












• The Data Entry Unit processes what is received and has no knowledge as to the completeness of 

the information and payments since there is no tracking method 

Recommendations 

1. Develop a formal method to track the progress of applications and payments prior to the entry into 

License 2000 that ensures consistency and accountability, and the timely deposit of funds. 

2. Formal transmittals should accompany applications and payment sent to the Data Entry Unit to 

improve controls over the transfer of receipts. 

Management Responses 

1. We agree with developing a formal method of tracking the application. This would require 

significant time and money to establish as the various division programs have regulatory 

requirements which require their input and review I order to issue the license. We are working with 

the Secretary of State to develop process, which will allow for tracking where the applicant is in the 

licensing process. Having all licensing categories together in one location would help to track the 

application. These changes will require changes to our software and will required additional funding 

to accomplish. 

2. We agree with this finding and will work to develop this process. 

Cash Deposit Controls /Lack of Segregation of Duties 
The OMS makes the bank deposits and receipt journal entries weekly for cash and checks transmitted 

approximately twice per week from the OVR and checks for a few other accounts. For OVR, OMS counts 

and signs a receipt of the funds and provides OVR with a copy of the signed receipt to document the 

transfer. The accountant at OMS prepares the deposits and also prepares the receipt journal entry. 

There is no communication between the accountant at OMS (the depositor) and OVR regarding deposit 

details, i.e., when the deposit was made and for how much. OVR cannot be certain that the funds 

transferred to OMS agrees with the amount deposited, since they neither receive a copy of the bank 

deposit ticket, nor do they verify the deposit independently. Controls are weakened and there is an 

increased risk of misappropriation due to this lack of segregation of duties and communication, and no 

reconciliation. 

Recommendations 

3. The OMS should separate the functions of preparing the bank deposit and the recording of the 

receipt journal entry; or at a minimum, if that not is feasible, provide the OVR with a copy of the 

deposit ticket. 
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4. OVR should reconcile amounts transferred to OMS to deposits tickets or directly to the appropriate 

RIFANS receipt account. 

Management Responses 

3. We presently depend on the RIFANS system detail showing the deposit amounts. 

4. We agree with this finding. In order to accomplish this recommendation, all transactions would 

need to be processed daily with any returned checks being identified by treasury daily and copies 

sent to us identifying the amount which was reduced from the daily deposit. This will require 

additional staff time for this procedure. 

No Reconciliation of Payments to Certificates Issued 
OVR issues certified copies of vital records including birth, death, and marriage certificates. Payments 

for certified copies may be by cash, check, or money order at the counter, and by check or money order 

through a mail request. When a person completes and submits a request for a certificate, an OVR 

employee reviews the request, and, if complete, approves the application; the certified document is 

subsequently issued. The applicant then pays the OVR cashier. Applications and corresponding 

payments received through the mail are handled in a similar method, except the check is processed on 

the same day received, but the certificate may be issued on a different day. 

At the end of each day the employees do not match the number of daily certificates issued to the 

number of daily applications and fees received, because mailed applications may not be processed on 

that day. Further, no reconciliations of certificates issued to payments and authorizations recorded are 

performed for any period. 

Adequate procedures for issuing certified documents would include reconciliation of certificates issued 

to payments and authorizations. Since there is no reconciliation being performed, there is a risk that 

certificates could be issued without payment or approval. 

Recommendation 

5. To improve controls over cash receipts, management should develop a procedure to periodically 

reconcile certificates issued to payments. 
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Management Response 

5. We agree with this finding. This could be accomplished with updated automation and equipment to 

support his function. Unfortunately Rhode Island lacks a system for death and marriage records. 

Need to Minimize Employee Access to Cash at the Office of Vital Records 
OVR maintains a locked cash room, with a window cut out where the general public communicates and 

remits payments to the cashier. The cashier accepts cash, checks, or money orders as payments for 

certified copies of certificates at the window and from requests received through the mail. Payments 

are generally held for two days in the safe and then brought up to the OMS for deposit. Seven 

employees have access and use the cash register, and six employees have access to the safe which is 

also in the cash room. 

Access to cash should be limited to a minimum number of employees required to efficiently and 

effectively conduct business operations. Not limiting the access to cash can increase the risk of loss or 

fraudulent activity. 

Recommendation 

6. DOH and OVR should review the number of employees that currently have access to cash in OVR 

and determine the minimum number of employees necessary to conduct business efficiently and 

effectively and reduce access if needed. 

Management Response 

6. We do use authorization codes for access to the register. We will review this process to see how we 

would be able to meet this recommendation. 
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