
Checklist for Newly Elected Officials

The change of administration from an outgoing elected official to a newly elected official should be a smooth transition with both parties cooperating for the benefit of the taxpayers that they represent.  However, many times the outgoing official is not cooperative and the transition does not go smoothly.  Regardless of the type of transition, the following are suggestions that the newly elected official should consider for the transition:

· As soon as the newly elected official’s term starts, he should arrive at the agency’s business office with his financial advisor.

· Capital assets, such as equipment, vehicles, and computers should be inventoried and compared to the agency’s inventory listing for missing items.  Report all missing assets to law enforcement officials and to the legislative auditor’s office.
· Account for all cell phones and pagers.

· Account for all credit cards.
· Count petty cash funds and ensure that funds disbursed are supported by appropriate documentation.

· Checks

· Account for the last check numbers written by the previous administration with the supply of blank checks.
· Change authorized bank signatures to the new officials that will be signing checks.
· Review board minutes to determine that they are complete and up-to-date.
· Review the ordinance book to determine if it is complete and up-to-date.
· Make a general review of the financial records to determine if records are complete and up-to-date.  The following records should be available:

· Adopted budget and all amendments, if any

· Detailed general ledger
· Monthly financial statements

· Cash receipts/cash disbursements journals

· Paid and unpaid vendor invoices (obtain an accounts payable listing and balance with the unpaid vendor invoices)  [Although all unpaid bills are important, specifically determine that payments for hospitalization and retirement liabilities are current.]
· Purchase orders

· Bank account statements with related cancelled checks and deposit slips

· Bank reconciliations
· Payroll files:
· Payroll registers

· Authorized pay rates

· Individual earnings records

· Time and attendance records

· Personnel files
· Records to account for vacation and sick leave earned and taken by employees

· Current payroll tax reporting forms (IRS Forms 941and W-2, LA withholding, etc.)  [The Internal Revenue Service and LA Department of Revenue should be contacted to ensure that payroll tax reporting forms and payments are current.]

· Utility system files (water, sewer, gas, and electricity):
· Determine if current utility bills were prepared and mailed to customers

· Billing records (billing registers, utility billings, meter readings)

· Detailed customer accounts receivable listing along with an aging of the customer balances

· Detailed customer meter deposit listing

· Agency’s cut-off policy

· Count cash drawers and account for receipts and customer payments and determine if daily bank deposits were being made

· Traffic ticket files:

· Supply of traffic/misdemeanor ticket books adequately safeguarded
· Records maintained that account for citations issued and the final disposition of the citations

· Account for the last traffic/misdemeanor citation written with the supply of ticket books

· Determine that long-term debt payments are up-to-date (verify with the financial institution) and that bond reserve and contingency payments are being made.
· Insurance policies should be secured--determine if insurance is in force for general liability, fire and extended coverage, and vehicles. 

· Access to computer files should be terminated for all former employees/elected officials.
· Computer files should be backed up daily and these back-up files should be stored offsite.
· Consider whether locks to doors and keys to mailboxes should be changed.
We suggest that our Checklist of Best Practices in Government  be used to guide you in making a self-assessment to identify internal control weaknesses, noncompliance with state laws, and poor business practices.
Louisiana Revised Statute 24:523 requires public and elected officials to report misappropriations of public funds or assets to the legislative auditor and to the local district attorney.

Source:  Should you have any questions regarding the transition of a newly elected official, please contact Joy Irwin at the Legislative Auditor’s Office, (225) 339-3800.
� The financial advisor could be the official’s accountant or an employee of the agency.  The main purpose of the financial advisor is to be a witness and to document the results of the inspection of the financial records.
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