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WORK ORDER A-1

Madison County Board of Supervisors

Attn: Mr. Shelton Vance, County Administrator
125 West North Street

Canton, MS 39046

This Work Order is made as of March 6, 2017, pursuant to a Master Services Agreement (the
Agreement) dated December 19, 2016, by and between Madison County Board of Supervisors and
BKD, LLp (BKD). This Work Order A-1 shall pertain to Work performed by BKD for the Madison
County Board of Supervisors.

SCOPE OF WORK

BKD will provide assistance with the following evaluation of Madison County’s payroll system.
The work performed as outlined below shall be limited to the time period between January 1,2016
and December 31, 2016 (the Period), unless otherwise indicated.

1. Evaluate Payroll processes

a.

Read the County’s policies and procedures relating to payroll (e.g., Payroll
Manual, Madison County Mississippi Handbook, Sheriff’s Department payroll
procedures, Road Department payroll procedures, etc.)

Submit payroll Internal Control Questionnaires to be completed by County
Payroll and Human Resources Department staff

Interview County Payroll and Human Resources Department employees, as
necessary

Perform walkthroughs of the payroll process for County payroll, Sheriff’s
Department payroll and Road Department payroll, including approval of hours to
be paid and accumulation of time sheets and data found therein

Evaluate a sample of employee timesheets and recalculate their payroll for
verification of the accuracy of the payroll calculation process (sampled from new
hires, part-time, full-time and employees who have left the County’s employment
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during the Period for County payroll, Sheriff’s Department payroll and Road
Department payroll)

i. Verify pay rate entered for each employee into the payroll processing
system

ii. Verify hours paid to each employee to relevant timesheets and required
approvals

iii. Verify availability and calculation of overtime, paid holidays, paid sick
time and paid vacation days, etc.

2. Evaluate payroll personnel for potential conflicts of interest or ethics violations that may
exist

a. Submit (or assist in submitting) all current Madison County payroll identities
through the Social Security Administration’s Social Security Number Verification
Service to confirm that all employees are valid and appropriately identified

b. Compare payroll reports to general ledger account(s)

c¢. Verify that cancelled check images for the payroll account(s) match payroll
checks issued by payroll department.

d. Compare the payroll totals on tax remittance reports with reports generated by the
payroll system to ensure proper and timely reporting of payroll-related amounts.

i. Verify that electronic or check remissions equal the exact amount recorded
on tax remittance reports

OPTIONAL PROCEDURES - Forensic Data Mining

If necessary information is available electronically, perform forensic data mining on
employee master file and payroll detail file(s) to identify anomalies and patterns that may
be indicators of non-compliance with policies, procedures and internal controls or of
potentially fraudulent activity. Potential procedures many include, but not necessarily be
limited to, the following:

a. Compare various attributes within the employee master and payroll detail files to
identify potential instances of:

ii. Fictitious or ghost employees
iii. Anomalous check or direct deposit issuance patterns
iv. Unexpected fluctuations in hourly rates and time clock schemes

v. Excessive hour of specific types, e.g., overtime, vacation, pension
padding, etc.
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This engagement is not designed to prevent or discover errors, misrepresentations, fraud or illegal
acts, and you agree we have no such responsibility.

We have not been engaged to provide an opinion with respect to the effectiveness of your controls
over financial reporting or the degree of compliance with your policies and procedures or
applicable laws and/or regulations. Regulatory authorities may interpret circumstances differently
than we do. In addition, the applicable laws, regulations and regulators’ enforcement activities
may change over time.

Our services do not include interpretation of legal matters. You should seek the advice of legal
counsel in such matters.

YOUR RESPONSIBILITIES

You agree to supply us with the necessary information and allow us access to personnel to assist
in performing our services. A list of information and assistance that management will need to
provide will be supplied by us prior to the beginning of our engagement. Your failure to fulfill
this responsibility in a timely manner may impair our ability to provide service.

We will not make management decisions or perform management responsibilities, the
responsibility for which remains with management and the Madison County Board of Supervisors.

KEY ROLES

Madison County Board of Supervisors has designated Mr. Shelton Vance, County Administrator
as project executive and project manager for this project. Mr. Vance will be responsible for project
quality assurance for the Madison County Board of Supervisors.

BKD has designated Mr. Wil Crawford as project executive for this Work. Ms. Shauna Woody-

Coussens will serve as project manager and Ms. Woody-Coussens will be responsible for project
quality assurance for BKD.

FEE ARRANGEMENTS

Fees for BKD services are based primarily on the complexity of the work undertaken and the
amount of time required to perform it. Hourly rates for services through October 31, 2017 are
detailed in the December 19, 2016 Agreement. Based on BKD’s understanding of the Madison
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County Board of Supervisors’ needs and BKD’s experience with similar Work, BKD estimates
the following professional fees:

e Payroll Evaluation Services $22,500.00
e Optional Forensic Data Mining Services $ 7,500.00

Fees for hours expended at our agreed upon hourly rates and related travel time and administrative
fees will be billed and are due on the same terms as those in the Agreement.

A deposit of $5,625.00 is required and will be credited against the final invoice. BKD will provide
the Madison County Board of Supervisors with an invoice for this amount at the start of the project.

DELIVERY SCHEDULE

Time for completion will depend on when Work Order A-1 is approved by signature. BKD
estimates that the Work will be completed approximately 30-45 calendar days after project start.

OTHER MATTERS

The term of the Work provided under this Work Order A-1 shall commence at an agreed up date
in March 2017 and shall expire on completion of the deliverables.

This Work Order A-1 serves as an addendum to the Agreement and serves to clarify BKD’s
understanding of the Work desired by the Madison County Board of Supervisors, but does not

modify any other rights, restrictions or agreements contained in the Agreement.

BKD, LLP

BED L
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The services and arrangements described in this letter are in accordance with our understanding
and are acceptable to us. With regard to the optional forensic data mining procedures, please mark
the appropriate choice.

We accept the Optional Forensic Data Mining Services and fee.

We decline the Optional Forensic Data Mining Services and fee.

MADISON COUNTY BOARD OF SUPERVISORS

By:

Print Name:

Title:

Date:

GFR1166913



