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March 18, 2014 
 
VIA EMAIL  
 
Board of Education 
East Islip Union Free School District 
Craig B. Gariepy Avenue 
Islip Terrace, NY 11752 
 
Re: Internal Audit Reports 

 
Board of Education: 
 
We have performed internal audit services for the East Islip Union Free School District applicable to 
various key controls within the District. The services we performed include testing, reviewing and 
evaluating internal controls pertaining to selected transactions   

 

�‰ Information Systems – Disaster Recovery Plan 
�‰ Purchasing Process 
�‰ Before and After School Program 
�‰ Employee Attendance 

 
If you have any questions or you would like to discuss this matter further, please contact our offices.  
 
 
Very truly yours, 
 
 

 Nawrocki Smith LLP 
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Internal Audit Report: 
Information Systems – Disaster Recovery Plan 

 

 
Nawrocki Smith LLP, Certified Public Accountants & Business Consultants 

g) Effective backup and recovery programs for books and records that encompass both hard 
copy and electronic data 

h) Identification and backup of mission-critical systems 
i) Assessment and consideration of financial and operational risks 
j) Definition of alternative communication options between employees and the organization 
k) Establishment of alternative physical locations for employees, with special attention initially 

to employees who staff the organization's immediate offsite information systems recovery 
team(s) 

l) Impacts on critical constituents, external clients, government agencies and other relevant 
organizations in the event of a disruption of continual processing or service 

m) Continuation of mandated, legislated regulatory reporting in the event of a disruption of 
continual processing or service 

n) Established authorization and access rights to copies of the disaster recovery plan distributed 
to users 

o) A District policy that establishes the disaster recovery plan as intellectual property and 
protects its distribution 

 
2. The disaster recovery plan should be documented and approved by the Superintendent of Schools.  

Additionally, the disaster recovery plan should be reviewed and updated by the District on an 
annual basis.  . 
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Internal Audit Report 
Purchasing Process 

 

Nawrocki Smith LLP, Certified Public Accountants & Business Consultants  

 
4. All vendor charges tested agreed to the proposed rates. 

 
Competitive Quotations 
 

1. All voucher packets tested were in compliance with the District’s purchasing policy regarding 
the proper number of quotations. 

 
2. All voucher packets tested were utilizing the best option out of all three (3) of the quotes. 

 
3. All vendor charges tested agreed to the proposed rates on the quotes. 

 
Recommendations: 
 

1. No recommendations at this time. 
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INTERNAL AUDITOR’S REPORT  
East Islip Union Free School District 

 
Before and After School Program 

March 2014 
 
 
Inherent Risk Rating:   High 
 
Control Risk Rating:     Moderate 
 
Audit Opinion:     Needs Improvement 
 
Purpose/Objectives:   
 
The Before and After School Program is a supervised program for Elementary children (grades K-5) 
provided to parents of the District at a minimal cost compared to daycare.  Therefore, the Before and 
After School Program, by its nature, shows attendance of each student attending, including how many 
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INTERNAL AUDITOR’S REPORT  
East Islip Union Free School District 

 
Employee Attendance 

March 2014 
 
 
Inherent Risk Rating:   High 
 
Control Risk Rating:     Moderate 
 
Audit Opinion:     Satisfactory 
 
Purpose/Objectives:   
 
Employee attendance, by its nature, shows employees’ time off, including how many vacation days they 
have left, how many sick days they've used, and if they have personal days remaining.  For that reason, it 
is imperative to monitor the labor management to identify and rectify outstanding and unusual trends in a 
timely manner.  Documented, knowledgeable oversight of employee attendance can increase the District’s 
control over its resources.  Testing procedures were conducted to assess the processing and maintenance 
of employee attendance. 
 
The objectives of the testing were to:  
 

�x Verify blue Employee Absence Card was properly submitted and approved  
�x Verify correct days were entered into the accounting software 
�x Verify days were posted to the correct absence code (i.e., vacation) in the accounting software 
�x Identify weaknesses, if any, in the internal control process 
�x Recommend possible enhancements to the process, if applicable 

 
Scope: 
 
We have selected twenty-two (22), or one hundred percent (100%) of school administrators, and tested 
their attendance for the months of July 2013 through January 2014 against our audit criteria. 
 
Observations:   
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Internal Audit Report: 
Employee Attendance 

 

Nawrocki Smith LLP, Certified Public Accountants and Business Consultants 

 
There were multiple instances for which the Employee Absence Cards were dated subsequent to the date 
of vacation or conference days taken. 
 
�¾ The District should request that all Employee Absence Card be pre-approved for vacation as a 

preliminary measure.  It is understood that due to most circumstances, sick and personal days are 
unable to be pre-approved.  We recommend that Employee Absence Cards are completed and 
approved within one week of the occurrence.  
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