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Audit Acceptance Statement Submission Process
Kentucky Department of Education
Office of Finance and Operations
Division of District Support
District Financial Management Branch
Dated 3/30/16
AUDIT ACCEPTANCE STATEMENT SUBMISSION
The Audit Acceptance Statement is no longer submitted to KDE in form of paper. You will no longer need to provide a letter for the “Reason for the Same Auditor for the Last 5 Fiscal Years” only a brief description within the web form. This process is now done electronically through SharePoint. SharePoint is part of Office 365 so when you click on the link to submit your information it may ask you to log into Office 365. See steps below:
1. Please use one of the following web browsers: Internet Explorer 10 or newer, Google Chrome, or Firefox in order to access the Audit Acceptance Statement web form at this link: Audit Acceptance Statement
2. If you are asked to sign into Office 365, then you will use your computer log in information.
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3. To enter the “Audit Acceptance Statement” information you will need to click the “New Item” link.
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4. The screen that comes up should have your “District” already populated along with the “Fiscal Year”. The Fiscal Year should follow the current Audit Contract. These fields cannot be changed.
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5. Next you will see a dropdown box beside “Auditor”. You can choose your auditor from this dropdown box. NOTE: A few auditors have more than one office location so please be sure to choose the correct one.   
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6. Once you click on your auditor a separate window will open for you to verify your auditor’s information. Please be sure to review all the information. If you need to make changes just click on that box and make your change. Once you are done click on either one of the “SAVE” buttons. 
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7. If your auditor is NOT listed then you will click on “Auditor Not In List” a separate window will open where you can enter all of your auditors information. All the yellow highlighted boxes are required fields that have to be completed before you can SAVE.
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8. Once you have completed all the required information you will click on either of the “SAVE” buttons.
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9. If your auditor was NOT listed then this probably means that this is a NEW Auditor for your district, so you will need to check the box beside “New Auditor For District”.
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10. If your auditor was listed and they have been your auditor for the last 5 fiscal years or more, then you will need to check the box beside “Same Auditor For Last 5 Fiscal Years”. Once you check this box an empty box will appear below with the title “Reason For Same Auditor”. In this box you will need to type in a brief description of your reason for same auditor. This is a required field that will need to be filled out.
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11. Please NOTE the information under the empty box. There is a limit of 256 characters, so please be brief in your description. We have provided a couple of examples.
12. Next you will type in the “Estimated Audit Cost” in the empty box provided.
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13. The “Prior Year Audit Cost” will automatically be populated according to previous year’s information.
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14. If there is a difference in the audit cost then it will automatically populate in the box beside the “Difference in Audit Cost” and the box beside the “Percent Increase/Decrease”. 
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15. If there is a difference then you will need to give a brief description in the empty box provided beside the “Reason for Fee Increase/Decrease”.
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16. Please NOTE the information under the empty box. There is a limit of 256 characters, so please be brief in your description. We have provided a couple of examples.

17. The last thing to complete before you can submit to KDE is to check the box beside the “Statement of Certification”. This statement certifies that the districts local board of education is requesting that the selected auditor conduct an audit of their financial accounts according to the procedures adopted by the State Committee for School District Audits for the Fiscal Year of the current audit contract.
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18. Once you have completed all the required fields and checked that last box, then you will click on the “Submit To KDE” button. If the button is grayed out then this means that you have forgotten to check something, so go back and review everything.
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19. If you need to exit the form before you complete everything, then you can click on the “SAVE” button. This will save all the information that you have enter so far so that you can pick up where you left off when you return.
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20. If you click the SAVE button you will get the below email. Please NOTE that clicking the SAVE button does NOT submit the information to KDE. Please click on the link in the email to edit and submit.
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21. When you are ready to finish what you have saved go back into the SAVED email and click on the link in the email and it will take you to your Audit Acceptance Statement that you started. Once your form opens you will need to click on the “Edit Item” button in the upper left corner of the form. This opens the form so that you can make your edits.
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22. After you have completed your edits and you are ready to submit to KDE just follow all the steps for submission. Be sure to click on the “Submit To KDE” button.
23. Once your Audit Acceptance Statement has been submitted to KDE you will receive an email stating that it has been received by KDE for review.
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24. Once it has been reviewed by KDE and accepted you will receive another email stating that it has been accepted. This does NOT mean that the contract has been approved by the “State Committee for School District Audits”.
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25. If your Audit Acceptance Statement is declined you will receive and email stating this along with the reason it was declined. At that time you will need to click on the link within the email and correct the issue and resubmit the information to KDE.
[image: image21.png]The FY2015-2016 Audit Acceptance Statement web form for 999 All State Districts has been declined by the Kentucky
Department of Education. The form can be accessed using the following link:

https://staffkyschools.sharepoint.com/sites/dsapps/DFMB/Lists/DistAud AccStat/DispForm.aspx?ID=180

When updating and resubmitting the form, please make note of missing or erroneous information on the form.

Missing reason for same auditor and reason for fee increase

Please contact the Kentucky Department of Education if you have any questions or if you encounter any issues. Thank
you!




26. Once KDE has received the Audit Acceptance Statement (electronically), the Audit Contract (hard copy signed in BLUE ink) and the Peer Review Report (hard copy) and if applicable one signed hard copy of any letter of response along with the KyCPA Peer Review Committee letter, then KDE will review the documents for all the required information. Once the review is complete, then the audit contract will be sent to the “State Committee for School District Audits” for approval.
27. The audit contract and required documents are due to KDE on or before May 28.
28. Once the audit contract has been approved by the “State Committee for School District Audits” and signed by the “State Committee Chair” the contracts will be scanned and posted to the KDE “Financial Audit Contract Information” website. Once it has been posted to the website, then the Superintendent will receive an email notification from the “Commissioner of Education” stating that it has been approved and posted to the KDE “Financial Audit Contract Information” website.
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