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Areas Reviewed 

• Account reconciliations
• Exemptions and waivers
• Student receivables
• Tuition and fee charges
• Tuition set aside processes

Overall Conclusion 
Overall, the controls established over tuition and fee processes at West Texas 
A&M University are effective in providing reasonable 
assurance that the university is operating in compliance 
with applicable laws, policies, regulations, and university 
procedures with the exception of collection procedures 
for student receivables.  Opportunities for improvement 
exist for student billing, account reconciliations, and 
student set aside notifications.    

Summary of Audit Results 
Significant Observations 

• Improvements are needed to ensure that timely collection procedures are
applied to delinquent student accounts receivable.

Notable Observations 

• Student billing procedures need improvement to ensure that students are
charged the correct amounts for tuition and fees.

• Improvements are needed to ensure timely clearing of reconciling items.
• Tuition set aside notices are not provided to students.

Summary of Management’s Response 
West Texas A&M University management agrees with the findings and 
recommendations to improve and ensure timely collection procedures are applied 
to all delinquent student accounts. These procedures will be applied no later than 
November 30, 2018.   

Management will also strengthen and simplify student billing procedures ensuring 
all students are charged the correct amounts for both tuition and fees. 
Management will improve the timely clearing of reconciling items related to 
student accounts and all students will receive timely notification about the 
legislatively mandated set asides from their tuition payments.  These three 
observations will be addressed no later than November 30, 2018. 
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Detailed Results 
 
1. Collection Procedures for Student Accounts Receivable 

 
Improvements are needed to ensure that timely collection procedures are 
applied to delinquent student accounts receivable.  Eighteen of 30 (60%) 
student accounts receivable reviewed had exceptions to demand letters, collection 
referrals or state warrant hold requirements. Four accounts had no collection 
procedures applied, five were never placed on state warrant hold, and nine were 
not placed on state warrant hold within six months of delinquency.  In addition, 
state warrant holds are not applied to delinquent short-term student loans.   
 
Financial aid adjustments were made to student accounts in June 2016 for the 
preceding spring semester.  There was a lack of communication between the 
financial aid office and student business services, and the account review process 
at the end of each semester cycle did not identify all student accounts with past 
due balances for collection procedures.  
 
Implementation of the state warrant hold process has been slow, and there has 
been turnover in the position responsible for the collection procedures.   State 
warrant holds did not begin until April 2016 and were not consistently applied to 
the spring and summer 2016 delinquent accounts.   Accounts with university 
payment agreements were not placed on state warrant hold although there are 
other students making payments to the collection agency that are on hold.   
 
Short-term (45-90 days) student loans are administered and serviced by an 
outside company that provides demand letters.  If there is no response to the 
demand letters, the accounts are sent to a collection agency; however, no state 
warrant holds are placed for the delinquent loans.   
 
Although the university has made significant improvements in student account 
collections in the last two years, additional improvements are needed to ensure 
that collection procedures are in compliance with A&M System Regulation 
21.01.04, Extension of Credit.   Collection procedures are not consistently applied 
and the current procedures do not place state warrant holds on delinquent 
accounts until 180 days after the account is declared delinquent.   The A&M 
System regulation states that members should use the State Comptroller’s 
warrant hold process when debts are determined to be delinquent.  Reducing the 
time between demand letters, collection agency referrals, and state warrant holds, 
and more consistent application of collection procedures may provide greater 
opportunities for collection of delinquent debts.    
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Recommendation 
 
Review and update the university’s collection procedures to reduce the time 
between account delinquency and placing state warrant holds in compliance with 
A&M System Regulation 21.01.04.  Establish monitoring and review procedures to 
ensure that collection procedures are applied in a timely manner to delinquent 
accounts, including state warrant holds for delinquent student loan receivables. 

 
Management’s Response 

 
West Texas A&M University management agrees with the recommendation to 
review and update existing collection procedures.  Existing procedures will be 
strengthened to reduce the time between account delinquency and placement 
with the State of Texas warrant hold program.  The review and update of our 
procedures will also include the student loan receivable process and the 
timeliness of placement with the State of Texas.  Processes and procedures will be 
in place no later than November 30, 2018. 

 
2.  Student Billing 
 

Student billing procedures need improvement to ensure that students are 
charged the correct amounts for tuition and fees.   Six of 30 (20%) student 
billing statements reviewed did not agree to applicable tuition and fee tables.   
Four accounts had tuition charges from one fiscal year rate table and fee charges 
from a different fiscal year rate table; one account had the wrong fiscal year rate 
table charges for both tuition and fees; and one account had charges that did not 
agree to any published rate tables.  
 
The university has established a complex system for billing students, including a 
guaranteed tuition plan for every student at both the undergraduate and graduate 
levels.  Multiple registration rate tables have been created by combining tuition 
tables and separate fee tables determined by residency, cohort year, class level, 
and student type.  The university had 276 active rate tables for the fall 2016 
semester.   
 
There has been turnover in the position responsible for establishing the tuition 
and fee tables and the rules of how the tables are to be applied for each student.  
Although there is a process to review and test new tables and rules, it is very time 
consuming due to the large number of rate table combinations.  Therefore, testing 
of every possible student billing situation was not completed.  Without adequate 
testing and monitoring of billing processes, the risk of inaccurate student charges 
and noncompliance with approved and published tuition plans is increased.  
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Recommendation 
 
Review the current tuition and fee structure for opportunities to simplify the 
process of student billing.  Establish monitoring processes to ensure that tables 
and rules are correctly created and applied for accurate billing of tuition and fees.  

 
Management’s Response 

 
West Texas A&M University management agrees with the recommendation to 
simplify the process of student billing.  Many of the existing challenges are a result 
of offering guaranteed tuition and fee plans to all students; in-state, out-of-state, 
graduate and undergraduate.  In fact, West Texas A&M University no longer offers 
guaranteed plans to our graduate students.   Processes and rules will be designed 
to ensure current and future billing tables are created accurately and are easily 
understood and applied by employees that work with them.  Processes and rules 
will be implemented no later than September 30, 2018. 
 

3.  Account Reconciliations 
 

Improvements are needed to ensure timely clearing of reconciling items.  
Five of ten (50%) account reconciliations had outstanding reconciling items 
ranging from five months to over three years old.   One account has an outstanding 
reconciling amount of $15,000 which has been unexplained since June 
2013.  Although there has been research into the reason for unexplained 
differences each month, the issue has not been resolved.  Some accounts with 
smaller outstanding amounts were scheduled to be reviewed and cleared at the 
end of the fiscal year rather than when the outstanding items were identified.   
 
The university has taken actions to strengthen the reconciliation process; 
however, additional improvements are needed.   Assignment of account 
reconciliation responsibilities has changed and there is not a consistent approach 
to performing account reconciliations such as an account reconciliation 
template.  Account reconciliation formats were different for the majority of the ten 
reconciliations reviewed.  Although a monitoring process has been established, it 
could be enhanced to provide more timely decisions on how to resolve 
outstanding issues.  The older outstanding items are generally more complicated 
and often require management decisions to make the necessary corrections.  
 
Timely reconciliations are an important control for the detection of errors, 
discrepancies, and systemic problems.  Monitoring and oversight of the 
reconciliation process is important to ensure that employees understand account 
reconciliation processes, and how and when to alert management to issues or 
problems in resolving outstanding items.   
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Recommendation 
 
Develop a consistent approach to performing account reconciliations, and train 
employees on account reconciliation requirements.   Enhance the monitoring 
processes to ensure that outstanding items are identified and cleared in a timely 
manner. 

 
Management’s Response 

 
West Texas A&M University concurs with the recommendation to strengthen the 
university’s reconciliation process and formalize trainings for new and existing 
employees that are tasked with reconciling accounts.  Included in these trainings 
will be newly designed processes to help our employees identify and clear 
outstanding items in a timely manner.  The new process will be implemented no 
later than November 30, 2018. 
 

4.  Tuition Set Aside Notifications 
 

Tuition set aside notices are not provided to students.   The Texas Education 
Code mandates that a portion of the university’s designated tuition be set aside to 
provide financial assistance for qualifying students.  Students are to be notified 
each semester of the specific amount of funds set aside by the institution from 
their tuition payment.   There has been turnover in personnel involved in student 
billing and current personnel were not aware of the requirement that students be 
notified each semester of tuition set aside amounts, resulting in noncompliance 
with state requirements.   
 
Recommendation 
 
Provide students with a notice of the specific amount that is set aside from their 
tuition payments as required by the state. 
 
Management’s Response 

 
West Texas A&M University management will comply with the recommendation 
to provide notification to all students of the legislatively mandated amount of 
designated tuition to be set aside from their tuition payment for financial 
assistance to qualified students.  The university will be in compliance no later than 
September 30, 2017. 
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Basis of Review 
 
Objective and Scope 

 
The objective of this audit was to review controls and processes for tuition and fee 
revenues and expenditures to determine if processes are in compliance with 
applicable, laws, policies, regulations, and university rules.   
 
The audit focused on account reconciliations, exemptions and waivers, student 
receivables, tuition and fee charges, and tuition set aside processes.  The audit 
period was primarily January 1, 2016 through March 31, 2017.  Fieldwork was 
conducted from May to June, 2017. 
 

Methodology 
 
Our audit methodology included interviews, observation of processes, review of 
documentation, and testing of data using sampling.  

To determine the timeliness and accuracy of account reconciliations, auditors 
used professional judgment to select a non-statistical sample of ten account 
reconciliations designed to be representative of the population.  

To determine whether exemptions and waivers were verified and supported, 
auditors used professional judgment to select non-statistical samples of 30 
exemptions and 30 waivers designed to be representative of the population.  

To determine if student accounts receivable collection processes were in 
compliance with A&M System regulations, auditors used professional judgement 
to select a non-statistical sample of 30 delinquent student accounts designed to be 
representative of the population. 

To determine if tuition and fee charges were correctly applied to student cohorts, 
auditors used professional judgment to select a non-statistical sample of 30 
student billing statements designed to be representative of the population.  

Criteria 
 

Our audit was based upon standards as set forth in Texas A&M University System 
Policies and Regulations; West Texas A&M University rules and procedures; Texas 
Education Code; and other sound administrative practices.  The audit was 
conducted in conformance with the Institute of Internal Auditors’ International 
Standards for the Professional Practice of Internal Auditing. 
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Additionally, we conducted the audit in accordance with generally accepted 
government auditing standards.  Those standards require that we plan and 
perform the audit to obtain sufficient, appropriate evidence to provide a 
reasonable basis for our findings and conclusions based on our audit objectives.  
We believe that the evidence obtained provides a reasonable basis for our findings 
and conclusions based on our audit objectives. 

 
Audit Team 
 
Amanda Dotson, CPA, CIA, Director 
Sandy Ordner, CPA, CIA, Senior Manager 
Danielle Carlson, CPA, CIA 
Ana-Lisa Liotta 
Joseph Nunez 
Bryan Williamson 
 
 

Distribution List 
 
Dr. Walter Wendler, President 
Mr. Randy Rikel, Vice President for Business and Finance 
Dr. Wade Shaffer, Provost and Vice President for Academic Affairs 
Mr. Michael Knox, Vice President for Student Affairs 
Mr. Mark Hiner, Assistant Vice President for Business and Finance 
Ms. Shelly Davis, Associate Vice President for Business and Finance and Controller 
Dr. Angela Spaulding, Vice President for Research and Compliance and Dean of Graduate  
     Studies 
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	1. Athletics Contract Administration
	Contract administration practices within the Athletics Department require significant improvement to ensure contracts are properly routed and approved.  Three IT-related athletic contracts were not properly routed through the university’s Procurement ...
	1a.   IT Contract Routing and Approval
	Three contracts related to IT systems being used by the Athletics Department were not properly routed through the Procurement and Contracts Office.  These contracts include IT systems for online ticket sales, student medical record management, and the...

	Recommendation
	Management’s Response
	The internal procedure is being revised to provide guidance to all associated employees in an effort to ensure all applicable contracts are routed to IT for review.
	1b.   PCI Compliance
	Noncompliance with these provisions increases the risk that credit card data may not be adequately secured and could result in costly fines and penalties as well as potential liability to the university.

	Recommendation
	Ensure agreements with third-party service providers who have access to or host customer credit card data for the university include an acknowledgement that the service provider is responsible for compliance with PCI DSS and will notify the university...
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	1c.   Deposit Timeliness
	Funds collected for online ticket sales were not deposited timely in compliance with A&M System deposit requirements.  Receipts from online ticket sales collected by the university’s external vendor were remitted to the university monthly.  As a resul...

	Recommendation
	The Athletics Department and Contract Office should assess the risks related to the current method for receiving ticket sales receipts from the vendor.  For instance, management should consider the potential funds lost if the vendor defaults as well a...
	Management’s Response

	2. University Cash Controls
	2a.   University Cash Handling Training
	Training related to cash controls and requirements is not being completed by university employees that handle cash.  The university does not assign specific training for employees that handle cash including Athletics Department staff involved with tic...
	2b.  University Cash Advances/Working Funds

	Recommendation
	Management’s Response
	Improvements to existing processes have occurred in an effort to increase controls and manage the risk more effectively. Individuals that handle cash were identified utilizing a survey tool and assigned applicable cash handling training through TrainT...
	3. Athletics Affiliation Agreement

	Recommendation
	Management’s Response
	Increased monitoring occurred to ensure the requirements of affiliation agreements are properly managed.
	4. Athletics Data Privacy Training

	Recommendation
	Management’s Response
	FERPA training will be required of all existing and new employees and HIPAA training to all applicable departmental staff. This training has been completed for existing departmental personnel and internal written procedures are being updated.
	5. Athletics NCAA Self-Study – Gender Equity

	Recommendation
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	6. University Deferred Maintenance

	Recommendation
	Management’s Response
	The university acquired the services of VFA to perform a campus-wide facilities condition assessment over the past several years. Applicable personnel will collaborate to establish a deferred maintenance plan and proforma for the remaining athletic fa...
	7. University Procurement Card Limit Review
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	Overall Conclusion
	1. Collection Procedures for Student Accounts Receivable

	Recommendation
	Management’s Response
	2.  Student Billing

	Recommendation
	Management’s Response
	3.  Account Reconciliations

	Recommendation
	Management’s Response
	4.  Tuition Set Aside Notifications

	Recommendation
	Management’s Response
	Methodology
	Criteria
	Our audit was based upon standards as set forth in Texas A&M University System Policies and Regulations; West Texas A&M University rules and procedures; Texas Education Code; and other sound administrative practices.  The audit was conducted in confor...
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	Overall Conclusion
	 The Office of Institutional Advancement charges a 30% administration fee for all non-scholarship donations made to the university which is higher than comparable A&M System universities.
	1. Revenue Management
	1a.  Revenue Management – Reconciliation of Revenues
	The Athletics Department does not perform comprehensive reconciliations of sports camp, ticket, and concession revenues.  Sports camp funds received were not compared to the number of participants and the registration fee rates and discounts to ensure...

	Recommendation
	Develop a process to ensure a full accounting of revenues exists. Monitor the reconciliation process to ensure that comprehensive reconciliations of sports camp, ticket, and concession revenues are performed.
	Management’s Response

	1b.   Revenue Management – Segregation of Duties
	Segregation of duties and related compensatory controls between the custody of assets and record-keeping functions within the Athletics Department require improvement. In the ticket sales office, two people perform all of the duties related to the rec...
	Improve the segregation of duties between the custody of assets and record-keeping functions in the department to ensure no one person can control or perform all of the duties related to collecting, depositing, and reconciling or reviewing revenues.
	1c.   Revenue Management – Safe Access
	Access to Athletics Department safes requires improvement to ensure compliance with A&M System and university requirements. There are three safes within the Athletics Department that contain various amounts of cash. Access to these safes was not in co...
	Management’s Response

	1d.  Revenue Management – Check Logs
	Checks received by the Athletics Department in the mail are not logged upon receipt.  The Athletics Department receives checks through the mail for donations and payments for tickets.  When checks are received through the mail, the mail is opened by v...

	Recommendation
	Implement the use of check logs and develop a process to ensure all checks are logged in compliance with university procedures.
	Management’s Response

	1e.  Revenue Management – Transfer of Custody
	The transfer of the custody of funds within the Athletics Department or between the Athletics Department and the Office of Institutional Advancement is not documented. When donation checks are received through the mail, the Athletics Department employ...

	Recommendation
	Implement the use of transfer of custody forms.  Develop a process to ensure all transfers of the custody of funds are documented in compliance with A&M System regulations and university procedures.
	Management’s Response

	The Athletics Department has begun implementing the process to use Transfer of Custody forms to ensure transfers of funds are documented and in compliance with A&M System regulations and university procedures.  This process will be fully implemented b...
	1f.  Revenue Management – Collection of Sales Tax
	The Athletics Department is not collecting and remitting sales tax from concession sales. While the university is typically tax-exempt, when a university department sells a taxable item, it is responsible for collecting sales tax. Snack items, not inc...

	Recommendation
	Develop procedures for the collection and remittance of sales tax for concession items.  Develop a process to ensure all sales tax is appropriately collected and remitted to the state as required by the State of Texas.
	Management’s Response

	The Athletics Department is developing a written procedure for collection and remittance of sales tax on tangible items to ensure sales tax is appropriately collected and remitted to the state as required.  This will be fully implemented by January 1,...
	1g.  Revenue Management – Counterfeit Bill Detection
	The Athletics Department does not use a counterfeit bill detection pen. The university’s Cash Handling Procedures state that all authorized cash handling units are responsible for exercising reasonable care in screening cash transactions for counterfe...

	Recommendation
	Management’s Response
	2. Sports Camps
	2a.   Sports Camps - Administration
	While the university has written procedures in place for camps, the Athletics Department does not have monitoring processes to ensure the department is fully compliant with all applicable requirements. The Athletics Department and the Office of Commun...

	Recommendation
	Improve the university’s overall administration and oversight of sports camps. Establish clear lines of responsibility to maintain compliance with A&M System policies, regulations, and university rules and procedures.
	Management’s Response

	2b.   Sports Camps – Background Checks
	Background checks were not performed for one of 34 (3%) camp staff and volunteers.  A&M System Regulation 24.01.06 Programs for Minors requires that both criminal conviction and sex offender background checks be conducted annually on all individuals h...

	Recommendation
	Perform both a criminal conviction and sex offender background checks annually for employees and volunteers who will have contact with minors at camps, and retain documentation as required in A&M System Regulation 24.01.06 Programs for Minors.
	Management’s Response

	2c.   Sports Camps – Required Participant Forms
	A&M System Regulation 24.01.06 Programs for Minors requires each participant to complete a waiver, indemnification and Medical Release Form. University Rule 24.01.06.C1 Youth Initiatives also requires each participant to submit a completed A&M System ...

	Recommendation
	Improve the administration of camp documentation by verifying each camp participant on the roster has properly completed all required forms prior to participation in the camp. Monitor to ensure that required camp forms are completed prior to the start...
	Management’s Response

	The Athletics compliance manual will be updated by October 15, 2017 to clearly define responsibilities associated with administration of camp documentation.  The camp directors will review camp documentation for completeness and maintain copies of all...
	2d.   Sports Camps – Records Retention
	Official camp participant and camp employee/volunteer rosters, including name and contact information, were not consistently retained across campus. The Athletics Department and the Office of Community Outreach are both responsible for certain aspects...

	Recommendation
	Clearly assign records retention responsibilities for camp participant and employee/volunteer rosters to a single office.  Identify the official system of record and take steps to ensure the information is retained in compliance with the A&M System Re...
	Management’s Response
	The individual camp directors will retain records and documents for camps and programs for minors.  Beginning October 1, 2017, the official system of record will be the Office of Community Outreach.   Community Outreach will monitor to ensure that ros...
	3. Employee Training
	Improvements are needed to ensure completion of employee training for Clery Act, athletics compliance, cash handling, FERPA, and data privacy. Athletics Department employee training requirements and procedures for the assignment and monitoring of trai...
	3a.   Employee Training – Clery Act Training
	3b.   Employee Training – Athletics Compliance Training
	Eight of 75 (11%) Athletics Department employees have not completed the annual athletic compliance educational program training. Currently, the athletic compliance training is offered to all employees annually in June. These eight employees were hired...
	3c.   Employee Training – Cash Handling
	Athletics Department employees and volunteers with cash handling responsibilities have not consistently taken the required annual cash handling training.  For concessions, fourteen of 42 (33%) cheer team members did not have a record of cash handling ...
	3d.   Employee Training – Family Educational Rights and Privacy Act         Training
	Family Educational Rights and Privacy Act (FERPA) training is not required of Athletics Department employees. Athletics Department employees may have access to personally identifiable educational records such as course schedules and transcripts that w...
	3e.   Employee Training – Data Privacy
	4. Travel Card – Temporary Limits
	5. Donor Administration Fee
	The audit focused on sports camp administration, expenditures, procurement cards, travel cards, ticket and concession revenue, employee training, and the Islander Club.  The audit period was primarily January 1, 2016 through March 31, 2017.  Fieldwork...
	Methodology
	Criteria
	Additionally, we conducted the audit in accordance with generally accepted government auditing standards.  Those standards require that we plan and perform the audit to obtain sufficient, appropriate evidence to provide a reasonable basis for our find...
	Tracey Sadler, CIA
	Mr. Brian Maxey, Associate Athletics Director for Compliance






