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Single Audit Process Documentation
[bookmark: _Toc200371353]Part 1: Preparing to Start the Single Audit

1. Check with Ag (Susan Kremer) to see if there were any new Federal funds for the Fiscal Year. 
2. Create and set up the FY folder and create Reconciliation.xlsx in A133\20XX-XX\Reconciliation based on last year’s recon and new information for the current reporting year.
3. SPS Business Analysts and Setup Staff receive monthly audits to review a number of key master data elements for correct assignment.  This includes:  ALN Number, Functional Area, Award Type, Sponsor and Prime Sponsor.   Any audit errors identified are corrected before starting the preparation of reports.   
4. Once SPS receives confirmation from Accounting that the yearend data are  complete, the Business Analyst works to extract the data.    See Extracting the Data below.
5. Once all data are validated, the SPS Business Analyst will work with the SPS Data Analyst to ensure that all reports (SAVE, SEFA, Data Collection) are updated and reviewed to ensure they match the final Pre-Audit.  
[bookmark: _Toc200371354]Part 2: Extracting the Data
[bookmark: _Toc200371355]Step A: Download SAVA Report 

Run from COGNOS the SAVA file located at 
Team content > Departmental Content > PWL > Treasurer > SPS > A133 > 2. Download data for SAS
[bookmark: _Toc200371356]Step B: Download Data Collection Report

Run from COGNOS the SEFA file located at
Team content > Departmental Content > PWL > Treasurer > SPS > A133 > 2. Download data for SAS
[bookmark: _Toc200371357]Step C: Download Data Collection Report

Run from COGNOS the Data Collection file located at

Team content > Departmental Content > PWL > Treasurer > SPS > A133 > 2. Download data for SAS

Part 3: Reconciliation
Once the SAVA report has been reviewed the yearly Reconciliation should be updated and then reviewed by the Director of Information and Support Services (Stephanie Willis).  Once the review has been completed the Reconciliation Report goes to Accounting for final review and approval. Using last year as a template, create Reconciliation 20XX-XX.xls. Ensure any changes made to Reconciliation 20XX-XX.xls are noted and documented going forward.   Determination is made whether PARI projects are included in the report.   Thus far, PARI activity has been included with Purdue.   Should the PARI activity become significant, PARI will have a separate Single Audit.   
[bookmark: _Toc200371358]Part 4: Draft of Final Schedule
[bookmark: _Toc200371359]Step A: Creating Initial SEFA Report

First, arrange the sub-Clusters (SNAP, TRIO, Head Start, etc.) within the “Other Programs” Cluster so that it matches the SAVA’s order and verify the non-total rows in the SEFA are aligned with the SAVA’s rows. Each Program should exactly align on the same rows between the two reports. I typically do this by creating temporary calculations of the row numbers, using an XLOOKUP on a string of cluster+grantor+aln+alnprogramtitle between the two and checking to see if the row number matches.   Also ensure COVID projects and projects designated as Major are identified.   Contracts are now not included in the report.   All Pass-through entities should have the External Reference listed   (Nick, please also explain how the .RD and .Uxx coding is assigned.)

The requirement to show the calculations of the total rows on the SEFA requires us to take additional steps after running the report from COGNOS. Where there are no ALN Totals needed a SUM function will work in column H.   Although, in most cases you will need to filter by the string “total” on columns A, B, and F, respectively, and use following SUMIFS in the columns for Federal Expenditures and Subrecipient Expenditures. For the most part, the formulas below can be copy/pasted and then filled down once the appropriate column has been filtered.

· Filter Column A by “Total”:
· Column H -This formula calculates the total by Cluster for R&D, excluding itself.
· =SUMIFS(H:H,A:A,RIGHT(INDIRECT("A"&ROW()),LEN(INDIRECT("A"&ROW()))-8),C:C,"<>") 
· Column I -This formula calculates the total by cluster for R&D, excluding itself.
· =SUMIFS(I:I,A:A,RIGHT(INDIRECT("A"&ROW()),LEN(INDIRECT("A"&ROW()))-8),C:C,"<>")
· Other Programs Totals uses the same formula as R&D but you must also include the sub-clusters.
· =SUMIFS(H:H,A:A,RIGHT(INDIRECT("A"&ROW()),LEN(INDIRECT("A"&ROW()))-8),C:C,"<>")+H1786+H1780+H1758+H1669+H1644+H1638+H1570+H1471 The portion in red includes totals for the subclusters and will change from year to year.
· =SUMIFS(I:I,A:A,RIGHT(INDIRECT("A"&ROW()),LEN(INDIRECT("A"&ROW()))-8),C:C,"<>")+I1471+I1570+I1638+I1644+I1669+I1758+I1780+I1786
· Filter Column B by “Total”:	
· Column H - This formula calculates the total by Federal Grantor within the Cluster and excludes other total rows.
· =SUMIFS(H:H,$B:$B,RIGHT(INDIRECT("B"&ROW()),LEN(INDIRECT("B"&ROW()))-8),$A:$A,INDIRECT("A"&ROW()),$C:$C,"<>")
· Column I
· =SUMIFS(I:I,$B:$B,RIGHT(INDIRECT("B"&ROW()),LEN(INDIRECT("B"&ROW()))-8),$A:$A,INDIRECT("A"&ROW()),$C:$C,"<>")
· Filter Column F by “Total”: 
· Column H - This formula calculates the total by ALN within that Cluster and Federal Grantor
· =SUMIFS(H:H,$F:$F,RIGHT(INDIRECT("F"&ROW()),LEN(INDIRECT("F"&ROW()))-8),$A:$A,INDIRECT("A"&ROW()))
· Column I
· =SUMIFS(I:I,$F:$F,RIGHT(INDIRECT("F"&ROW()),LEN(INDIRECT("F"&ROW()))-8),$A:$A,INDIRECT("A"&ROW()))
· 
Once these formulas are  have been added, filter the Clusters column on “Other Programs” and turn the next??? to white to hide this text as the auditors don’t wish to see it but removing it completely would invalidate the formulas.   

Format of the SEFA should include page headers and footers, as well as page numbers.   


[bookmark: _Toc200371360]Step B: Reports  

Once the SEFA is complete, the supplemental information reports need to be created and validated.   They are then uploaded to the Plante Moran portal:   Client Login | Plante Moran      Supplemental reports include:
1. “Schedule of Expenditures on Federal Awards” (tab A)
2. “Schedule of State Pass-Through Grantors” (tab L)
3. “Schedule of Expenditures on Selected State of Indiana Projects” (tab N)
4. “Data Collection Form” (tab O)
5. “Table of Project Expired During 20XX-XX Reporting Year by ALN” (tab Q)
6. “Table of New Programs by ALN” (tab R)
7. “Table of Project Expired Prior to 7/1/20XX” (tab S)
8. “Reconciliation of Fund Balances” (tab U)
9.    FYxx Federal Revenue vs FYxx SAVA Expense (provided for Accounting use)
10. Schedule of Non-Government Grants
[bookmark: _Toc200371361]Part 6: Data Collection
1) Format the Data Collection report and copy and paste lines into the Federal Data Collection template.  Ensure that each line matches the order of the SEFA.
[bookmark: _Toc200371362]Part 7: Sub-recipient Monitoring

1. After the exit conference for the annual audit, the Subrecipient activity for the reporting fiscal year is generated by executing the FYxxxx Subrecipient Activity report containing both detail and summary information.   These data are provided to Research Quality Assurance for further review.  Subrecipients who are not in the Federal Audit Clearinghouse are marked on the entity’s risk summary document.  Subrecipients who are in the Federal Audit Clearinghouse have their audit findings reviewed and updated on the entity’s risk summary document.

[bookmark: _Toc200371363]Notes

1. What awards should be included in SEFA and Data Collection?
· All Federal activity should be reported including any federally-sponsored grant or cooperative agreement should be included.  Contracts are excluded from reporting.
2. How should NSF and NIH programs be reported?
· All NSF and NIH programs should be reported as Research & Development with the exception of Direct Loans from NIH which should be reported as Student Financial Aid.
3. What are Major Programs and what do you need to do?
· Major program determination is made annually by the auditors and discussed in the Entrance Conference with Plante Moran and Purdue based on pre-audit expenditure data provided to the auditors starting with April month-end or earlier, as requested.    Student Financial Aid has been determined to require audit annually and therefore will always be a major.  Other programs are generally rotated.  Years when Research & Development is audited, it will be declared as a major.  



	
