CITY OF BURLINGTON

STATUS OF MANAGEMENT LETTER FY 2009

09-1 City Finance Department Journal Entries (Completed)
The Clerk/Treasurer’s Office implemented a policy whereby all journal entries submitted by departments must provide a detailed description justifying the transaction, be reviewed, signed and approved by an individual authorized by the department head.  A list of authorized staff is kept on file in the Clerk/Treasurer’s Office.  All journal entries received by the Clerk/Treasurer’s Office are reviewed and approved by a Senior Accountant or higher level.  Sr. Accountant staff have audited all FY 2010 journal entries to ensure compliance with policy.  
09-2 School Department Journal Entries (Completed)
The School Department has implemented procedures that require that the School Department Accountant will ensure that an adequate description and supporting documentation accompany each journal entry.  The School Department Business Manager will review all journal entries at least monthly to ensure accuracy and compliance with procedures.  
09-3 System to Indentify Additions/Deletions of Capital Assets (Completed)
The City’s Chief Accountant has advised managers and accounting staff of all City Departments that they are required to properly code and list all Departmental purchases of plant, property and capital equipment on its Capital Asset schedule in order to ensure that these assets are properly capitalized.  In addition, each department’s purchasing manager and field/operational managers have been directed to advise their accounting staff of any additions or deletions of capital assets for reporting on the capital asset schedule.  The Clerk/Treasurer’s Office will provide a departmental capital asset schedule annually for review by the Department.  Finally, the Clerk/Treasurer’s Office will conduct random periodic reviews of each department’s capital asset schedule throughout each fiscal year to ensure compliance and accuracy in accounting.  
09-4 School Department Capital Asset Accounting (Completed)
The School Department’s Business Manager will review all capital construction expenditures and encumbrances prior to the close of each fiscal year to ensure that capital expenditures are recorded and reported appropriately and that associated depreciation is applied and accurate.  
09-5 Local Option Sales Tax Receivable (Completed)
The City has historically and continues to review its accounts receivables for the months of July and August for those receivables requiring posting to the prior fiscal.  Accounting staff have been advised to expect the final fourth quarter local option sales tax receivable in mid-September and have been directed to record it to the prior fiscal year immediately.  
09-6 Allowance for Doubtful Accounts Review (Completed)
A policy has been adopted that all City departments review their outstanding receivables for collection at least quarterly during the fiscal year and before the close of the fiscal year.  When not prohibited by City ordinance, state statute, or bond covenant, adjustments will be made to the schedule of outstanding receivables recording these as uncollectible. Outstanding gross receipt collectibles and personal property collectibles are being forwarded to the Board of Finance and County Attorney’s Office, respectively, for approval for abatement and/or “write-off”. 
09-7 Provisioning Expense Reconciliation – Telecom (Completed)
Burlington Telecom has instituted internal controls and implemented procedures designed to verify that operating system reports on the number of customers subscribing to each channel are accurate.  Procedures were also implemented to ensure that contractor invoices for video provisioning are reconciled to the operational reports prior to payment to identify possible billing errors and prevent overpayments.  
09-8 Installation Contractor Invoices Telecom (Completed)
Burlington Telecom has adopted a policy and implemented procedures to verify the accuracy of installation contractor invoices prior to payment.  
09-09 Accounting and Procedures Manual (Completed)



During FY 2010 the City has taken an active roll in developing new policies and procedures.  Instructions have been given to all departments that all current departmental accounting policies must be filed with the Clerk/Treasurer's office.  




09-10 Documentation of Internal Control (Completed)



Departments have outlined internal control of money collected within their departments as they have updated accounting procedure manuals.  A senior accountant in the Clerk/Treasurers Office has been assigned to assembly all documents sent by departments to insure compliance.

09-11 Internal Audit Function (In process)
The Clerk/Treasurer’s Office has developed stronger controls on the integrity of revenue collections where the revenue is calculated as a percentage of other businesses’ revenues such as gross receipts, parks and recreation and minimum housing fees.  For other revenues, Senior Accountants continue to compare historical collections data to actual year to date collections to identify fluctuations for further analysis.  Finally, the Clerk/Treasurer’s Office has hired two new Assistant Chief Administrative Officers with auditing experience.  It is the intention of the Clerk/Treasurer’s Office to begin annual reviews and audits of departmental revenue to ensure that adequate internal controls are in place and being followed and that revenue reports being remitted and that these reports accurately reflect the fiscal activities of departments.
09-12 Fraud Risk Assessment (In process)
Historically, the Clerk/Treasurer’s Office has conducted a review of departmental operations and procedures to identify weaknesses.  When weaknesses are identified, steps are taken to reduce the risk of fraud.  As an example, the City installed “Rec Trac” software for use by several divisions in the Parks and Recreation Department to better track user fee collections and installed new software for use by the Code Enforcement Department to better track billing and collections of permits.  Finally, with the hiring of the two new Assistant Chief Administrative Officers, it is the intention of the Clerk/Treasurer’s Office to begin annual reviews and audits of departmental revenue to ensure that adequate internal controls are in place and being followed and that revenue reports being remitted and that these reports accurately reflect the fiscal activities of departments. 
09-13 Billing Systems/Accounts Receivable Ledgers (In process)







The Clerk/Treasurer’s Office continues to work with departments to implement accounting software system enhancements to allow for better tracking, reporting and integration of departmental accounts receivables into the City’s financial management system.  In FY 2010, the Code Enforcement Department billing system was switched to a software system that allowed for integration with the City’s financial management system.   The Assistant Chief Administrative Officers have begun the process of analyzing departmental operational and financial management system requirements; with the ultimate goal of replacing the City’s primary financial management system with a single system robust enough to meet the needs of all departmental operations and financial reporting.  It is anticipated that this replacement could be completed within the next 18 months.   In the meantime, Senior Accountants will review departmental accounts receivables to ensure proper reporting from departments for recording in the City’s primary financial management system. 
09-14 Parks and Recreation On-Site Program Receipts and Controls (On-going)






New internal control procedures were implemented at each of the locations served by Parks and Recreation as identified in the audit.  In addition, new software, "Rec Track”, was installed in most of these locations as well.  The Clerk/Treasurer’s Office is currently the possibility and applicability of installing this software in all locations.







Leddy Arena







· Deposits are done at least twice per week or in the event that the Arena has more than $500, in which case a deposit is made immediately.
· An alternative monitoring system is in use in lieu of receipts or tickets for public skating events.

· Year-end reports are being forwarded to the Clerk/Treasurer’s Office for audit and  reconciliation with the City’s primary financial management software.







Waterfront Parking Lots  



· All attendants have been trained to provide a receipt to all customers.
· The Parks and Recreation department will conduct spot audits to ensure compliance with the policy.

· Signs are now posted at each booth to help reinforce this accounting control process.
· The City will document all free parking receipts on a list and it will be enforced by the attendants.  There is also annual training and monitoring on this accounting control process.
· The City has given the attendants a list of who is eligible to park for free.  Only handicap individuals are allowed to park for free and they must display their handicap signs.
· The attendants have been trained to note and explain all refunds on an Attendant Activity sheet which must correlate to an original sale on the “A Tape”.  “No Sale” and “Void” transaction types have been eliminated.   Annual training is in place to re-emphasize this process to eliminate inconsistent implementation.  
· Supervisors review all Attendant Activity Sheets and conduct random spot audits to ensure compliance with policies and procedures.
· Only the Gate Supervisor is authorized to run “Daily Z Reports”.  
· With the exception of winter months, bank deposits are only made by the Gate Supervisor.

· Internal control has been emphasized by management.  Training of the Gate Supervisor and all Attendants on internal control has been conducted and will continue to be conducted annually.  
Boathouse

· New “RecTrac” parks management software has been installed and implemented correcting deficiencies in sequencing, utilization reporting and transaction reporting.
· All refunds are now entered in “RecTrac” with the reason for each refund captured in both the transaction notes and journal transaction reports.
· Shower revenue is now recorded and deposited into a separate account.
· A daily starting bank of $300 was established for the cash drawer and is balanced to at the close of daily business and at the opening of daily business.

· Deposits of both Boathouse revenue and Gate revenue are being made daily.  
Special Events:

· In lieu of maintaining a system of receipts which is impractical due to the large volume and points of sale, the Parks Department has implemented a policy of reconciling cash collected to starting and ending quantity of goods.  
· All supporting documentation on cash collected and cash deposited for an event will be kept and forwarded to the Clerk/Treasurer’s Office for reconciliation.

09-15 Traffic Meter Receipts (In process)
The Department of Public continues to research the viability of utilizing the electronic data captured by the meter heads to unable reconciliation with the amount collected at the meters.  Currently, technological and logistical obstacles prevent such reporting and reconciliation.  
09-16 Parking Garage Revenue (Completed)
The City has completed a thorough procedure manual that now clearly outlines responsibilities for initiating, recording and performing internal auditing of transactions, including voided transactions, and transactions involving employee discounts, monthly passes, handicapped usage and hotel guests.  The Assistant Chief Administrative Officers are currently evaluating whether the “RecTrac” software utilized at the waterfront parking lot by Parks and Recreation can be utilized in all parking lots and garages.  In the interim, all cash and cashier reports are reviewed and approved daily by the parking garage managers.  The Traffic Division’s accounting staff is conducting spot audits on these reports versus daily validated tickets.
09-17 Review of Spreadsheet Calculations (Completed)
The CEDO Assistant Director of Finance and School Business Manager has reviewed all spreadsheets prepared by finance staff for accuracy and completeness.  
09-18 Billing Master File Maintenance - Telecom

Burlington Telecom has implemented a policy that requires the General Manager to review the Billing Master File quarterly to ensure that the changes made by the Business Manager are accurate.
09-19 Deferred Revenue – Telecom (Completed)
Burlington Telecom has implemented processes requiring the Business Manager to review uncollected earned revenue in June to ensure the correct recording of deferred revenue.

09-20 Segregation of Duties and Monitoring – Telecom (Completed)
Burlington Telecom has adopted a policy and procedure manual outlining the duties and responsibilities of the Business Manager position in relation to critical billing and accounting functions including system administration, delinquent accounts, billing and accounts receivable with an emphasis on segregation of duties and internal control.  The duties of balancing and reconciliation of accounts have been assigned to a senior accountant.  The Business Officer Manager is responsible for reviewing the reconciliations.  A management review of delinquent accounts is now occurring monthly.  
09-21 Computer Controls (In process)
An Information Security Policy has been drafted and is being reviewed prior to implementation.  This comprehensive policy provides for physical and programmatic security, security of data and data integrity, data recovery, data recovery testing and data recovery control, systems and program development and acquisitions, and disaster recovery.  Implementation of an Information Security Policy is anticipated within the next 30 days.
09-22 Disaster Recovery Plan (In process)
A Disaster Recovery Policy and Plan has been drafted and is being reviewed prior to implementation.  Currently, the City conducts incremental tape back-ups of data on a daily basis.  A full back-up of the entire data base occurs weekly.  The City’s data centers employ off-site storage of all data backups for all systems in support of business continuity in cases of catastrophic failure, building disaster or equipment loss.  Data recoveries can be accomplished by either a tape backup or from an off-site redundant storage installation.  A single disaster recovery site allowing for completely operational redundant systems for all data centers is currently being designed with the expectation of completion within the next six months.  
09-23 Procurement (Completed)
The City has procurement policies in place and requires departments expending monies under Federal grants to verify that contractors are not suspended or debarred by checking the Excluded Parties List System (EPLS) maintained by the General Services Administration (GSA).  This finding was shared with departments receiving federal monies.  Department have been educated about following the suspension and debarment compliance requirements.  The Assistant Chief Administrative Officers within the Clerk/Treasurer’s Office will conduct random periodic reviews of purchases to insure that the City’s procurement policy is being followed.  (Please see 09-25 also)
09-24 City wide Investment Policy (In process)
An Investment Policy has been drafted and is currently being reviewed prior to implementation.  It is anticipated that this an Investment Policy will be implemented within the next 60 days.  
09-25 Tracking of Contracts and Agreements (Completed)
In accordance with the City's contract policies, all contracts in excess of $100,000 must be approved by the City Council.  Contracts between $50,000 and $100,000 must be approved by the Board of Finance.  Departments are authorized to execute contracts under $50,000.  A record of all contracts approved by the City Council and Board of Finance is maintained in both the City Attorney's office and the Clerk/Treasurer's Offices.  A policy stating that Departments must forward a copy of contracts and contract amendments entered into by a Department to the Clerk/Treasurer’s Office is already in place.  The Clerk/Treasurer’s Office will conduct spot audits during invoice processing in an effort to ensure that contracts are on file and payment is being made in accordance with written contracts.  
09-26 City Arts Department Receipts (Completed)
Beginning mid FY 2010, the City Arts department has provided full documentation to the Clerk/Treasurer’s Office for all deposits.  A receipts log has been created and is being reconciled with deposits.  Documentation of the reconciliation is also being provided to the Clerk/Treasurer’s Office.  
09-27 Police Special Service Fees

The Police Department has reviewed the rates charged for Special Services fees. A portion of this is governed by the police union contract, a small administration fee is also charged. Because of the competitive nature of security services and the public safety benefit of utilizing BPD personnel, the City has determined that it is appropriate to charge below the full cost of City personnel for these special projects.  The C/T office and Police department will continue to discuss if it is appropriate to continue charging below full cost for these special projects.

09-28 Barter Transactions (Completed)
The Clerk/Treasurer’s Office has directed that the Parks Department maintain an accounting of all barter transactions and provide a list of all barter arrangements and appropriate Memoranda of Understanding to the Clerk/Treasurer’s Office.  The Assistant Chief Administrative Officers will review these arrangements for propriety and to ensure that there is a proper accounting of the transactions.  If it is determined that either the arrangement is improper or that there is not a proper accounting of the transactions, then that barter arrangement will be discontinued.  
09-29 Ambulance Receivables, Deferred Revenue and Allowance (Completed)
The VNA is providing reports to the Clerk/Treasurer’s Office that provides the receivable balances, allowances for doubtful accounts and deferred revenue.  The Clerk/Treasurer’s Office is recording revenue on an accrual basis during the year.  
09-30 Evaluation of Construction in Progress (In Process)
The City has implemented a policy to ensure that incomplete capital projects or capital construction projects in progress are properly valued and that accounting records reflect this value upon the close of the fiscal year.  
09-31 Insurance Reserves (Completed)
The City's has historically provided the value of “incurred but not reported” (IBNR) claims on its financial statements.  The Independent Auditors have recommended a new procedure regarding IBNR claims.  The City has contacted its Third Party Administrators to ensure that all IBNR claims are properly supported as reported on the City’s financial statements.  
09-32 Payroll Processed by ADP (In process)
The Clerk/Treasurer’s Office is currently researching software solutions for both payroll/personnel and financial management.  It is anticipated that a request for proposals will be drafted and let by the end of calendar year 2010.  
09-33 Payroll Data Changes (Completed)
All change of status forms are reviewed and signed by Human Resources and an Assistant Chief Administrative Officer prior to changes being made.  The City Payroll division has implemented a new procedure whereby the Senior Accountant Payroll Manager runs an Employee Payroll Acuity report to track on a weekly basis to audit and verify the accuracy of any changes during that week.  
09-34 Stale Checks (Completed)
The City has sent letters to all payees holding outstanding checks dated prior to December 31, 2008 and, when appropriate, reissuing checks.  Any unclaimed funds are being sent to the State of Vermont as abandoned property.  
09-35 Payment for Services in Cash - High School (Completed)
All payment requests are now being submitted to the School Department’s Accounts Payable Department for processing.  
09-36 Cost Allocation Plan (Completed)
The percentages and adjustments used in the Cost Allocation Plan are adjusted annually.  The City will better document year to year adjustments including those involving use of property and personal services.  The City now describes the method by which Burlington Telecom bills the City for telephone and data services and how those communication costs are distributed to City departments in the Cost Allocation Plan. 
09-37 Compliance with Accounting Requirements in Bond Resolutions (Completed)
The City has established and has begun using the additional funds and accounts required per the bond resolutions.  In the future, all Bond Resolutions will be reviewed prior to their adoption to ensure that an appropriate account structure is represented in the resolution that will provide for  better management and accounting of the bond proceeds and related expenditures.  
09-38 Certificate of Public Good Compliance Monitoring (Completed)
Burlington Telecom has a compliance officer responsible for ensuring that all provisions of the Certificate of Public Good issued by the State of Vermont Public Service Board are being adhered to and will continually review and monitor the operations of the department quarterly to ensure continuing compliance.  




09-39 Revenue Assurance Auditing (Completed)


Burlington Telecom has implemented policies and procedures that require that the Business Manager reconcile the operating system with the billing system at least quarterly.  
09-40 Interest and Penalties Charge (Rejected Recommendation)
Burlington Telecom and the City’s Board of Finance have reviewed this recommendation by the Auditors and concluded that the charging of interest and penalties on late accounts would be competitively detrimental.  Therefore, the Board of Finance has approved the current practice of Burlington Telecom of not charging interest and penalties.  This policy will be reviewed annually by the department to ensure that it remains competitively current with its departmental practices.  
09-41 Customer Credit Checks (Rejected Recommendation)
Burlington Telecom and the City’s Board of Finance have reviewed this recommendation by the Auditors and concluded that running credit checks would be competitively detrimental.  Therefore, the Board of Finance has approved the current practice of Burlington Telecom of not running credit checks.  This policy will be reviewed annually by the department to ensure that it remains competitively current with its departmental practices.  
09-42 Approval of Fees (Completed)
In 2009, the City Council authorized the Telecommunications Advisory Committee (TAC) advise and provide feedback on the fee structures established for Burlington Telecom (BT).  The management of BT, based upon the competitive business environment in which BT operates, will review and develop pricing rates and product strategies to reflect the findings of a competitive market analysis which is conducted annually.  Changes in the rate structure or product strategy during the year will be shared with the TAC for their review and input.  
09-43 Review of Billing Adjustments (Completed)
Burlington Telecom has implemented policies and procedures outlining internal controls and segregation of duties for the review and granting of service credits and billing adjustments.  
09-44 Billing Controls (Completed)
Burlington Telecom has requested that the service provider include cable television and internet billing systems in the SAS 70.  Burlington Telecom has received a response from the provider that as the billing rates for these two services are established by BT and reoccurring, they are not included in the SAS 70.  Burlington Telecom has implemented a policy that requires that the General Manager receive and review the SAS 70 report.  
09-45 Telecom Fund Indebtedness (Completed)
The City has a complete list of all capital indebtedness and capital expenses since the creation of Burlington Telecom that clearly outlines those capital expenses by month and year.  Borrowed funds for general operating cash flow purposes and capital purchases are now segregated and individually reflected in the City’s overall financial statements.  
09-46 Reconciliation of Billings to General Ledger (Completed)
Burlington Telecom has implemented policies and procedures which require that the Senior Accountant reconcile the billing with the general ledger monthly.  The Business Manager is reviewing the reconciliation upon its completion for accuracy and compliance.  
09-47 Segregation of Duties relating to Accounts Receivable and Cash Receipts (Completed)
Burlington Telecom has had and continues to have a segregation of duties as it relates to accounts receivable disputes with customers and posting customer payments to accounts.  Billing corrections and disputes are handled by customer service while payments are handled by collection employees.  
09-48 Accounts Receivable for Carrier Access Billing (Completed)
Burlington Telecom has created an accounts receivable list for all carrier access billings.  Policies and procedures have been implemented to ensure that the accounts receivable and carrier access billing revenue are recorded and posted accurately and timely.  
09-49 Controls over Payments of Invoices (Completed)
The accounts payable system within the Clerk/Treasurer’s Office has been modified to eliminate the possibility that duplicate invoices be entered and paid in the same batch.  Burlington Telecom has implemented a policy whereby the Business Office review detailed revenue and expenditure reports monthly to ensure that invoices are not being paid twice.
09-50 Telecom Accounting (Completed)
Burlington Telecom has acquired accounting manuals and policies and procedures manuals designed to educate and train staff on the fundamental accounting practices of the department, particularly those of a telecommunications company and enterprise accounting.  
09-51 Payments to Employees (In process)
The consultant contract for general management services for Burlington Telecom renewed by the Board of Finance and the City Council is set to expire on September 31, 2010.  
09-52 Capitalization Policy – Telecom (Completed)
Burlington Telecom has adopted a capitalization policy that now only considers new truly capital projects as a capital expense and no longer will consider the installation of a new service to an existing location as a capital expense.  Instead, such an installation will be considered an operating expenses.
09-53 Fixed Asset and Depreciation Software (Completed)
Burlington Telecom has compiled an inventory of fixed assets during 2010-2011.  Said inventory is being maintained to account for the useful life of an asset, additions, deletions, and disposals.  Individual depreciation is calculated annually for audit. In lieu of Burlington Telecom utilizing the City’s financial management software for the managing of fixed assets, an Excel spreadsheet has been designed to accomplish this work.   
09-54 Useful Lives of Assets Telecom (Completed)
Burlington Telecom has compiled an inventory of fixed assets during 2010-2011.  Said inventory is being maintained to account for the useful life of an asset, additions, deletions, and disposals.   The useful life of each asset has been assigned and will be reviewed annually to determine its appropriateness.  Individual depreciation is calculated annually for audit.
09-55  Passenger Facility Charges Reporting (Completed)

The airport is now posting the required quarterly reports on the Burlington Airport (BTV) web-site.  Airport management has informed the carriers that this information is available in the “about BTV – Airport Development” section of the web page.  

09-56 Airport Parking Fee Memorandum of Understanding (In process)
The City Council has directed that, prior to the adoption of a new Memorandum of Understanding that would outline the services of the Department of Public Works (DPW) will provide at the airport parking garage and detail the methodology of determining the amount of fees to be retained by the DPW, representatives from the Airport and DPW meet with the Board of Finance on the merits of the Memorandum of Understanding.  A report of that meeting will be prepared and presented to the Council no later than the regular meeting of the Council in September 2010.
09-57 Passenger Facility Charges Bank Account (Completed)
The City has created a separate bank account for PFC revenue.  Prior years PFC revenue has been transferred into this account.  
09-58  Passenger Facilities Charges Accounting Records (Completed)
The City has created and is maintaining a separate record for all PFC approved applications and the respective revenue and interest collected. 
09-59 Accrued Sick Leave  School Department (Completed)  
The Business Manager for the School Department has reviewed and quantified the accrued sick liability at each year end and is prepared to include this liability in its financial statements.  
09-60 School Department Pension Expenses (Completed)
The School Department does not pay into the Retirement Fund of the City.  The City's General Fund pays the School department obligation to the Retirement fund of the City.  Non-teaching staff draw benefits from the City's retirement fund.  The School Department will review the VT Dept of Education the specifics of the City Retirement Fund as defined in the Burlington City Charter in order to see if the retirement contribution should be reported on the statistical report to the State of Vermont for the School Department.

09-61 School Department Student Activities (Completed)
The Superintendent Director of Operations and Business Manager is now reviewing the cash accounts at each school noting any accounting deficiencies and, if necessary, developing a corrective action plan with the building principal. A policy has been implemented regarding Student Activity Accounts that implements internal control measures and outlines responsibilities of staff in their accounting, including monthly reconciliation, inactive accounts, and adequate documentation of disbursements.  
09-62 
Grants Management Database/Schedule of Expenditure of Federal Awards (Completed)
The Clerk/Treasurer’s Office prepares and maintains a Schedule of Federal Awards that captures all grant and related information from a designated individual in all City Departments.  A more detailed and rigorous procedure has been instituted to ensure that the necessary information is obtained from all departments.   The Clerk/Treasurer’s Office has assigned grant management responsibilities to 

09-63 
School Documentation of Time and Effort - Time Sheet and time sheet controls:


(Completed)
The Business Manager now reviews all School Department - Documentation of Time and Effort and semi-annual certifications and works with the Superintendent and the Grant Department to ensure compliance.

09-64 School Budget Amendments (Completed)
The School Department is now providing monthly detailed expenditure reports by grant.  In addition, the School Department accountant is meeting monthly with all school directors to review these reports and identify where possible grant budget amendments may be necessary.  The Business Manager is reviewing all Documentation of Time and Effort and semi-annual certifications for personnel costs identified for grant purposes.  When necessary, appropriate grant budget amendments will be prepared and submitted on a timely basis.  
09-65 Suspension & Debarment (Completed)
The Clerk/Treasurer’s Office has directed that departments receiving and expending Federal grant funds check the Excluded Parties List System (EPLS) to ensure that a contractor or provider is not suspended or disbarred from receiving Federal funds.  Departments have been further directed to make a document the EPLS check for the record
09-66 Listing of Title I Students – Schools (Completed)
The Grants Director now reviews the Title 1 eligible student list for targeted assistance at Local Educational Agencies for accuracy and is responsible for keeping the list current to facilitate the year-end audit process.  
09-67 Documentation of Review of Federal Reports (Completed)
The Clerk/Treasurer’s Office Senior Accountant responsible for Airport accounting prepares Form 126 and 127 for the Airport Manager's review and approval.  The Airport Manager is now required to sign and approve these two forms and provide the C/T Senior Accountant with written authorization to submit the forms to the FAA prior to their submission.  
