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Any person with a disability who is in need of a reader, amplifier, qualified sign language interpreter, or any other 
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AGENDA

Call to Order

 Review and Update the Audit & Budget Committee 
Charter

Approval of Audit & Budget Committee minutes

Lynette Sanders, ASD 
Director/CFO

Records Management Internal Control Assessment 
Report

March 12, 2024 Audit & Budget Committee minutes

Employer Outreach and Education Internal Control 
Assessment Report

Emily Wilson, CPA, CFE, 
Kelly Burton, CPA, 

CliftonLarsonAllen

Fiscal year 2024 Budget Projection through May 31 Lynette Sanders, ASD 
Director/CFO



 

AUDIT AND BUDGET COMMITTEE CHARTER 
 

Section 1 

Statement of Purpose 

The PERA Board has oversight of the retirement fund of the Plan’s financial reporting, compliance with 
laws and policies, and risk management activities.  The Audit and Budget Committee also has oversight in 
the Plan’s financial reporting compliance with Generally Accepted Accounting Principles (GAAP), 
Governmental Accounting Standards Board (GASB) Standards, and NM State Audit Rule.  The Audit and 
Budget Committee assists the Board in fulfilling its fiduciary oversight responsibilities by participating in 
the selection and evaluation of the  SystemPlan’s independent external auditor and the internal auditor, 
keeping informed of legal and accounting developments that impact the presentation and reporting of 
financial information, obtaining information or briefings from the internal and external auditors, and 
working with PERA executive staff to develop recommendations and advice to the Board.  

 

Section 2 

Organization/Membership 

The Audit and Budget Committee shall be composed of a Committee Chair and Vice-Chair, and members 
who are appointed annually by the PERA Board Chair.  Members shall be independent and free from 
conflict of interest, whether perceived or actual. 

 

Section 3 

Committee Meetings and Objectives 

The Committee’s main objectives are to provide general oversight and offer recommendations for PERA’s 
audit arrangements, including both internal and external auditing; provide general oversight and approval 
of PERA’s budget; and general oversight of risk management activities.  The committee shall meet, no less 
than four three times a year and scheduled as needed, to address matters on the committee’s agenda in 
accordance with the open meetings act.   

 

Section 4 

Authority and Ethics 

 

The committee shall have the following authorities;:  Formatted: Font: (Default) Times New Roman
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AUDIT AND BUDGET COMMITTEE CHARTER 
 pProvide policy assistance to the Board regarding accounting and financial reporting, auditing, 

budgeting, and risk management activities; and 
 Uand unrestricted authority within the scope of its purview.   

 
 
The committee shall carry out their duties with the highest level of honesty and integrity; act in the 
interest of the PERA membership; maintain an open avenue of communications with management, staff 
and the board; and maintain confidentiality and protect the ownership of information.   
 
 The Committee shall review the following;:  

o In April, a review of the Operating Budget 
o In August, a review of the Appropriation Request  
o Internal audit reports as issued by the internal auditors; and An annual review of the 

Audit and Budget Committee Charter 
o An annual review of the Audit and Budget Committee CharterInternal audit reports 

presented and reviewed by the Audit and Budget Committee as issued by the internal 
auditors. 

 

Section 5  

Continuity  

The previous Audit & Budget Committee Chair shall provide the new Chair and Vice Chair of the 
Committee with Memo of TransitionContinuity.  The memo will outline items that were reviewed and/or 
completed the previous year and items that are work in progress.    
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AUDIT AND BUDGET COMMITTEE CHARTER 
 
The committee shall carry out their duties with the highest level of honesty and integrity; act in the 
interest of the PERA membership; maintain an open avenue of communications with management, staff 
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o In April, a review of the Operating Budget 
o In August, a review of the Appropriation Request  
o Internal audit reports as issued by the internal auditors; and  
o An annual review of the Audit and Budget Committee Charter 
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Agenda 
• Records Management Report Summary
• Employer Outreach and Education 

Report Summary
• Current and Upcoming Internal Audit 

Projects
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Objectives and Scope for Internal Audit Projects
• Perform interviews with key personnel;
• Review relevant PERA policies and procedures;
• Evaluate the design and operating effectiveness of current 

processes and internal controls; 
• Conduct walkthroughs over various processes to evaluate the 

design and operating effectiveness of current processes and 
internal controls; and 

• Propose future changes that mitigate risk and better support 
internal controls. 
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Internal Audit Report Summary

Records Management
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Work Performed 
• Manual Data Entry 

o Gained an understanding of the current processes that require manual data entry and 
performed walkthroughs over the processes for forms.

o We selected a sample of members that began contributing between November 1, 2023, and 
December 16, 2023. We tested to determine whether the information per the member’s 
Application for PERA Membership Form agreed to the demographics shown in the 
member’s RIO account.

o We selected a sample of retirees with a retirement date between February 1, 2023, and 
January 8, 2024, and tested to determine whether the information per the member’s 
Application for Pension agreed to the demographics shown in the member’s RIO account.

5
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Work Performed - continued
• Policies and Procedures

o We requested and reviewed copies of written policies and procedures that were being 
followed by the Records Department at the time of fieldwork. 

o We conducted interviews and walkthroughs with Records Department staff to compare 
written policies and procedures with processes that are being performed by staff.

• Quality Control and Verification Process
o We conducted interviews with Records Department staff and performed walkthroughs 

to gain an understanding over the process for quality control checks, validation, and 
verification of forms that are received by the Records Department. 

6
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Work Performed - continued
• Filing Process within Retirement Information Online (RIO)

o We conducted interviews with Records Department staff and performed walkthroughs to 
gain an understanding over the filing process for forms received by the Records 
Department. 

o We selected a sample members that began contributing between November 1, 2023, and 
December 16, 2023, and tested to determine whether the member’s RIO account contained 
an Application for PERA Membership Form and that the form was appropriately filed. 

o We selected a sample of retirees with a retirement date between February 1, 2023, and 
January 8, 2024, and tested to determine whether the retiree’s RIO account contained an 
Application for Pension Form and that the form was appropriately filed. 

7
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Work Performed - continued
• Processing of Cases

o We conducted interviews with Records Department staff and performed walkthroughs of 
Case Manager, the program used by PERA to track cases. During walkthroughs, CLA 
reviewed and analyzed data within Case Manager. 

o As of the date of fieldwork (1/23/24), Case Manager data showed the following: 
 Within the last 30 days, 50.7% of incoming cases were within the Records Department
 Within the last 60 days, 53.9% of incoming cases were within the Records Department

8



©2024 CliftonLarsonAllen LLP

Summary of Internal Audit Results
Internal Audit Observation 

1. Lack of Policies and Procedures

9

Internal Audit Process Recommendations

1. Employer Education

2. Cross Training

3. PERA Forms

4. Controls over Verification

5. Filing Process for Member Forms 

6. Automation
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Internal Audit Results – Observation
• Lack of Policies and Procedures

o Observation: During our discussions with PERA staff, walkthroughs performed, 
and review of current policies and procedures, we noted several processes 
being followed by PERA staff are not documented in written policies and 
procedures.

o Recommendation: We recommend that these processes be properly 
documented in policies and procedures and made available to all PERA staff 
members. Once documented, we recommend policies and procedures be 
reviewed annually. 

10
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Internal Audit Results – Process Recommendation 1
• Employer Education

o During our discussions with PERA staff and walkthroughs performed, we noted that 
employers can enter data for their employees directly into RIO; however, a limited 
number of employers utilize this capability. Because this is not a required process for all 
employers, PERA staff must perform the data entry for many employers. 

o We recommend that PERA provide additional education to employers that outlines the 
process to enter data into RIO for their employees. After proper education has been 
conducted, we recommend PERA require all employers to enter their employee data. 
This will create consistency among employers and allow PERA staff to serve as the 
reviewer of data. 
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Internal Audit Results – Process Recommendation 2
• Cross Training

o There is limited cross training between the Records Department and other departments 
of PERA. We recommend implementing a base level of cross training between 
departments. To start, making sure individual department policies and procedures are 
available to all PERA staff members. The benefits of implementing cross training include 
the following: 
 Forward thinking and succession planning 
 Backup plan in the event of unexpected turnover or absences
 Increased collaboration among staff members
 Improved productivity and efficiency

12
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Internal Audit Results – Process Recommendation 3
• PERA Forms

o During discussions with PERA staff, walkthroughs, and review of forms, we 
noted that there are approximately 30 forms that are received and imaged by 
the Records Department. 

o We recommend evaluating the purpose of each form to ensure that they are 
needed. Additionally, we recommend reviewing these forms annually.

13



©2024 CliftonLarsonAllen LLP

Internal Audit Results – Process Recommendation 4
• Controls over Verification

o During discussions with Records Department staff and walkthroughs performed, we 
noted that the same individual can perform the following functions: 
• Validate a member’s identity;  
• Verify the type of form; 
• Perform the quality control check for the form.

We identified three errors that were a result of manual data entry. These errors 
included a misspelled name, an incorrect date of birth, and an incorrect hire date. 
Following our procedures, we confirmed with PERA management that these errors 
were subsequently corrected by PERA’s compensating internal controls. 
We understand that limited staffing has impacted the Records Department, however, 
to allow for proper segregation of duties, it is best practice to have separate individuals 
perform these checks to ensure that manual data entry is correct.

14
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Internal Audit Results – Process Recommendation 5
• Filing Process for Member Forms

o During walkthroughs of member RIO accounts, we identified inconsistencies 
in the filing system of documents. Based on discussions with PERA staff, these 
inconsistencies occur when documents are uploaded through the self-service 
portal. 

o We recommend that PERA create a standardized process for naming and 
organizing forms within RIO. Additionally, we recommend management 
consider opportunities for automation. See process recommendation over 
automation for detail (next slide).

15
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Internal Audit Results – Process Recommendation 6
• Automation

o During discussions with PERA staff, walkthroughs, and testing, we identified several 
opportunities for PERA to increase efficiencies by implementing digital automation. We 
recommend PERA consider the following opportunities:

1. Manual Data Entry, Validation and Verification: Consider requiring forms be completed 
electronically, rather than handwritten. 

2. Filing Process for Member Forms: Consider creating a standardized folder structure for all 
member accounts in RIO. In addition, consider developing a consistent process for naming 
and organizing forms within the standardized folder structure in a members account.

3. Notifications to Members: When the Records Department is pending information on a form 
such as a signature, notary, incomplete form, etc., PERA sends a physical letter to the 
member requesting the information. This letter is automatically generated and printed by the 
system and mailed by PERA staff the following day. Consider enhancing this process by also 
sending emails, through an automated process, to accompany the physical letter.

16
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Internal Audit Results – Process Recommendation 6 
• Automation (continued)

4. Customized Case Management Dashboard: Following the implementation of the automated 
processes, consider the implementation of a customized case management dashboard report 
to monitor the process with more transparency. The dashboard could be tailored to show 
details that are most important to management. 

By implementing automation in different areas of the records process, the number of cases 
will decrease which will allow the Records Department to focus their time and effort into 
other areas, such as quality control and verification.

17
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Internal Audit Report Summary

Employer Outreach and Education

18
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Work Performed
• Employer Handbook

o We conducted interviews with PERA staff and reviewed the resources 
available to employers through PERA’s website and inquired to determine 
whether a handbook was available as a resource for employers at the time of 
fieldwork. 

o We obtained a copy of the PERA Employer Guide, effective July 1, 2010, to 
evaluate whether the information was accurate based on current procedures. 
Additionally, we reviewed handbooks for several other state pensions to 
evaluate best practices for employer guides. 
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Work Performed – continued 
• Employer Trainings

o We obtained employer related training materials developed and utilized by 
the Contribution Accounting Bureau and the Member Outreach Bureau.

o We assessed the training materials to determine whether the resources were 
consistent, complete, and accurate based on current processes. In addition, 
we reviewed other state pension websites to evaluate best practices 
regarding trainings, materials, and resources that are provided to employers. 
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Work Performed – continued 
• Scheduling and Tracking of Employer Trainings

o We conducted interviews with staff to determine the current process for 
tracking and scheduling of employer trainings. 

o We obtained a listing of employer trainings conducted by the Contribution 
Accounting Bureau and the Member Outreach Bureau. The listings contained 
the training date, employer or Volunteer Fire Department name, and the type 
of training provided.

o  At the time of testing, a formalized tracking mechanism for the employer 
trainings was not in place; therefore, the listing was prepared by PERA based 
on calendars, emails, and previous knowledge of trainings held. We analyzed 
the listings to determine the number of trainings that took place, the type of 
trainings, and what employers or VFD’s received trainings.

21
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Summary of Internal Audit Results 

22

Internal Audit Process Recommendations

1. Employer Handbook

2. Employer Trainings 
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Internal Audit Results – Process Recommendation 1
• Employer Handbook

o The most recent employer handbook was last updated in July 2010; 
we recommend performing a review and updating the handbook to 
incorporate current processes and procedures to be utilized as a 
resource for employers. 

o Moving forward, we recommend the handbook be reviewed and 
updated on an annual basis. Additionally, we recommend that the 
employer handbook be distributed to all employers and made 
available on PERA's website. 

23
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Internal Audit Results – Process Recommendation 2
• Employer Trainings

o Based on our review of employer trainings and PERA's website, we 
recommend PERA consider the implementation of the following:
• Employer Trainings on PERA Website: We recommend reviewing the website 

content on a regular basis to ensure videos load correctly and content is available 
for download. 

• Schedule of Trainings: We recommend PERA staff develop a schedule or calendar 
to publish on the website that includes live webinars or trainings. 

• Tracking of Employer Trainings: We recommend PERA develop a tracking 
mechanism for personalized trainings that are conducted with employers. 

• Enhancements to PERA Website: We recommend having all RIO resources available 
on the RIO System Information page of the website. Also, based on common 
questions and inquiries that come from employers, we recommend implementing a 
frequently asked questions (FAQ) page.

24
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Internal Audit Results – Process Recommendation 2
• Employer Trainings (continued)

o Based on our review of volunteer fire department trainings and materials 
available on PERA’s website, we recommend implementing the following:
 There is currently no information for volunteer firefighters under the employer 

section of the website. We recommend including volunteer firefighter annual 
reporting guidance materials and trainings on the employer page of the website.

 Based on common questions and inquiries that come from VFD’s, we recommend 
implementing a frequently asked questions (FAQ) page.
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Current and Upcoming 
Internal Audit Projects 
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Current Projects
• Investment Department Related Technology 
• Internal Audit Plan Update – FY25 & FY26 

Upcoming Project
• Succession Planning and Modern Management 
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Senior Associate
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Paula Fisher 
 Chair, State Member 
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PERA Fiscal Year 2024 May 31, 2024 Budget Projection 
 
 

 

 

200 Category – Personal Services and Employee Benefits 
 As of May 31, 2024, PERA had 4 vacant positions and an FTE vacancy rate of 4.60 percent.   
 PERA’s Fiscal Year (FY) 2024 operating budget has a budgeted vacancy rate of 3.75 percent.   

 

300 Category – Contractual Services 
 The Contractual Services category includes $24.2 million in investment contracts for consultants 

and money manager fees.   
 

400 Category – Other  
 A category transfer of $220,000 from the Contractual Service category to the Other category was 

completed to address the projected budget shortfall due to new boilers installed in PERA’s Santa 
Fe office.   
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