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Appendix 3:
Prior Audit Coverage

The independent auditors issued a qualified opinion on the Government of Guam General
Purpose Financial Statements for fiscal years 1997 through 2001. The financial statements did
not include the Council on the Arts and Humanities Agency special revenue fund and the
independent auditors opined that the fund should be included in order to conform with
accounting principles generally accepted in the United States of America.

For fiscal years 2002 and 2003, the independent auditors did not cite exclusion of the CAHA

special revenue fund in its qualification of the Government of Guam General Purpose Financial
Statements. According to the independent auditors, the amount of the fund was immaterial.
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Appendix 4:
CAHA Account 1 Receipts and Disbursements

Statement Date | Beginning Balance Receipts Disbursements | Ending Balance
October 1-31, 2000 $13,237 $2,507 ($15,083) $661
November 1-30, 2000 $661 $1,250 ($1,673) $238
December 1-31, 2000 $238 $10,437 (%$4,375) $6,300
January 1-31, 2000 $6,300 $2,250 ($373) $8,177
February 1-28, 2001 $8,177 $3,479 ($7,613) $4,043
March 1-31, 2001 $4,043 $3,599 ($474) $7,168
April 1-30, 2001 $7,168 $1,509 ($3,361) $5,316
May 1-31, 2001 $5,316 $8,838 ($2,808) $11,346
June 1-30, 2001 $11,346 $364 ($1,562) $10,148
July 1-31, 2001 $10,148 $930 ($9,415) $1,664
August 1-31, 2001 $1,664| $ - ($1,014) $650
September 1-30, 2001 $650 $25,026° ($134) $25,542
FY 2001 Total $60,189 ($47,884)

October 1-31, 2001 $25,542 $232 ($1,000) $24,773
November 1-30,2001 $24,773 $517 ($25,000) $290
December 1-31, 2001 $290 $1,736 ($582) $1,444
January 1-31, 2001 $1,444| % - ($651) $793
February 1-28, 2002 $793| $ - ($129) $664
March 1-31, 2002 $664| $ -1$ - $664
April 1-30, 2002 $664| $ -1$ - $664
May 1-31, 2002 $664 $1,600 ($1,953) $311
June 1-30, 2002 $311| $ -1$ - $311
July 1-31, 2002 $311 $94| $ - $405
August 1-31, 2002 $405| $ - ($45) $360
September 1-30, 2002 $360| $ - ($83) $277
FY 2002 Total $4,179 ($29,444)
October 1-31, 2002 $277 $750| $ - $1,027
November 1-30, 2002 $1,027 $1,250] $ - $2,277
December 1-31, 2002 $2,277| $ - ($111) $2,166
January 1-31, 2003 $2,166| $ - ($800) $1,366
February 1-28, 2003 $1,366| $ -1$ - $1,366
March 1-31, 2003 $1,366| $ -1$ - $1,366
April 1-30, 2003 $1,366 $50 ($538) $878
May 1-31, 2003 $878 $90 ($308) $660
June 1-30, 2003 $660 $1,868 ($1,623) $905
July 1-31, 2003 $905 $200 ($620) $485
August 1-31, 2003 $485 $215| $ - $700
FY 2003 Total $4,422 ($3,999)
FY 2004 Total $15,579° ($5,236)

Grand Total $84,368 ($86,563)

8 Account 1 received NEA grant 00-5500-3038 for $25,000 on behalf of Gef Pago in September 2001. The $25,000 was
disbursed to Gef Pago in November 2001 and not included in our comparison of total CAHA receipts and disbursements.
® Account 1 received an $8,000 grant on behalf of Paa Taotaotano, which was not included in our comparison of receipts.
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Appendix 5:
CAHA Account 2 Receipts and Disbursements

Statement Date Beginning Balance Deposits Disbursements | Ending Balance
October 1-31, 2000 $3,937 $3,545 ($644) $6,839
November 1-30, 2000 $6,839 $838 ($1,471) $6,205
December 1-31, 2000 $6,205 $230 ($3,089) $3,347
January 1-31, 2000 $3,347 $2,128 ($595) $4,880
February 1-28, 2001 $4,880 $3,307 ($1,727) $6,459
March 1-31, 2001 $6,459 $2,506 ($3,888) $5,077
April 1-30, 2001 $5,077 $1,403 ($2,572) $3,908
May 1-31, 2001 $3,908 $821 ($2,008) $2,721
June 1-30, 2001 $2,721 $1,152 ($1,642) $2,231
July 1-31, 2001 $2,231 $698 ($385) $2,543
August 1-31, 2001 $2,543 $387 ($703) $2,227
September 1-30, 2001 $2,227 $1,358 ($1,508) $2,077
FY 2001 Total $18,372 ($20,232)

October 1-31, 2001 $2,077 $800 ($741) $2,136
November 1-30,2001 $2,136 $849 ($550) $2,435
December 1-31, 2001 $2,435 $866 ($1,642) $1,659
January 1-31, 2001 $1,659 $1,747 ($1,001) $2,404
February 1-28, 2002 $2,404 $1,648 ($519) $3,533
March 1-31, 2002 $3,533 $1,068 ($378) $4,222
April 1-30, 2002 $4,222 $1,853 ($2,066) $4,008
May 1-31, 2002 $4,008 $694 ($1,699) $3,003
June 1-30, 2002 $3,003 $420 ($375) $3,048
July 1-31, 2002 $3,048 $142 ($1,048) $2,143
August 1-31, 2002 $2,143| $ - ($267) $1,876
September 1-30, 2002 $1,876 $770 ($50) $2,596
FY 2002 Total $10,855 ($10,336)
October 1-31, 2002 $2,596 $2,188 ($2,326) $2,457
November 1-30, 2002 $2,457| $ - ($180) $2,277
December 1-31, 2002 $2,277 $265 ($265) $2,277
January 1-31, 2003 $2,277| $ - ($115) $2,162
February 1-28, 2003 $2,162| $ -1$ - $2,162
March 1-31, 2003 $2,162| $ - ($5) $2,157
April 1-30, 2003 $2,157 $200/ $ - $2,357
May 1-31, 2003 $2,357| $ -1$ - $2,357
June 1-30, 2003 $2,357| $ -1$ - $2,357
July 1-31, 2003 $2,357| $ -1$ - $2,357
August 1-31, 2003 $2,357| $ -1$ - $2,357
September 1-30, 2003 $2,357| $ -1$ - $2,357
FY 2003 Total $2,653 ($2,892)
FY 2004 Total $0 $0

Grand Total $31,879 ($33,460)
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Appendix 6:
Management Response

s T bl

Felix P. Camacho aleo S. Moylan

Governor GUAM ; Li?lftenam Governor
Sitvia M Hlires COUNCIL ON THE ki
Executive Director ARTS AND né)p U=
“~- HUMANITIES AGENCY
KAHAN I KUTTURAN GUAHAN

May 31, 2005

Doris Flores Brooks

Public Auditor, CPA, CGFM
Office of the Public Auditor
Suite 401, Pacific News Building
238 Archbishop Flores Street
Hagatna, Guam 96910

Dear Ms. Brooks:

The Guam Council on the Arts and Humanities Agency is hereby submitting its response to the Office of the Public
Auditor’s Performance Audit, Non-Appropriated Funds (OPA Report No. 05-02).

The Guam Council on the Arts and Humanities Agency requested the recruitment of an Administrative Officer to
the Bureau of Budget and Management Research. KAHA completed its interviews on May 26, 2005 for this
position. A selection has been made and the position will be filled by June 13, 2005. By having an additional staff
on board, particularly in this field, we will address the separation of duties and other pertinent issues.

1. A copy of Executive Order 84-3 is being disseminated to all KAHA staff and board members for
their review and guidance on the procedures of the Revolving Fund Account. Executive Order 84-3 will serve
as a basis for KAHA’s internal control and standard operating procedures.

2. The Chairperson of the KAHA Board has called a special meeting for June 6™ specifically to address the
audit report and to encourage the passage of board policies and procedures to concur with the requirements in
Executive Order 84-3, including monthly and annual financial statements/reports on KAHA accounts and
inventory. Effective June 13, 2005, Guam KAHA will have an Administrative Officer with accounting and
bookkeeping background on board. The Executive Director concurred with Board Chair, Ms. Flora Baza
Quan’s recommendation that all staff including the new Administrative Officer and Program Coordinators
involved in programming project activities and financial matters obtain training through the Association of
Government Accountants, the University of Guam or Guam Community College.

3.a) The QuickBooks software was recommended by Chairperson of the KAHA Board to be utilized to simplify
the Revolving Fund Account. The agency recently purchased the QuickBooks software and will begin utilizing
that program for the account as well as acquire the training necessary to implement the program. Based on the
newly hired Administrative Officer's application, she is knowledgeable in most software, which will help the
agency generate monthly and annual financial reports.

b) The closure of the second bank account will be brought up to the board during the special board meeting
scheduled for June 6, 2005. A decision will be made on which account will be closed based on the charges /
fees assessed on both accounts.
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4. The separation of duties will be determined and clearly defined once the Administrative Officer is on
board and a flowchart will be created to clarify these duties. The signatories on bank account #1 and #2
were replaced with a) Executive Director, Sylvia Flores; b) Patrick Bamba, Secretary; alternates were ¢)
Flora Baza Quan, Chairperson; and d) Jacqueline G. Balbas, Program Coordinator III. Both accounts
required any two (2) signatures of names mentioned above. The closure of one of these accounts will
simplify this process. Supporting documents including invoices and receipts will always be attached to
check requests.

5. The agency has created a disbursement voucher form to include information such as: payee, program
category, purpose, amount, invoice number, board action date (if applicable), approving official, treasury
agent, balance on register, check no., balance forward and date (see attached copy). Procurement
procedures for disbursements below $500 will be addressed during KAHA's special board meeting
scheduled for June 6, 2005. A copy of the Government of Guam procurement laws and regulations is being
obtained from the procurement division. General Services Agency (GSA), of the Department of
Administration for issuance to all staff and board.

6. The bank deposits of a threshold of $100 in receipts will be brought up to the board on its special board
meeting scheduled for June 6, 2005. The decision of the board will supercede the current revolving fund
guideline requiring monies to be deposited within one (1) working day after the collection of monies. For
clarification purposes, receipts were collected and a numerical receipt listing was maintained for bank
account #2 during fiscal year 2001 through fiscal year 2003.

7. A donation form was created and implemented when Executive Director, Ms. Sylvia Flores came on
board in October 2004, KAHA has established procedures, which require the cash, count by two
employees, documented on the donation form with signatures, date and the amount of cash. A third
employee verifies the cash count and signs off on the form as well and prepares the deposit ticket. The
deposit ticket is then forwarded to a fourth employee for bookkeeping / reconciliation purposes.

8. Because the Form 1099-MISC was never issued in the past, Guam KAHA is currently making
arrangements to meet with a Department of Revenue & Taxation representative to discuss the matter of
issuing the 1099’s to individuals of prior years. In the meantime, Form 1099 will be issued to those
individuals who have provided services of at least $600 each calendar year.

The Guam Council on the Arts and Humanities Agency anticipates that recommendations shall be in place in the
next three (3) months for those issues that have not been implemented and the Board will formalize standard
operating procedures and critical relevant policies. We welcome your guidance and suggestions and also seek the
advice of the office of the Bureau of Budget and Management and the Department of Administration. Should you
require additional information, please feel free to contact our office at 646-2781/2.

Sincerely,

=
T
Sylvia M. Flores

Executive Director

cc: GCAHA Board Chairperson
GCAHA Board Members
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