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M em ber 
American Institute of 
Certified Public Accounta nts 
Society of Louisiana 
Certified Public Accountants 

D r. Edw ard Jackson, Chancellor 
Southern University at Baton Rouge 
Branch Post Offi ce 
Baton Rouge, Louisiana 70814 

OhSEP2b, AMII: I0 Michael B. Bruno, CPA Al
cide J. Tervalon, Jr., CPA 

W aldo J. Moret, Jr., CPA 

Paul K. Andoh, Sr., CPA 

At your request, w e have perform ed the agreed-upon proced ures, as enum erated  below , 

which were agreed to by man agement of the Southern University at Baton Rouge (the 
University) Campus to the Registrar's Offi ce for the spring, maym ester, and summer 
2004 sessions, solely to assist the University in evaluating the Registrar's Offi ce. This 
agreed-upon procedur es engagem ent w as  conducted  in ac cordance with  attestation 
standards established by the Am erican Institute of Certified Public Accountants. The 
sufficiency of th e procedures is solely th e re sponsibility of th e patties specified  in  th is 
report. Consequently, we m ake no rep resen tations re garding th e suffi ciency of th e 
proced ures described below either  for the purpose for whi ch this rep ort has been 
requested  or for an y oth er purpose. Our  proced ur es an d findings were as  follows: 

W e reviewed the policy and pro ced ural m an ual of the Registrar's offi ce an d noted  
th e following: 

W e noted that th e policy and pro cedural m anual appeared to be out dated. 
W e also noted that the following dep artm ental functions th at w ere outlin ed  
in th e catalog were eith er  not included  or clearly presented in the policy 
an d procedural m anual : 

Th e processing of incomplete gr ades; 
The pro cessin g of transfer stu dents; 
Th e pro cessin g of gr ades; 
Th e processing of gr aduating stu dents; 
Cro ss re gistration pro ced ur es; an d 
Th e pro cedures follow ed to place students on 
probationary or suspended status. 
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2. W e obtained a detail of all students in the aforem entioned tested sem esters that 
registered for classes, and tested a sam ple of fifteen students for com plian ce with 
the U niversity's policy an d procedures regarding the scheduling of classes and 
noted no exceptions as a result of th e procedur es perform ed. 

3. W e obtained a detail of all students that tran sferred into th e University an d tested 
a sam ple of fifteen students for com pliance with  th e University's policy an d 
procedures regarding th e adm ission of tran sfer students an d noted th e following: 

Six (6) out of fifteen (15) students tested had conflicting information 
tran sferred from  their previous college or university's tran script to the 
University 's tran script; 

Four (4) of the fifteen (15) students tested had hours that were not 
included in the student's total attempted/earn ed hours per the University 's 
transcript, yet w as used in calculating th e students grade point average; 

M anagem ent does not follow the practice of transferring hours that w ere 
withdrawn from  at the previous University to the student's transcript, 
w hich does not allow  th e tran sfer student to be properly evaluated for 

Satisfactory Academic Progress. Four (4) out of the fifteen (15) students 
tested did not m eet the University's Satisfactory Academ ic Progress 
requirem ent; an d 

Students that attend other colleges or universities and take classes at the 
University during the summer are required to have a letter from the 
student's prim ary University indicating that the student is in good 
academ ic stan ding. M anagem ent of the University could not provide 
docum entation indicating th at th e stu dents were in good academ ic 
stan ding for three (3) out of the fifteen (15) students selected for testing. 

4. W e obtained a detail of all students that were readmitted to the University and 
tested a sam ple of fifteen studen ts for com pliance with  th e University's policy and 
procedures regarding readm ission students an d noted the following: 

~ Two (2) out of fifteen  (15) students tested had readmit applications that 
w ere not subm itted w ith in the prescribed application deadline. 
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W e obtained a detailed report of all students that added or dropped classes and 
tested a sam ple of fifteen stu dents for com pliance with th e University's policy an d 
procedures regarding adding an d dropping classes an d noted the follow ing: 

~ M anagement could not locate the drop slip for one (1) out of ffteen (15) 
students selected for testing. 

W e obtained a detail of all students that with dr ew from  the U niversity an d tested 
a sam ple of fifteen students for com pliance with  th e University's policy an d 
procedures regarding withdr awing from  the University and noted the follow ing: 

~ One (1) out of fifteen (15) students selected for testing did not have the all 
of th e required signatur es on the with dr awal form . 

W e obtained a detail of all students th at com pleted the term  an d tested a sam ple of 
fifteen students for com plian ce with the University's policy an d procedur es 
regarding th e processing of grades an d noted no excep tions as a result of the 
procedures perform ed. 

W e obtained a detail of all students th at received gr ade chan ges an d tested a 
sam ple of fifteen students for com pliance with th e University's policy and 
procedur es regarding the chan ging of grades an d noted th e following exceptions: 

~ One (1) out of fifteen (15) students selected for testing did not have a 
chan ge of gr ade form  on file; 

Two (2) of the fifteen (15) students had grade chan ges as a result of the 
system  conversion an d th e gr ades th at were tran sferred from  the Legacy 
system  w ere tran sferred incorrectly, resulting in the stu dent's grade point 
average being im properly calculated; an d 

On e (1) out of fifteen (15) students selected for testing did not offi cially 
w ith draw from the U niversity an d should have failed all classes 
attem pted, however th e student was gr an ted a retroactive withdrawal by 
m an agem ent. As a result of the above the University should have 
determ ined the student's last date of attendan ce an d perform ed a 
calculation for th e return of Title IV funds. 
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9. W e obtained a detail of all students that requested transcripts an d tested a sam ple 
of fifteen students for com pliance with the University's policy an d procedures 
regar ding the processing of tran scripts and noted th e following: 

~ Five (5) out of fifteen (15) students selected for testing had tran script 
request form s on file that w ere not signed by th e stu den t; and 

One (1) of the fifteen  (15) students selected for testing requested a 
tran script on M ay 27, 2004, yet the tran script w as not printed until June 
24, 2004. 

10. W e obtained a detail of all stu dents th at graduated an d tested a sam ple of fifteen 
students for complian ce with th e University's policy and pro cedur es regarding 
gr aduation approval an d noted th e follow ing: 

M an agem ent did not distribute the gr aduation checkout form s to all 
appropriate parties (i.e. student or the department), The original forms 
with all carbon copies were still attached and m aintained  by the 
University ; an d 

The University 's graduation requirements have a 2.0 grade point average 
requirement for all major courses, yet the University's catalog does not 
indicate which courses are considered major. It was also noted that the 
grade point average for major courses are calculated manually, which with 
th e volum e of gr aduates an d th e short turn around tim e could poten tially 
lead to errors in the calculations. 

11. W e obtained a detail of all students that cross registered and tested a sam ple of 
fifteen students for com plian ce w ith  th e Univer sity's policy an d procedur es 

regarding cross registration an d noted no exceptions as a result of the procedures 
perform ed. 

12. W e obtained a detail of all stu dents that were either on probation or suspended 
from the University an d tested a sam ple of fifteen students for complian ce with 
th e Univer sity's policy an d procedur es regar ding the classification of 
probationary or suspended stu dents an d noted th e following: 
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Two (2) out of fifteen (15) students selected for testing were placed on 
probationary status whereby the stu dents should have been suspended 
from the University ; and 

~ One (1) of the fifteen (15) students was placed  on probation, yet it appears 
as  if th e stu dent should have received a warning. 

W e were not engaged to, an d did not, conduct an audit, the objective of which would be 
th e expression of an opinion on the specified elem ents, accounts, or item s. Accordingly, 
we do not express such an  opinion. Had we per form ed  additional proced ures, oth er 
m atters might have com e to our atten tion that would have been reported to you. 

This report is inten ded solely for th e inform ation and use of th e Chancellor, his designees 
an d th e Legislative Auditor and is not intended to be an d should not be used by anyone 
oth er th an th ese specified parties. Under Louisian a Revised Statute 24:513, this rep ort is 
distributed by the Legislative Auditor as a public document. 
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R esponse to A uditors R eport on R egistrar's O ffi ce A greed- 
Upon Procedures Engagem ent 

R esponse to Finding N um ber I 

The policy and procedural m anual is under revision. A revised draft 
will be subm itted to the Vice Chancellor for Enrollm ent M anagem ent by 
N ovem ber 1, 2004 for review and approval. The new ly revised m anual w ill 

address and include all of the departmental functions (6), specifically listed 
by the auditor in item  one. 

R esponse to Finding N um ber II 

N o action required 

R esponse to Finding N um ber III 

The O ffi ce of the Registrar has already begun to create a Transfer 

Credit Processing Unit (TCPU). This un it will consist of a select group of 
em ployees who w ill deal exclusively w ith processing transfer students. The 
University is now in the process of deta iling existing em ployees to this unit. 
The process of creating and im plem enting the w ork of th is unit w ill be 
com pleted during the current fall 2004 sem ester. W ith the creation of this 
unit, item s such as those cited in the first three bullets un der item  three in the 
Auditor's Report can be effectively addressed. 

Th e fourth bullet which dealt with th e University's inability to provide 
letters of good stan ding for the stu dents random ly selected by th e Auditor 
w ill be addr essed by th e Office of A dm issions. That office w ill begin 
im aging all source docum ents subm itted by stu dents on a daily basis. This 
process w ill allow  for a m ore accessible and efficient record keeping system . 
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R esponse to Finding N um ber IV 

Effective Spring 2005, the Chancellor has indicated that only the Vice 
Chancellor for Enrollm ent M anagem ent is authorized to approve an 
application subm itted after the prescribed deadline which appears on the 
application. 

R esponse to Finding N um ber V 

The University will provide an  im aging station in the Enrollm ent 

Office during high volume periods (registration, early registration an d last 
add/drop dates). This will dramatically decrease or totally eliminate the 
m isplacing of drop slips subm itted by students, since such docum ents w ill be 
im m ediately im aged upon receipt. 

R esponse to Finding N um ber VI 

On Septem ber 9, 2004, the Council of A cadem ic D ean s approved an 
"extenuating circum stance" w ith dr awal policy. This policy allow s a stu dent 

to with dr aw from the University due to extenuating circumstan ces for which 
supporting evidence is provided. The policy allow s for the Chief A cadem ic 

Officer of the University (Vice Chancellor for Academic Affairs-SUBR) to 
be the only "required" signatu re on w ithdr aw als w ith extenuating 
circum stances as indicated in th e policy. 

R esponse to Finding N um ber V II 

N o action required. 
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R esponse to Finding N um ber V III 

The U niversity w ill take the follow ing steps to prevent the re- 
occurrence of the exception noted: 

1) Although the name of the student that received the Change of 
Grade w as not indicated in the proper area of the form , the 
instructor's written explanation referenced the proper student by 
nam e and this w as the basis used to process the Change of Grade. 

As is indicated by the Grade Audit, only one student (Stephanie 
Young) has a Change of Grade. However, henceforth the 
University will ensure that ALL relevant inform ation is properly 
captu red on the Change of Grade form  prior to processing. 

2) In the future, in order to eliminate discrepancies between the 
stu dents' grade that is transferred from  the Legacy System  to SIS- 
Plus, the follow ing m easures w ill be taken: 

a) A staff member will "input" the grades from the legacy 
transcript into SIS-Plus. 

b) A staff member will "verify" the grades from the legacy 
transcript into SIS-Plus. 

c) Additionally, the "input" of grades from the legacy transcript 
into SIS-Plus w ill be captured on the Grade Audit and 

reviewed weekly. 

3) Although the University did not ascertain the student's last date of 
attendance, it follow ed the appropriate exit interview procedures. 
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R esponse to Finding N um ber IX 

The follow ing responses are related to com pliance regarding student 
transcript requests: 

a) Effective August 9, 2004, the University's procedure includes 
attaching, as supporting docum entation, the m ailed or faxed 
transcript request from  the stu dent, which w ill include the 
student's signature. 

b) The University will ensure that all transcript requests are 
processed in accordance w ith the four-day tim eline, as 
indicated on the request form . 

R esponse to Finding N um ber X  

The following responses are provided relative to the University 's not 
distributing carbons of graduation check-out form s to all appropriate parties 
and relative to the grade point average requirem ent for graduation: 

a) Effective with the summ er 2004 session, the University 
distributed all carbon copies of the graduation check-out form s 
to the appropriate parties. 

b) M ajor courses are defined for each degree program offered by 
the University. M inim um  requirem ents for baccalaureate 
degrees are defined on page 37 of the 2002-2004 University 
Catalog. The stipulation of "attainm ent" of a "C" grade in 

each course in the major area presented to fulfill credit hour 
requirements in the major ensures that a minimum GPA of 
2.00 is attained in the major area. 

Exceptions w ould be cases wherein a stu dent com pleted a 

course with a "D" or "F" in the major area, but did not use the 
course to m eet graduation requirem ents. These w ould be the 
only cases for which a m anual calculation w ould be required. 
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R esponse to Finding N um ber X I 

N o action required 

R esponse to Finding N um ber X II 

The U niversity is in the process of testing various technical aspects of 
the SIS-Plus com puter system  to prevent the re-occurrence of the noted 
finding. This includes contacting SIS-Plus consultants for the purpose of 
seeking their input in addressing this item . 
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t- . M em ber 
Am erican Institute of 
Certlflecl Public Accountants 
Society of Louisiana 
Certified Public Accountants 

Dr. Edw ard Jackson, Chancellor 
Southern University at Baton Rouge 
Branch Post O ffice 
Baton Rouge, Louisiana 70814 

Michael B. Bruno, CPA 
Alcide J. Tervalon, Jr., CPA 
W aldo J. Motet, Jr., CPA 

Paul K. Andoh, Sr., CPA 

At your request, w e have perform ed the agreed-upon procedures, as enum erated below , which were 

agreed to by management of the Southern University at Baton Rouge (the University) Campus to the 
Registrar's office, solely to as sist the Univers ity in evaluating the departm ent. This agr eed-upon 
procedures engagem ent was  conducted in accordance with  attestation standards established  by th e 
Am erican  Institute of Certified Public Accountants. The suffi ciency of th e pro ced ur es is solely th e 
responsibility of the parties specified  in this report. Consequently, we m ake no represen tations 
regarding the sufficiency of the procedur es described below eith er for th e purpose for which this 
rep ort has  been requested or for an y other purpose. Our procedures an d findings were as  follow s: 

W e obtained  an d reviewed the fifteen  controls th at were recomm en ded for im plem entation to th e 
Registrar's office by the Internal Audit Dep artm ent during th e month of Jun e 2004 an d reviewed th e 
status of th e im plem entation as of August 27, 2004 . As a re sult of our  proced ures, we noted  th e 
following: 

Im plem ent background checks on all current em ployees an d pro spective em ployees to ensur e 
m an agem ent integrity. 

Southern University Police Dep artmen t was asked to conduct background cheeks on all 
current and new employees wi thin the Registrar's Office. 
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Per review of reports obtained from the University's Police Chief, it w as noted that 
background checks were conducted on all existing employees as well as  one new employee 
that w as hired during the Spring 2004. No exceptions noted. 

2. IN TERNAL A UDITO R 

Hire tw o additional auditors an d assign one to the Registrar's Office 

The University hired tw o additional auditors and assigned one specifically to monitor 
controls in the Registrar's Office; th e other is assigned to th e Offi ce of Financial Aid. These 
auditors report to th e Director of Intern al Audit who in turn  rep orts directly to th e Chancellor. 

Per discussion with  the Director of Intern al Audit and review of tw o rep orts issued by the 
Internal Audit Departm ent, an  auditor is assigned to the Registrar's offi ce to perform 
m onitoring activities. The tw o rep orts previously m entioned which were both  dated August 
25, 2004 pertained to the processing of grades an d th e processing of grade chan ges. No 
excep tions noted. 
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Im plem ent adequate segregation of duties in the Registrar's Office separating the posting of 
gr ades, the changing of gr ad es, an d th e posting of class schedules. 

Original grad e entries are mad e in a student's record utilizing the University 's electronic 
process. After grades are received in the Registrar's Office fi'om the departmen tal faculty, 
gr ade sheets are scanned and a file sent to Inform ation System s Division for load ing. 
A rep ort from  the load ing of th e gr ades is sent back to th e Registrar  an d validated for 
aceur~ y and com pleteness. The following persons ar e responsible for scanning grade sheets 
an d validating th e accuracy of the grad e load  rep ort: 

* Student Records Liaison O ffi cer 
* Inform ation System s Specialist I 

The follow ing individuals have access and authorization m chan ge an d/or add gr ades, with 

appropriate documentation provided and filed into the Registrar's records to support the 
chan ge(s) an d/or addition(s): 

The Student Records Liaison O ffi cer oversees all aspects of student 

registration: monitors the input of approved (Acad emic Affairs) 
retroactive withdrawals; inputs clas ses; adds gr ad es during the gr ad e 
loading process; an d validates docum en tation for all class inputs and 
gr ade chan ges an d ad ditions. 

The University Adm issions Technician processes all change of 
grade form s an d rep eat/delete gr ad e form s; updates re-adm it records 

to SIS-Plus; inputs omitted grades; inputs all approved (Acad emic 
Affairs) retroactive withdrawals; an d validates documentation for 
inputting incomplete grades. 
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A ssistant to the Registrar inputs incom plete grades; validates 
docum entation supporting chan ges ofglades and repeat/delete grades; 
an d inputs om itted grades. 

~ Inform ation System  Specialist I has access during the stan dard 
grade processing periods. 

The Im em al Audit Departm ent will then rout inely test the Registration D ep artm ent's system 
of processing grades and gr ade chan ges. 

Per procedures perform ed, w e noted no exceptions pertaining to the segregation of duties in 
the Registrar's Offi ce. W e also reviewed th e rep orts prep ared by the Internal Audit 
Dep artm ent pertaining to the processing of gr ades and th e chan ging of grades, noting no 
exceptions. 

4. INTERO FFICE AU D ITS 

The Registrar will conduct weekly audits of m anual grade postings and gr ade chan ges. 

(Revised Policy) W ith the recent administrative chan ges within the Registrar's Office, 
weekly audit review s are being conducted as follows: 
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~ The Intern al Auditor will periodically review the work perform ed by the 
Registrar. 

Per procedures perform ed, we noted th at a report for the period August 1, 2004 through 
August 6, 2004 was generated and review ed by the Registrar. W e also noted that a report 
summ arizing th e results of the procedur es, which w as  dated Augu st 17, 2004, w as  prepared 
and forwarded to the Vice Chancellor for Enrollm ent M anagem ent. No exceptions noted. 

5. TEM PO RARY EM PLO YEE IDENTIFICATIO N NUM BER 

The Registrar 's Offi ce discontinued the use of temporary employee computer identification 
num bers for em ployees, who input grade inform ation. 

Tem porary identification num bers ar e only used during registration periods and ar e 
exclusive to individuals to be able to input classes. The temporary identification num bers 
are th en deactivated at th e end of the registration period, and the num bers ar e not re- 
as signed, unless th e individual is rehired during a subsequent registration period. The 
Inform ation System s Division an d the Registrar's Offi ce m aintain a perm an en t record of th e 
temporary identification numbers. 

W e obtained and reviewed a report generated by th e Inform ation System 's Dep artm ent, 
which identified all em ployees with  temporary identification num bers that have access to the 
system . Per review of the report, we noted that all individuals with a temporary identification 
num ber did not have access to chan ge grades. N o excep tions noted. 
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6. VAULT 

C O N TR O L 

Res~ et~cess~ thefileroom an dens~eth~ files~e~ telysecured. 

The Registrar's Offi ce vault has been repaired and shall be used to secure the following item s 

~ Class mils an d grade rep orts (used  an d unused) 
~ Change of grade forms (used an d unused) 
~ Transcript paper 
~ Copy void paper 
~ Legacy transcripts 
~ Oth er sensitive m aterials or equipm en t 
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Update and fully im plem ent the im aging system  for source docum ents used in the posting of 

grades an d gr ade chan ges. 

An im aging system  has been installed and em ployees have been trained in its use. 
Technology and Network Services is responsible for assisting with the im plem entation of 
th is control. All source docum ents used in the posting of grades and m aking gr ade changes 
will be im aged for a perm an ent record, The Spring 2004 sem ester gr ade sheets have been 
im aged and plans are to have th e last five years im aged and available for access by 

authorized personnel (i.e., auditors) by Mid-Term Fall 2004. 

The following source docum ents ar e scheduled for im aging to create a m ore accessible and 

efficient record keeping system : 

Grade Sheets an d Clas s Roll Reports; 
Chan ge of Grade Form s; 
Course Substitution Form s; 
Graduation Applications; 
Add/Drop Form s an d Class Registration Form s; 
Course Override Letters; 

Cross-Registration Docum ents; 
Transcript Requests; 
Readm ission Applications; and 
Transfer Transcripts. 

The tim eline to begin im aging w as, M onday, August 9, 2004. A ll previously listed source 
docum ents will be im aged upon subm ission to Registrar's Office, and all backlogged  sour ce 
docum ents w ill be im aged by October  15, 2004. 
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Based on procedures perform ed, we noted that grade sheets for the Spring, M aym ester, and 
Summ er 2004 sem esters have been im aged and th at the departm ent is in th e process of 
im aging the rem aining source docum ents. No exceptions noted. 

8. FA CULTY G R AD E REV IEW  

Provide for the verification of grade postings by faculty m em bers through ran dom  sam pling 
of academ ic dep artm ents for grade confirmation. 

To verify th e integrity of grades recorded , random  sam ples of faculty m embers receive copies 
of th eir grades after the load report from  Inform ation System s Division is finalized. The 
Office of Intern al Audit conducts the ran dom ly selected gr ade review s. 
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9. N 

Re-evaluate the access that employees of the Registrar' s Office have to the Registrar' s Office 
system . 

Com puter system  access for each em ployee of the Registrar's Offi ce has been re-evaluated 

and employee identification numbers assigned according to the em ployee's job duties and 
system  access needed to perform  their assign ed tas ks. 

W e reviewed a report generated by th e Inform ation System s Division, which detailed all 
em ployees of the Registrar 's Office an d their level of access to the sys tem . No exceptions 
noted. 

10. ASSIG INING ID tE 

Reassign  new operator identification numbers for all current employees of the Registrar's 
Offi ce and discontinue th e practice of re-issuing identification num bers that have been  
previously assign ed. 

Once an iden tification num ber is assign ed to an  employee, unless th at identification num ber 
is comprom ised, it will be perm an ently as sign ed to that em ployee. 
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W e reviewed a report of all identification numbers assigned to employees of the Registrar's 
Office, noting no excep tions. 

11. REG ISTRA R 'S O FFICE SY STEM  AC CESS 

Review m onthly reports of individuals with access to the system . 

Inform ation System s Division provides m onthly reports to identify anyone who has or has 
requested access to th e Registrar's Offi ce com puter system , an d th e Registrar  certifies and 
approves the assignm en t of an  identification num ber to that employee. The Registrar 
requests other reports from  In form ation System s D ivision on an  as-needed basis to insure 
th at im plem ented controls are functioning as  designed. 

Per review of the reports provided to the Registrar's Office by the Information Systems 
Division, the rep orts detailed all employees that were granted access to the Registmr's Office 
computer system. Per discussion with the Registrar, some individuals included on the list are 
only granted access during registration periods an d are subsequentlydeaetivated. Per review 
of th e rep ort, there was  no w ay to determ ine if th e em ployees had actually been deactivated 
within th e system . 

REC O M M ENDATIO N 

W e recom m end that im m ediate steps be taken to check th e status of all University personnel 

with access to the Registrar's Office system. 
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12. H OTLINE 

C O NTRO L 

Establish a telephone hotline (similar to Crime Stoppers Hotline) to the Internal Auditor's 
Office, which can be used to report violations. 

The Internal Audit Office's HOTLINE number (225-771-2333) is prominently displayed in 
the Registrar's Office for use by em ployees and oth ers who wan t to report suspected or actual 
illegal or unauthorized activities. The D irector of Internal Audit provides oversight for this 
control. 

Th e HOTLINE num ber was not initially displayed in the Registrar's office. Prior to the 
issuance of this report, m anagem ent has posted fliers with the HOTLINE number clearly 
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The alarm  code for the Registrar's Office is exclusively identifiable by the designated 

employee (Registrar, Assistant Registrar, Student Records Liaison Officer, the University 
Admissions Technician an d the Vice Chancellor for Enrollment M an agement) with access to 
the building. This enables the University to monitor building access. 

Per discussion with the Registrar and review of th e new alarm system , exclusively 

iden tifiable alarm codes have been given to the em ployees of the Registrar's Office. No 
exceptions noted. 

Install security system in Registrar's Offi ce. 

Installation of a security system, complete with a seven  (7) camera CCTV system, a motion- 
sensor recording m echanism  and Door M ag Locks, has been installed. Each em ployee's 
nam e and Prox Card num ber are programm ed into th e system , th us providing a traeldng 
sys tem  upon entry into secured areas. Additionally, all visitors gaining aeeess beyond th e 
front counter ar e required to sign -in. 

W e reviewed the security system an d monitors, noting no excep tions . 
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15. G RAD E CH AN G E 

Provide validated copies of grade chan ge form s. 

Effective Sum m er 2004, the Registrar's Office has im plem ented procedures to ensur e that 
the College D ean  and th e student receive a copy of the student's Chan ge-of-Grade Form . 

Bas ed on procedures perform ed in the test of grade chan ges, we noted no exceptions 

W e were not engaged to, and did not, conduct an  audit, the objective of which would be the 
expression of an  opinion on th e specified elem ents, accounts, or item s. Accordingly, we do not 


