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OVERVIEW

Introduction and Purpose

The Internal Control Questionnaire and Assessment (ICQ) was developed by the Department of Economic
Opportunity (DEO), Buteau of Financial Monitoring and Accountability, as a self-assessment tool to help
evaluate whether a system of sound internal control exists within the Local Workforce Development Board
(LWDB). An effective system of internal control provides reasonable assurance that management’s goals
are being propetly pursued. Each LWDB’s management team sets the tone and has ultimate responsibility

for a strong system of internal controls.

The self-assessment ratings and responses should reflect the controls in place or identify areas where
additional or compensating controls could be enhanced. When the questionnaire and the certification are

complete, submit them to DEO by uploading to SharePoint.
Definition and Objectives of Internal Controls

Internal control is a process, effected by an entity’s boatd of directots, management and other personnel,
designed to provide "reasonable assurance" regarding the achievement of objectives in the following

categories:

e Effectiveness and efficiency of operations
¢ Reliability of financial reporting

e Compliance with applicable laws and regulations

The concept of reasonable assurance implies the internal control system for any entity, will offer a

reasonable level of assurance that operating objectives can be achieved.
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Need for Internal Controls

Internal controls help to ensure the direction, policies, procedutes, and practices designed and approved by

management and the governing board are put in place and are functioning as designed/desired. Internal

controls should be designed to achieve the objectives and adequately safeguard assets from loss or

unauthorized use or disposition, and to provide assurance assets are used solely for authorized putposes in

compliance with Federal laws, regulations, and program compliance requirements. Additionally, Title 2, Part

200, Uniform Administrative Requitements, Cost Principles, and Audit Requitements for Federal Awards,

§ 200.303 Internal controls, states:

The non-Federal entity must:

(@)

(b)
©

@

Establish and maintain effective internal control over the Federal award that provides reasonable
assurance the non-Federal entity is managing the Federal award in compliance with Federal
statutes, regulations, and the terms and conditions of the Federal award. These internal controls
should be in compliance with guidance in “Standatds for Internal Control in the Federal
Government” issued by the Comptroller General of the United States and the “Internal Control
Integrated Framework”, issued by the Committee of Sponsoring Organizations of the Treadway
Commission (COSO).

Comply with Federal statutes, regulations, and the terms and conditions of the Federal awards.
Evaluate and monitor the non-Federal entity's compliance with statute, regulations and the terms
and conditions of Federal awards.

Take prompt action when instances of noncompliance are identified including noncompliance
identified in audit findings.

Take reasonable measures to safeguard protected personally identifiable information and other
mnformation the Federal awarding agency or pass-through entity designates as sensitive or the
non-Federal entity considers sensitive consistent with applicable Federal, state and local laws

regarding privacy and obligations of confidentiality.

What Internal Controls Cannot Do

As important as an internal control system is to an organization, an effective system will not guarantee an

organization’s success. Effective internal controls can keep the right people, such as management and the
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governing board members, informed about the organization’s operations and progress toward goals and

objectives. However, these controls cannot protect against economic downturns or make an understaffed

entity operate at full capacity. Internal controls can only provide reasonable. but not absolute. assurance the
entity’s objectives can be met. Due to limitations inherent to all internal controls systems, breakdowns in
the internal control system may be caused by a simple etror or mistake, or by faulty judgments made at any
level of management. In addition, controls may be circumvented by collusion or by management override.
The design of the internal controls system is dependent upon the resources available, which means there

must be a cost-benefit analysis performed as part of designing the internal control system.

Five Components of Internal Control

¢ Control Environment — is the set of standards, processes, and structures that provide the basis for
carrying out internal control across the organization. The board of directors and senior
management establish the tone at the top regarding the importance of internal control and expected
standards of conduct.

* Risk Assessment — involves a dynamic and iterative ptocess for identifying and analyzing risks to
achieving the entity’s objectives, forming a basis for determining how risks should be managed.
Management considers possible changes in the external environment and within its own business

model that may impede its ability to achieve objectives.

* Control Activities — are the actions established by policies and procedutes to help ensure that
management directives mitigate risks to the achievement of objectives are carried out. Control
activities are performed at all levels of the entity and at various stages within business processes, and
over the technology envitonment.

¢ Information and Communication — are necessary for the entity to carry out internal control
responsibilities in support of achievement of its objectives. Communication occurs both internally
and externally and provides the organization with the information needed to catry out day-to-day
internal control activities. Communication enables personnel to understand internal control
responsibilities and their importance to the achievement of objectives.

* Monitoring — are ongoing evaluations, separate evaluations, or some combination of the two used
to ascettain whether the components of internal control, including controls to effect the principles

within each component, are present and functioning. Findings are evaluated and deficiencies are
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communicated in a timely manner, with setious matters reported to senior management and to the

board of directors.

Makeup of the ICQ

Subsequent sections of this document emphasize the “17 Principles” of internal control developed by the
Committee of Sponsoring Organizations of the Treadway Commission (COSO) and presented in the
Internal Control — Integrated Framework. The five components of internal control listed above are
fundamentally the same as the five standards of internal control and reflect the same concepts the

“Standards for Internal Control in the Federal Government” utilizes.

The principles are reflected in groupings of questions related to major areas of control focus within the
otganization. Hach question represents an element or characteristic of control that is ot can be used to

promote the assurance that operations are executed as management intended.

It should be noted that entities may have adequate internal controls even though some or all of the listed
charactetistics are not present. Entities could have other appropriate internal controls operating effectively
that are not included here. The entity will need to exercise judgment in determining the most appropriate
and cost effective internal control in a given environment or circumstance to provide reasonable assurance

for compliance with Federal program requirements.

Completing the Document

On a scale of 1 to 5, with “1” indicating the greatest need for improvements in internal controls and “5”
indicating that a strong system of internal controls already exists, select the number that best describes your
cutrent operating environment. Please provide details in the comments/explanations column for each
statement with a score of 1 or 2. For those questions requiting a narrative, please provide in the

comments/explanations column.

Certification of Self-Assessment of Internal Controls

Attachment A, includes a certification which should be completed and signed by the Executive Director,

reviewed and signed by the Board Chair or their designee and uploaded to SharePoint.
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Florida Department of Economic Opportunity
2018-19 Internal Control Questionnaire and Assessment

ATTACHMENT A

Department of Economic Opportunity
Certification of Self-Assessment of Internal Controls

Local Workforce Development Board: 14
To be completed by the Executive Director:

A self-assessment of intetnal controls has been conducted for the fiscal monitoring period, April 1, 2018 —
March 31, 2019. As part of this self-assessment, the Internal Control Questionnaire developed by the

Deput@Economc Opportumty has been completed and is available for review.
{

v m LL/ &i L // /’ﬂ”

Printed Name: Tenmfe‘r Bracknev

S1gnatu1e

Title: Chief Executive Officer

s’x“l‘l‘:f‘”»f[ \\1{
Date: (] 3/ /50!

To be completed by the Board Chair or their designee:

I have reviewed the self-assessment of internal controls that was conducted for the fiscal monitoting period,
April 1, 2018 — March 31, 049 4,

S1gnaturs'/ —\)A"\ / —

fcid)
Prmted Fimy ack Geller-

Title: Board Chairman

Date: O 31| 218

Please scan and upload to ShatePoint an executed copy of this cettification on or befote October 15, 2018.
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