REVIEW PROCEDURES

· Review the Soybean Promotion, Research, and Consumer Information Act and the Soybean Promotion and Research Order as they relate to accounting procedures.

· Review corporate Articles and By-laws

· Review board minutes

· Obtain an understanding of the accounting policies, procedures and internal controls to ensure the collections, refunds and transfers are in compliance with the terms of the Act and Order

· Review cash receipts procedures, bank accounts and investment activity for compliance with the Agricultural Marketing Service investment policy.

· Test collections received and examine the supporting SPARC Report and Remittance of Amount Collected and Due on soybeans purchased to ascertain that such assessments were calculated correctly, authorized by signature, filed timely and that the amount reported was deposited into the bank.

· Test transfers to other states and examine the supporting transmittal form and copy of SPARC Report to ascertain that such amounts are adequately supported, calculated correctly, authorized by signature and that the amount remitted was supported by a canceled check.

· Review on a test basis QSSB to USB Transmittal Forms to verify the accuracy of the information compiled from the SPARC Reports and the refund and transfer documentation.

· Verify that collection costs withheld, if any, comply with the Act and Order

· Document audit procedures for first purchasers.

· Review cash disbursement controls and procedures and assess their adequacy

· Review contracts and agreements, including program and university agreements and those involving staffing.

· Review the method used to determine the allocation of labor and overhead to various program areas. Test overhead rates for reasonableness compared to actual expenses

· Test administrative/overhead costs by examining invoices selected from the detailed general ledger for proper account classification, authorization for payment and examine the corresponding canceled check.

· Examine and test travel/expense reports of management and volunteers and test for compliance and proper approval procedures.

· Review controls and procedures relating to the issuance of credit cards and test for compliance.

· Examine direct program expenses.

· Review expenditures to ascertain whether or not any funds were used for lobbying.

· Review the relationship between the state soy association or other association that provides services to the QSSB to insure that the relationship is in compliance with the Act and Order.
