AUDIT PROCEDURES

Port of Camas-Washougal
Audit Period Ending: 12/31/2006

J.4.PS - Constituent Referral

Procedure Step: Constituent Referral Process
Done By: SAA, 7/5/2007
Review By: RLM, 1/17/2008

Pur, POS€/Conclusions
Purpose/Conclusion: To review the constituent referral process and ensure it is followed.

Testing strategy:
If you have identified a constituent referral related to your audit ensure the process
described below is followed.

1.  When a constituent contacts your team with an audit-related or performance audit issue, forward
the information to Julie Cooper so it can be opened and tracked in the database. This is very important as
the database is used as a reference for the Executive Office if a citizen later communicates directly with
Brian or Monica.

2. When a citizen writes directly to the Executive Office the information is reviewed by Julie Cooper
and when necessary, Director of Legal Affairs, Director of State Audits and Local Government Liaison, to
determine if the issues fall within our Office?s audit authority. If we can look at the issue(s), Julie will
open the issue in the database and send the material to the appropriate team. Julie will call the citizen to
acknowledge receipt of the letter.

3. If a constituent contacts the office with an issue that is related to a potential performance audit,
Julie will forward the information to the Outreach Administrator to add to the performance audit outreach
database.

4.  If the contact is made by telephone and the audit manager can give the citizen an answer over the
phone, there is no need to have it logged in the database. If the contact is made by e-mail, the audit
manager forwards the message to Julie so it can be entered into the database. If there is ever a question
as to whether or not the issue should be logged in, please contact Julie.

5.  After the audit manager has reviewed the material, he/she should contact Julie (by telephone or e-
mail) to advise if the team can examine the issues in question and when the audit is expected to be
completed. Julie will then send a letter, signed by Brian, advising the constituent.

6.  After the team has completed the audit, the audit manager should e-mail Julie a draft letter. Julie
will review the letter and, when necessary, forward it to the AAG and the Director of Legal Affairs for
their review. Following legal review, Julie will send to Mindy for final review. Julie will print the letter for
Brian?s signature and send out the final letter. Julie will make copies for the file and will send a copy to
the manager at the same time the correspondence is sent to the citizen. Please be sure to follow this
sequence with the letters. -

7. If the citizen's concern is not audit-related, Julie will draft a letter for Brian's signature explaining
why we cannot examine the issues and recommending where the citizen can seek assistance.
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