" defines "alternate cashIers" as 
cashIers that functIOn dunng the absence of a "pnnclpal cashIer" The Handbook says that, when 
an employee ceases to perform the dutIes of a cashIer, the MIsSIOn controller should notIfy 
USAID/Washmgton to have the cashIer deSIgnatIOn revoked Furthermore, the Handbook says 
that the controller should antIcIpate a change m or the departure of a cashIer and should deSIgnate 
a new cashIer pnor to the date of change 

The preVIOUS alternate cashIer stopped workmg WIth USAID/Gumea on February 8, 1999 
However, at the begmnmg of our audIt on March 16, 1999 we noted that USAID/Gumea had not 
taken action to notify USAID's financial management office m Washmgton that thIS alternate 
cashIer's deSIgnatIOn should be revoked, nor had the MISSIOn desIgnated a new alternate cashIer 

ThIS oversIght occurred because the Controller's Office ofUSAID/GUlnea had been plagued WIth 
numerous and prolonged vacanCIes m Its staffing (see further dISCUSSIOn below) As a result, 
the Controller's Office temporarIly overlooked the reqUIred revocatIOn and deSIgnatIOn However, 
after we mformed the MISSIOn of the Importance of thIs revocatIOn and deSIgnatIOn, the MISSIOn, 
on March 23, 1999, deSIgnated a new alternate cashIer and notIfied USAID/Washmgton of the 
need to revoke the prevIOUS alternate cashIer's deSIgnatIOn 

As mentIOned above, the Controller's Office has been plagued WIth vacanCIes m ItS staffing In 
Apnl 1998, there were four vacanCIes m the Controller's Office out of a total authonzed staff of 
nme Smce Apnl 1998 only three of the four vacant posltIOns have been filled, gIvmg a staffing 
level of eIght out of the authOrIzed mne However, of these eIght people currently staffing the 
Controller's Office, five have no formal accountmg trammg 

As a result of thIS overSIght m the reqUIred revocatIOn and deSIgnatIOn, there was an mcreased 
nsk that CrItical functIOns of the cashIer operatIOns would be dIsrupted Furthermore, WIthout 
an alternate cashIer to handle Imprest fund transactIOns m the absence of the prInCIpal cashIer, 
cntlcal functIOns of the MISSIOn could be adversely Impacted because It would be more dIfficult 
for the MISSIOn to pay for certam goods and servIces, make emergency travel advances, proVIde 
accommodatIOn exchange and to receIve and make payments 
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Management Comments and Our Evaluation 

USAID/Gumea concurred wIth all of the recommendatlOns m thIS report AdditIonallv, 
USAID/Gumea has taken final actlOn on recommendatlOn numbers 2 3 1 3 2 and 4 and has 
provIded us WIth documentary proof that these actlOns have been Implemented Thus no further 
actlOn by the MISSIon IS reqUIred for these recommendations 

Furthermore, the MISSIon IS m the process of Implementmg recommendatlOn number 1, but as 
of the date of thIS report the MisslOn had not completed the recommended changes USAID 
Management Bureau's Office of Management Plannmg and InnovatlOn WIll be responsIble for 
decldmg when final actlOn related to recommendatlOn number I has occurred 

Regardmg recommendatlOn number I, the MISSlOn has taken actlOn to relocate the cashIer's office 
to a more secure area, where enhanced secunty features can be Installed As of the date of thIS 
report, the MISSIon was m the process of InstallIng these additlOnal secuntv measures Thus the 
MISSIon has made a management decislOn on thIS recommendatlOn but has not yet completed 
the desIred final actlOn 

RecommendatlOn number 2 suggested the establIshment of a system to ensure the preparatlOn of 
weekly Imprest fund reconclhatlOns In response to thIS recommendatlOn the MISSlOn has 
prepared a calendar to document and track the frequency of the preparatIOn of the reCOnCilIatlOns 
Thus, we consIder that final actIOn has been taken on thIS recommendatlOn 

For recommendatIOns 3 1 and 3 2 the MISSIon has notified USAID's Office of FmancIaI 
Management m Washmgton to revoke the prevlOUS alternate cashIer's deSIgnatIOn and has notIfied 
thIS WashIngton office of the designatlOn of a new alternate cashIer As a result, the MISSlOn has 
taken final actlOn on these recommendatlOns 

RecommendatlOn number 4 suggested that USAID/Gumea provIde traInIng m cashIer operatlOns 
to the newly deSIgnated cashIer The MISSIon has provIded us WIth documentatIOn that thIS 
traInIng occurred dunng the penod May 12 through May 28 1999 FurthermOie the MISSIOn 
stated, m theIr response to our draft report that they had proVIded on-the-Job traInIng dunng the 
month of June 1999 As a result, we consIder that final actIOn has occurred for thIS 
recommendatlOn 

6 



I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 
I 

II 

Scope 

SCOPE AND 
METHODOLOGY 

APPENDIX I 

II 

ThIS audIt was performed m accordance WIth generally accepted government audltmg standards 
and was conducted at USAID/Gumea from March 16, 1999 untIl March 30, 1999 
The audIt was conducted at the MISSIOn's office m Conakry, Gumea and focussed on the controls 
and accountabIlIty of the $40,000 Imprest fund 

The audIt scope mcluded a reVIew of the phYSIcal secunty of the cashIer's office, a reVIew of 
Imprest fund procedures and a surpnse count of the Imprest fund cash and reconcIlmg Items 

Methodology 

We consIdered the matenalIty of transactIOns, supportmg documents and potential dIsclosure ot 
noted exceptIOns m the plannmg, fieldwork and reportmg phases of our audIt Because of the 
lIqUIdIty of cash and ItS relatIvely hIgh risk of loss, our matenalIty threshold was set at a 
relatively low level of $100 

To accomplIsh our audIt obJectIve, we (1) revIewed the phYSIcal secunty of the cashIer's office, 
(2) mtervlewed appropnate MISSIOn employees, (3) revIewed mtemal controls and procedures 
re1atmg to the Imprest fund and ItS operatIOn, (4) revIewed reconCIlIatIOns and Imprest fund 
transactIOns that arose dunng the penod March 1,1998 to March 16,1999, (5) conducted a 
surpnse count of the Imprest fund and ItS reconcIlmg Items, and (6) obtamed a management 
representatIOn letter from MISSIOn offiCials whIch proVIded us WIth essentIal assertIons re1atmg 
to our audIt 
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TO 

SUBJECT 

UNITED STATES AGENCY FOR INTERNATIONAL-DEVELOPMENT 

I, 

USAI DIGUI NEA 
Conakry, 

Republic-of Gumea ... , 

-M E M b RA N DUM 

September 1S 1999 

Harry Blrnholz, Dlrector 

Henry L Barrett RIG/DAKAR 

Draft Audlt report 7-67S-99-00X-F 

APPENDIX II 
Page 1 of 2 

Aud~t of USAID/Gu~nea Imprest Fund Balance and Controls assoc~ated w~th the 
Cash~er Operat~ons 

As requested the M1SSlon has revlewed RIG's draft audlt report 
lndlcated above Please flnd below our responses to the report's 
recommendatl0ns 

Recommendatlon No 1 
We recommend that USAID/GUINEA ask the Reg~onal Securlty Offlcer 
(RSO) to evaluate the adequacy of the secur~ty prov~ded by the 
door to the cash~er s offlce and lmplement the RSO's suggested 
J.mprovements 

Mlsslon's Response Actlons are belng taken to relocate the 
cashler's offlce to the ground floor where the securlty can be 
enhanced The locatlon on the ground floor wlil have a secure 
entrance door WhlCh has been donated to the M1SS10n by U S 
Embassy/Conakry and approved by the RSO A separate securlty 
wlndow wlil be lnstalled wlth locally purchased glass (approved by 
the RSO) for conductlng cashler operatl0ns wlth employees outslde 
contractors and vendors The new offlce locatlon wlll provlde 
adequate protectlon to the cashler and funds and deny access to 
unauthorlzed persons The M1SS10n plans to procure the glass 
complete the renovatlon of the new offlce and relocate the cashler 
by September 30 1999 

RecommendatJ.on No 2 
We recommend that USAID/GuJ.nea establlsh a management and 
supervlsory system that ensures the preparat~on at a mlnlmum of 
weekly lmprest fund reconcl1J.at~ons 

Mlsslon's Response The Off1ce of Flnanc1al Management has 
prepared a calendar to document and track the frequency of 
preparatlon of cash reconc1l1atl0ns The new Ch1ef Accountant 
who assumed hlS poslt1on 1n m1d-June 1999 has been delegated the 
responslbl1lty to monltor the frequency of performance of the 
reconclilatlons At least one reconclilatlon per week wlll be 
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revlewed by the Chlef Accountant and approved by the Controller 
These documents wlll also be on flIes for reference 

To facllltate more frequent cash counts the Class B Cashler has 
exchanged excess GUlnean Franc COlns for bllls and has been 
lnstructed not to break down bundles of bllls untll the bllls are 
needed for payment of cash vouchers/petty cash transactlons or 
reverse accommodatlon exchanges Thls wlll greatly reduce the 
tlme needed to perform more frequent reconclllatlons 

Recommendatlon No 3 
We recommend that USAID/Gu~nea 

~) Not~fy USAID's Off~ce of F~nanc~al Management ~n Wash~ngton to 
have the preVlOUS alternate Cash~er s des~gnat1on revoked and 

11) Des~gnate a new alternate cash~er 

MlSSlon's Response Actlons have been completed and the 
recommendatlon was to be closed upon lssuance of the draft audlt 
report 

Recommendat~on No 4 
We recommend that USAID/Gu~nea prov~de adequate tra~n~ng 1n 
cashler operatlons to the newly des~gnated alternate cashler 

Mlsslon's Response The deslgnated alternate Class B Cashler was 
provlded on-the-Job tralnlng durlng the weeks of June 14 and June 
18 1999 Subsequently the alternate cashler fllled In as the 
cashler for the week of June 28 1999 durlng the absence of the 
class B cashler Followlng the completlon of the summer leave 
schedule the alternate Cashler wlll conduct the cashler operatlon 
at least tWlce a month under the supervlslon of the Class B 
cashler for three months Thereafter the alternate wlll perform 
the cashler operatlon at least once a quarter to keep abreast of 
any changes In cashler pollcy and regulatlons and to stay famlllar 
wlth the cashler software program The Chlef Accountant has been 
tasked wlth ensurlng that the tralnlng schedule and the subsequent 
famlllarlzatlon schedule lS followed 

Based on the actlons taken to date, USAID/Gulnea reque~ts that 
recommendatlon Nos 2 and 4 be closed upon lssuance of the flnal 
aud1t report USAID/Gulnea wlll advlse the USAID Management 
Bureau's Offlce of Management Plannlng and Innovatlon when the 
cashler's Offlce has been relocated and securlty upgraded as 
descrlbed In our comment to Recommendatlon No 1 above 


