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BACKGROUND 
 
The Print Services Department is a full-service, in-house printing operation providing copying, 
printing and binding services to district departments and schools. Print Services operates similar 
to a business in that it charges its “customers” for services it provides in amounts that cover its 
operating costs. Print jobs are produced, delivered and billed to the various work locations via a 
chargeback journal entry made in the Finance Department from information transmitted from 
Print Services. 
 
Additionally, Print Services oversees the district’s multi-function device program. This program 
provides machines that serve as copiers, fax machines, scanners and printers to schools and 
work locations. Charges for the use of multi-function devices are handled as direct pass-through 
of the costs paid by the district to the work location making use of the device(s). 
 
 
OBJECTIVE 
 
Our audit objective was to determine whether Print Services is managed in an efficient and 
effective manner and whether management practices include appropriate controls. 
 
 
SCOPE AND METHODOLOGY 
 
Our audit was conducted in accordance with the International Standards for the Professional 
Practice of Internal Auditing of the Institute of Internal Auditors and included such procedures as 
deemed necessary to achieve the objective. Internal Auditing is an independent, objective 
assurance and consulting activity designed to add value and improve an organization’s 
operations. It helps an organization accomplish its objectives by bringing a systematic, 
disciplined approach to evaluate and improve the effectiveness of risk management, control, 
and governance processes. We are required to note any material deficiencies in accordance 
with Florida Statutes, School Board Policy and sound business practices. We also offer 
suggestions to improve controls or operational efficiency and effectiveness. 
 
Our scope was limited to the operations of Print Services during the period from July 1, 2010, 
through June 30, 2011. 
 
 
COMMENDATION 
 
Print Services provides personalized services to its customers. It has an experienced 
management and production team and their services are well regarded by the schools and 
departments they serve. The team has embraced its role in helping schools to achieve their 
educational goals. 
 
Based upon the audit procedures performed, Print Services’ operations appear to be effective. 
However, we noted opportunities for improvement in the following areas: 
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FINDINGS AND RECOMMENDATIONS 
 
Written Procedures 
 
There are no written procedures documenting the administrative processes used to accumulate 
charges for services and bill them to customers. The process is largely undertaken by one 
individual. If this individual were to be unexpectedly absent for a period of time, it would be 
difficult to continue the billing process without significant delays. This is especially critical 
because most of the administrative processes are not automated as further explained below. 
The need for written documentation of the procedures was recently made clear when a long-
time employee retired and had to be brought back on a temporary employment basis to train the 
new employee how to do the job. 
 
The same need for written documentation exists for the pricing methodology used by Print 
Services. The sources of data used in the pricing calculations, the calculation methodology and 
variables all should be written and available in the event of the extended absence of the 
director. 
 
We recommend that administrative processes and procedures be documented in writing. 
 
Production and Billing Systems 
 
The production and billing systems used by the department are not integrated. In order for print 
jobs to be billed, tickets have to be accumulated, sorted and entered (keypunched) into a 
database program where they are manipulated to generate monthly chargebacks to the various 
work locations. This process is labor intensive and has many opportunities for human error to 
occur. In fact, a significant amount of time is spent checking and correcting errors in the 
database before the chargeback summary can be finalized. Using a database program as a 
billing application for a printing services operation is not efficient. 
 
We recommend that management explore obtaining print industry software that would combine 
the production and billing processes into an integrated system. This will eliminate the data entry 
and reduce errors, save time and speed the process of getting the bills out each month. It will 
also allow management to have better and timelier information about financial results available. 
 
Financial Reporting 
 
Because the Print Services department operates as an enterprise, it is important that timely, 
accurate financial reports be available to management to allow early detection of negative 
trends so that corrective steps can be taken before financial conditions deteriorate. The 
cumbersome and inefficient billing system described above is a hindrance to having timely 
financial reports. 
 
As also noted in our audit of Food and Nutrition Services last year, the Finance department 
posts journal entries to the Print Services financial statements without management’s full 
knowledge or understanding and after a time when management could deal with the 
consequences of those entries in its operations. This causes interim financial reports to be 
unreliable or incomplete and impairs management’s effectiveness to operate successfully as an 
enterprise. 
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We recommend that the Finance and Print Services departments review in advance what 
entries are to be made, when they are to be made, and for what reason. This should occur as 
early as possible in the fiscal year so that management has an opportunity to consider changes 
in pricing or operations as needed to maintain a sound financial position. 
 
Multi-function Devices 
 
As explained in the background section of this report, Print Services is responsible for 
overseeing the deployment of multi-function devices throughout the district. The amount 
charged to the user departments and schools for these machines is a direct pass-through of the 
amounts charged to the district by the vendors. The Finance Department records these pass-
through charges in the same revenue account as the billings to work locations for print services, 
making it necessary for Print Services to maintain its own tracking system to monitor the 
enterprise operation of the print shop separately from its oversight of the multi-function devices. 
 
Oversight of the district’s multi-function devices is really a separate function from that of the print 
services operation. Multi-function devices are not operated as an enterprise; print services are. 
Combining these separate functions into one account group makes analysis of each difficult. 
The type of financial report needed for effective management of multi-function devices is 
different from that needed to effectively manage the printing services function. We recommend 
that revenues and expense for print services and charges and expenditures for multi-function 
devices be recorded in separate account groups to facilitate management analysis and to 
distinguish one from the other. 
 
 
We wish to thank the staff of Print Services for their cooperation and assistance during the 
audit. 
 
 
Pringle Simmons, Auditor 
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Exception Noted Management Response Responsible Person Outcome Timeline 
What is?  What should be? What needs to be done? Who needs to do it? When will the action be completed? 

What is the evidence of completion? 
 
Written Procedures do not exist 
for Administrative Procedures 
 
 
 
 
 

 
All Administrative Procedures 
will be documented in detail. 

 
Larry Atherton 

 
Chargeback and billing 
procedures will be documented 
and a copy provided for the audit 
file by September 30, 2012.  The 
same applies for documentation 
of pricing methodology. 

Production and billing systems 
are not integrated. 

Production and billing system 
needs to be integrated with SAP 
so that all orders are tracked and 
billed correctly. 

Dave Harris, Larry Atherton, 
with assistance from Matt 
Buillion, Senior BPS 

Research will be conducted from 
July 1 to September 30, 2012.   
 
Action beyond September will 
depend on the research results. 

Financial Reporting Financial reports need to be 
available in a timely manner.  
This is impacted by the same 
production and billing system 
shortcomings discussed above. 

Dave Harris, Larry Atherton, 
with assistance from Matt 
Buillion, Senior BPS 

Research will be conducted from 
July 1 to September 30, 2012.   
 
Action beyond September will 
depend on the research results. 

Multi-Function Devices Multi-function device billing for 
the district needs to go through a 
separate budget account. 

Dave Harris, Finance/Budget 
departments 

The budget will be separated. 

 

Printing Services 
Larry Atherton, Senior Manager 
Dave Harris, Director, Materiel Management Branch 
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