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1) History 
 
In 1996, to determine the scope and type of engagement, the Circuit Clerk Audit Guidelines 
Committee (Committee) and its subcommittee reviewed the guidelines used by other states 
in auditing circuit clerks as well as audit programs and reports of circuit clerk operations 
within the State of Illinois.  Further, State of Illinois agencies with receipts from circuit 
clerks were contacted to ascertain their individual expectations for the scope and type of 
circuit clerk audits. 
 
One of the primary objectives of the Committee was to create a “single audit” of circuit 
clerk operations, thereby eliminating the need for different agencies to conduct multiple 
audits of a circuit clerk’s records.  The Committee believed these guidelines should provide 
for a reliable report at a level of detail that would satisfy the needs of multiple user entities. 
 
Before Statement No. 84 of the Governmental Accounting Standards Board 
Prior to the effective date of Statement No. 84 of the Governmental Accounting Standards 
Board (GASB), Fiduciary Activities, the Committee determined the audit should include 
three parts (an audit of financial statements, internal controls, and compliance) to provide 
a comprehensive, useful report. 
 
Previously, the financial statement component included all fiduciary funds (agency and 
trust funds) held by a circuit clerk, plus any operating funds which were not already audited 
as part of the annual county audit.  The recommendation to focus on these funds was based 
on several factors.  First, the cost of the audit was expected to increase if all aspects of a 
circuit clerk’s operations were audited annually.  Second, many of the concerns which led 
to the formation of the Committee was related to circuit clerks’ collection and disbursement 
of funds to other entities (e.g., agency and trust funds).  Finally, certain aspects of a circuit 
clerk’s office may already have been audited as part of the county’s regular audit (such as 
payroll, equipment, and other operating costs). 
 
As part of the financial statement audit, the auditors were required to audit the Statement 
of Fiduciary Net Position and Statement of Changes in Fiduciary Net Position (for trust 
funds) and the Statement of Changes in Assets and Liabilities (for agency funds).  In 
addition, the auditors were required to audit, in relation to the county’s financial statements 
as a whole, and include in the report, a supplemental schedule encompassing the detailed 
information provided by circuit clerks in the Administrative Office of the Illinois Courts’ 
Annual Financial Report (Report J).  This supplemental schedule detailed disbursements 
made to various State and local funds and other activity and data related to operating a 
circuit clerk’s office.  Further, in some counties there may have been operating funds which 
are not included in the county's operating statement.  If this was the case, the circuit clerk 
needed to disclose information about these funds in another supplemental schedule or 
request that they be included in the county’s financial statements.  The time period covered 
in the financial statement component, including the supplemental schedule, shall be the 
same time period as the county-wide audit.  
 
The second part of the audit reviewed the adequacy of a circuit clerk’s internal controls 
over the receipt and disbursement of funds, including assessing, collecting, safeguarding, 
and distributing monies.  
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The third part of the audit was a compliance component, determining whether fees, fines, 
surcharges, costs, penalties, and judgments were properly collected and disbursed to the 
appropriate entities in compliance with applicable laws and other requirements.  Testing 
was limited to determining compliance with legal requirements governing the financial 
aspects of a circuit clerk’s office.  For instance, non-financial requirements like reporting 
dispositions of traffic cases to the Illinois State Police were excluded from testing.   
 
After Statement No. 84 of the Governmental Accounting Standards Board 
The GASB issued Statement No. 84, Fiduciary Activities, which was ultimately effective 
for fiscal years beginning after December 15, 2019.  Among other things, Statement No. 
84 established criteria for identifying and reporting fiduciary transactions, which no longer 
allowed for a part of a government (i.e., the circuit clerk) to report fiduciary transactions 
for activity associated with another part of the same government’s reporting entity (such 
as the county’s general fund or State’s Attorney).  This change significantly impacted the 
usefulness of the previous reporting model, as circuit clerks frequently have many receipts 
and disbursements for other officers and funds within their respective counties.   
 
The options at this time was to either adopt a “departmental” financial statement audit of a 
circuit clerk to reflect all transactions as described in § 16.91 of the Audit and Accounting 
Guide:  State and Local Governments published by the American Institute of Certified 
Public Accountants (AICPA) or set up a new reporting model.  A “departmental” financial 
statement audit model was explored, which was deemed impossible to implement, as all 
relevant generally accepted accounting principles (GAAP) established by GASB, including 
complex standards such as pensions and other postemployment benefits which require 
detailed department-level reports from the county’s postemployment benefit plans and 
actuaries, would need to be gathered to prepare a departmental financial statement.  In 
addition, adopting this model would be expensive, while providing the expected users with 
a complex financial statement that does not clearly reflect the circuit clerk’s accountability 
for receiving and distributing fees, fines, surcharges, costs, penalties, bail, and judgments 
and would vitiate the original reasons why the Committee adopted the original model back 
in 1996.  A second option based on already existing parts of Schedule J, the new cash-basis 
Schedule of Accountabilities, was created to show cash receipts and disbursements by party 
or fund, which must fully reconcile with the circuit clerk’s applicable checking, savings, 
and investment accounts.  This second option was selected to replace the former fiduciary 
fund financial statements, which will be prepared by the circuit clerk and audited by the 
auditors, because it (1) closely reflects the expected needs of users that receipts collected 
by circuit clerks are disbursed to the appropriate parties, (2) reflects past practice, and (3) 
probably will not result in any significant changes in preparation or audit costs. 
 
In addition to the new Schedule of Accountabilities, auditors will perform a compliance 
attestation examination on whether fees, fines, surcharges, costs, penalties, bonds, and 
judgments were properly collected and disbursed to the appropriate entities in compliance 
with applicable laws and other requirements, hereinafter called “specified requirements” 
as described in these guidelines.  Auditors, in planning and performing their examination, 
will consider the circuit clerk’s internal control over compliance with the specified 
requirements to determine the examination procedures that are appropriate in the 
circumstances for the purpose of expressing their opinion on the circuit clerk’s compliance 
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with the specified requirements and to test and report on the circuit clerk’s internal control 
in accordance with these guidelines.  This report will be limited to only compliance with 
legal requirements that govern the financial aspects of a circuit clerk’s office, excluding 
non-financial duties like reporting dispositions of traffic cases to the Illinois State Police. 
 
Finally, the circuit clerk’s auditors will be required to audit, in relation to the county’s 
financial statements as a whole, and include in the final report, a supplemental schedule 
prepared by the circuit clerk from the circuit clerk’s underlying records encompassing the 
detailed information provided by all circuit clerks in Report J.  Additionally, the new 
Schedule of Accountabilities will also be audited by the auditors in relation to the county’s 
financial statements as a whole. 
 

2) Applicable Standards and Scope 
 
In accordance with the Clerks of the Courts Act (705 ILCS 105/27.8), each county board 
must cause an audit of its circuit clerk to be made annually at the end of the county’s fiscal 
year by a licensed certified public accountant.  An audit of a circuit clerk is broken into up 
to four parts with the following scopes and applicable standards. 
 
Compliance Report 
 
Compliance with Specified Requirements 
The first compliance attestation examination section of a circuit clerk’s engagement will 
cover whether fees, fines, surcharges, costs, penalties, bonds, and judgments were properly 
collected and disbursed to the appropriate entities in compliance with applicable laws and 
other requirements.  This examination only covers situations where applicable laws, rules, 
regulations, and court orders require the circuit clerk to collect, hold, and disburse moneys 
to applicable parties or entities, outside of moneys already on deposit in county accounts 
and/or funds used to finance the regular operations of the circuit clerk’s office.  Auditors 
will perform this part of the engagement in accordance with Statements on Standards for 
Attestation Engagements (SSAEs) issued by the AICPA and the standards applicable to 
attestation engagements contained in Government Auditing Standards issued by the 
Comptroller General of the United States (commonly known as the “Yellow Book”).  
Auditors performing this engagement will conduct a compliance examination with the 
objective of expressing an opinion on the circuit clerk’s compliance with the specified 
requirements further described on the next page. 
 
 
 
 

A. The circuit clerk has complied, in all material respects, with applicable laws, 
rules, regulations, and court orders in its financial and fiscal operations. 

 
One crucial objective of a circuit clerk examination is to test compliance with the 
laws, rules, regulations, and court orders which are the core focus of a circuit clerk’s 
fiscal operations and functions.  This specified requirement includes that a circuit 
clerk properly and timely assessed fines, fees, costs, penalties, and judgments in 
accordance with applicable law during the fiscal year.  Additionally, this specified 
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requirement includes that a circuit clerk properly and timely collected and held 
moneys until required to disburse those moneys in accordance with applicable laws, 
rules, regulations, and court orders, such as bonds. 
 
This specified requirement is limited to compliance with legal requirements that 
govern the financial aspects of a circuit clerk’s office, and does not include laws, 
rules, regulations, or court orders establishing non-financial duties like reporting 
dispositions of traffic cases to the Illinois State Police. 
 
Circuit clerks and auditors should note the Administrative Office of the Illinois 
Courts annually updates a listing of applicable legal requirements and their citations 
about fees, fines, surcharges, costs, penalties, bail, and judgments and makes this 
listing available to circuit clerks and auditors in Appendix D. 
 

B. Moneys or negotiable securities or similar assets handled by the circuit clerk 
or held in trust by the circuit clerk have been properly and legally 

administered, and the accounting and recordkeeping relating thereto is 
proper, accurate, and in accordance with law. 
 
“Properly administered” means the adequate discharge of a circuit clerk’s financial 
and fiduciary responsibilities and duties in accordance with the principles, 
standards, and other requirements established by laws, rules, regulations, and court 
orders and/or represent good business practice, including collecting and allocating 
interest and/or investment income when applicable.   
 
Good business practice includes a circuit clerk designing and implementing an 
internal control structure to ensure receipts are properly and timely recorded, assets 
are safeguarded while in their custody, moneys are timely deposited into the proper 
accounts promptly, and prompt distributions occur after an event has arisen which 
compels the circuit clerk to disburse moneys to the appropriate parties and/or 
accounts.  Sources of good business practice include, but are not limited to, the 
Standards for Internal Control in the Federal Government (commonly known as 
the “Green Book”) published by the Comptroller General of the United States, the 
publications and frameworks of the Committee of Sponsoring Organizations of the 
Treadway Commission, and Security and Privacy Controls for Information Systems 
and Organizations issued by the National Institute of Standards and Technology. 

 
An immaterial findings letter may result from this engagement, as further described in both 
Appendix A and Appendix B. 
 
Internal Control Requirements for Compliance with Specified Requirements 
In planning examination-level attestation engagements, auditors should obtain a sufficient 
understanding of internal control over compliance that is material to the specified 
requirements to plan the engagement, assess control risk for compliance with the specified 
requirements, and design procedures to achieve the objectives of the attestation 
engagement.  Auditors performing a compliance attestation examination of a circuit clerk 
under these guidelines are required to report on the internal control procedures of the circuit 
clerk.  As described in the example report at Appendix A provided with these guidelines, 
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the accountant’s report on internal control is included within the accountant’s compliance 
examination attestation report. 
 
Previous Audits and Attestation Engagements 
During an attestation engagement, auditors should consider the results of previous audits 
and attestation engagements and follow-up on known findings and recommendations that 
directly relate to the specified requirements.  This consideration should include all reports 
issued since the prior audit and/or examination through the date of the accountant’s report.  
Auditors should also consider the current scope and status of in-progress audits, including 
internal audits. 
 
Report on the Schedule of Accountabilities 
 
Examining an Assertion and Report on a Subject Matter 
The second compliance attestation examination section of a circuit clerk’s engagement will 
cover whether the circuit clerk’s Schedule of Accountabilities, including its footnotes, is 
presented completely and accurately in accordance with this guidance, and reconciles to 
the circuit clerk’s cash, savings, and investment accounts.  Circuit clerks should prepare 
the Schedule of Accountabilities so amounts on each line are presented in full dollars (i.e., 
no cents) and make such rounding adjustments as needed to have the beginning (when the 
auditor either has just started auditing the county or during the year when the Schedule of 
Accountabilities is implemented) and ending balance(s) agree with the reconciliation in the 
footnotes.  Auditors should perform tests to obtain reasonable assurance the beginning 

(when applicable) and ending balances of the Schedule of Accountabilities reconciles 
with the circuit clerk’s applicable cash, savings, and investment accounts, with any 
issues beyond rounding arising from the reconciliation reported as a finding.  Auditors 
will perform this part of the engagement in accordance with the SSAEs issued by the 
AICPA and the standards applicable to attestation engagements contained in Government 
Auditing Standards issued by the Comptroller General of the United States. 
 
An immaterial findings letter may result from this engagement, as further described in both 
Appendix A and Appendix B. 
 
This section will also include an in-relation to opinion, as described in the “Supplemental 
Information In-Relation to the County’s Financial Audit” section below. 
Internal Control Requirements for Examining an Assertion and Report on a Subject Matter 
 
In planning examination-level attestation engagements, auditors should obtain a sufficient 
understanding of internal control that is material to the Schedule of Accountabilities to plan 
the engagement, assess control risk, and design procedures to achieve the objectives of the 
attestation engagement.  Auditors performing an attestation examination of a circuit clerk 
under these guidelines are required to report on the internal control procedures of the circuit 
clerk.  As described in the example report at Appendix A provided with these guidelines, 
the accountant’s report on internal control is included within the accountant’s attestation 
report. 
 
Previous Audits and Attestation Engagements 
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During an attestation engagement, auditors should consider the results of previous audits 
and attestation engagements and follow-up on findings and recommendations that directly 
relate to the examined assertion.  This consideration should include all reports issued since 
the prior audit and/or examination through the date of the accountant’s report.  Auditors 
should also consider the current scope and status of in-progress audits, including internal 
audits. 
 
Supplemental Information In-Relation to the County’s Financial Audit 
 
Supplementary Information in Relation to the Financial Statements as a Whole 
As allowed for by generally accepted auditing standards (GAAS) issued by the AICPA 
(AU-C § 725), the Schedule of Accountabilities along with its related footnotes and Report 
J represent information presented outside of the county’s basic financial statements, which 
the GASB has not deemed necessary for the county’s financial statements to be presented 
fairly in accordance with GAAP.  For both the Schedule of Accountabilities and Report J, 
the information reported on them was derived from, and relates directly to, the underlying 
accounting and other records used by the county to prepare its annual financial statements.  
As such, auditors will opine on whether the Schedule of Accountabilities and Report J are 
fairly stated, in all material respects, in relation to the county’s financial statements as a 
whole. 
 
To enable this reporting, each county must, in accordance with AU-C § 725.06(d), ensure 
its financial statements are readily available so a third party user can obtain the county’s 
basic financial statements without any further action by the county, such as by posting the 
county’s financial statements on its website as noted in AU-C § 725.A9. 
 
Operating Funds NOT INCLUDED in the County’s Financial Audit 
In the event a circuit clerk has operating funds which were not included in the scope of the 
county’s financial audit, the circuit clerk and other county officials should work together 
to include these operating funds within the county’s annual financial audit.  In the event 
the circuit clerk is unsuccessful in getting this activity reflected in the county’s financial 
statements, the circuit clerk should prepare a supplemental schedule and include it within 
the final report as other information.  The auditor should prepare an appropriate report, as 
further described in the example report at Appendix A. 

3) Risk Assessment Procedures 
 
Compliance with Specified Requirements 
 
In General 
The auditor must obtain a sufficient understanding of the circuit clerk’s office and its 
environment, including its internal control, to assess engagement risk (the risk of material 
noncompliance, whether intentional or unintentional) and to design the nature, timing, and 
extent of further audit procedures.  In planning the examination, such knowledge should 
be used to identify types of potential noncompliance, to consider factors that affect the risk 
of material noncompliance, and to design appropriate tests of compliance. The auditor must 
plan and perform the examination to obtain sufficient appropriate audit evidence such that 
engagement risk will be limited to a low level that is, in the auditor’s judgment, appropriate 
for expressing an opinion on the circuit clerk’s compliance with the specified requirements. 
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Government Auditing Standards requires auditors in planning an examination engagement 
to design the engagement to detect instances of fraud and noncompliance with provisions 
of laws, regulations, contracts, and grant agreements that may have a material effect on the 
subject matter or the assertion thereon of the examination engagement.  Auditors should 
assess the risk and possible effects of fraud and noncompliance with provisions of laws, 
regulations, contracts, and grant agreements that could have a material effect on the subject 
matter or an assertion about the subject matter of the examination engagement.  When risk 
factors are identified, auditors should document the risk factors identified, the auditor’s 
response to those risk factors individually or in combination, and the auditor’s conclusions. 
 
Examining an Assertion and Report on a Subject Matter 
 
In General 
The auditor must obtain a sufficient understanding of the circuit clerk’s office and its 
environment, including its internal control, to assess engagement risk (the risk of material 
misstatement, whether intentional or unintentional) and to design the nature, timing, and 
extent of further audit procedures.  In planning the examination, such knowledge should 
be used to identify types of potential misstatements, to consider factors that affect the risk 
of material misstatement, and to design appropriate substantive tests. The auditor must plan 
and perform the examination to obtain sufficient appropriate audit evidence such that 
engagement risk will be limited to a low level that is, in the auditor’s judgment, appropriate 
for expressing an opinion on the circuit clerk’s Schedule of Accountabilities. 
 
Government Auditing Standards requires auditors in planning an examination engagement 
to design the engagement to detect instances of fraud and noncompliance with provisions 
of laws, regulations, contracts, and grant agreements that may have a material effect on the 
subject matter or the assertion thereon of the examination engagement.  Auditors should 
assess the risk and possible effects of fraud and noncompliance with provisions of laws, 
regulations, contracts, and grant agreements that could have a material effect on the subject 
matter or an assertion about the subject matter of the examination engagement.  When risk 
factors are identified, auditors should document the risk factors identified, the auditor’s 
response to those risk factors individually or in combination, and the auditor’s conclusions. 
 
Both Attestation Examinations 
 
Understanding the Entity and Its Environment, including Internal Control 
The auditor should perform the following risk assessment procedures to obtain an 
understanding of the circuit clerk’s office and its environment, including its internal 
control, through: 

• inquires of management and others within the entity;  

• analytical procedures; and, 

• observation and inspection. 
 
The auditor is not required to perform all the risk assessment procedures described above 
for each aspect of the engagement described in the next paragraph.  However, all the risk 
assessment procedures should be performed by the auditor in the course of obtaining the 
required understanding. 
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The auditor’s understanding of the circuit clerk’s office and its environment consists of an 
understanding of the following aspects, including: 

• industry, regulatory, and other external factors; 

• nature of the entity; 

• objectives and strategies and the related business risks that may result in a material 
noncompliance with a specified requirement; 

• measurement and review of the circuit clerk’s financial performance; and, 

• internal control, including the selection and application of accounting policies. 
 
Internal control is a process effected by those charged with governance, management, and 
other personnel that is designed to provide reasonable assurance about the achievement of 
the circuit clerk’s objectives with regard to reliability of financial reports, effectiveness and 
efficiency of operations, and compliance with applicable laws and regulations. 
 
Internal control consists of the following five components: 
 

1) Control environment sets the tone of an organization, influencing the control 
consciousness of its people.  It is the foundation for all other components of internal 
control, providing discipline and structure. 
 

2) An entity’s risk assessment is the entity’s identification and analysis of relevant 
risks to achievement of its objectives, forming a basis for determining how the risk 
should be managed. 

 

3) Information and communication systems support the identification, capture, and 
exchange of information in a form and time frame that enable people to carry out 
their responsibilities. 

 

4) Control activities are the policies and procedures that help ensure that management 
directives are carried out. 

 

5) Monitoring of controls is a process to assess the effectiveness of internal control 
performance over time. 

 
In all engagements, the auditor should obtain an understanding of each of the five 
components of internal control sufficient to assess the related risk for the engagement and 
to design the nature, timing, and extent of further examination procedures.  The auditor 
should obtain a sufficient understanding by performing risk assessment procedures to 
evaluate the design of controls relevant to the engagement and to determine whether they 
have been implemented. 
 
The auditor should use such knowledge to: 

• identify types of potential misstatements or noncompliance; 

• consider factors that affect the risks of material misstatement or material 
noncompliance; and, 

• design tests of controls, when applicable, and substantive procedures. 
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For significant risks, the auditor should evaluate the design of the circuit clerk’s related 
controls, including relevant control activities, and determine whether they have been 
implemented.  In exercising that judgment, the auditor should consider the circumstances, 
the applicable component, and factors such as:  

• materiality; 

• the significance of the related risk; 

• the size of the circuit clerk’s office; 

• the nature of the circuit clerk’s governmental function; 

• the diversity and complexity of the circuit clerk’s operations; 

• applicable legal and regulatory requirements; 

• the circumstances and the applicable component of internal control; 

• the nature and complexity of the systems that are part of the circuit clerk’s internal 
control, including the use of service organizations; and, 

• whether and how a specific control, individually or in combination with other 
controls, prevents, or detects and corrects, material misstatements. 

 
Obtaining an understanding of internal control is distinct from testing the operating 
effectiveness of internal control.  The objective of obtaining an understanding of internal 
control is to evaluate the design of the controls and determine whether they are 
implemented for the purpose of assessing the risks of material noncompliance and/or 
material misstatement.  In contrast, the objective of testing the operating effectiveness of 
internal control is to determine whether the controls, as designed, prevent or detect a 
material misstatement and/or material noncompliance. 
 
Inherent Risk Assessment 
Obtaining an understanding of internal control is distinct from testing the operating 
effectiveness of internal controls.  The objective of obtaining an understanding of internal 
control is to evaluate the design of the controls and determine whether they are 
implemented for the purpose of assessing the risk of material misstatement.  Inherent risk 
is the susceptibility of the subject matter to a material misstatement before consideration 
of any related controls.  Factors relevant to the subject matter that the auditor may consider 
when assessing inherent risk as outlined in AT-C § 205.A18 (AT-C § 205.A14 for reports 
dated prior to June 15, 2022) include the complexity of the subject matter or assertion, 
duration of the circuit clerk’s experience with the subject matter or assertion, and prior 
experience with the circuit clerk’s assessment of the subject matter or assertion. 
 
Effect of Information Technology on Internal Control 
A circuit clerk’s use of information technology may also affect any of the five components 
of internal control relevant to the achievement of the circuit clerk’s financial reporting, 
operations, or compliance objectives, and its operating units or business functions.  For 
example, a circuit clerk may use discrete systems that support only a particular function 
such as a unique system for traffic citations.  Alternatively, a circuit clerk may have 
complex, highly integrated systems that share data and that are used to support all aspects 
of the circuit clerk’s financial reporting, operations, and compliance objectives. 
 
Service Organizations 
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Some circuit clerks may have outsourced certain functions to third parties which meet the 
definition of a service organization.  In this case, auditors should ensure circuit clerks have 
obtained assurance about its service organizations, typically by receiving and reviewing a 
System and Organization Control Report and ensuring complementary user entity controls 
described within the System and Organization Control Report are in place and operating 
effectively during the fiscal year.   
 
The Need to Perform Tests of Controls 
The auditor should design and perform tests of controls to obtain sufficient appropriate 
evidence about the operating effectiveness of relevant controls.  If the auditor designed and 
performed tests of controls to rely on their operating effectiveness and identified deviations 
in those controls, the auditor should make specific inquiries and perform other procedures 
as necessary to understand these matters and their potential consequences. 
 

4) Examination Objectives 
 
Objective 1 
The circuit clerk should prepare sufficient documentation of the internal controls over 
accounts and funds where applicable laws, rules, regulations, and court orders require the 
circuit clerk to collect, hold, and disburse moneys to applicable parties or entities, outside 
of funds already on deposit in county accounts and/or funds used to finance the regular 
operations of the circuit clerk’s office.  In addition, the circuit clerk should cooperate with 
the auditor when the auditor prepares their own internal control documentation. 
 
The auditor should obtain a sufficient understanding of the circuit clerk’s internal controls 
over accounts and funds where applicable laws, rules, regulations, and court orders require 
the circuit clerk to collect, hold, and disburse moneys to applicable parties or entities, 
outside of funds already on deposit in county accounts and/or funds used to finance the 
regular operations of the circuit clerk’s office.   
 
These controls should be adequate to ensure: 
 

1) fines, fees, costs penalties, judgments, and other collections are: 
a) levied on or sought from individuals and organizations as required by applicable 

laws, rules, regulations, or procedures, subject to an applicable court order; and, 
b) charged at the proper rate established by applicable statutes, rules, regulations, 

or procedures, subject to an applicable court order; 
 

2) receipts are: 
a) recorded properly and timely; 
b) safeguarded while in the circuit clerk’s custody; and,  
c) deposited properly and promptly. 
 

3) distributions are timely and proper according to requirements in applicable statutes, 
rules, regulations, or procedures; 
 

4) physical security safeguards are maintained where cash is stored and processed; 
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5) cash, check signing machines, signature plates, and checks are protected from 
unauthorized use; 
 

6) the circuit clerk could, if debit, prepaid, or credit cards were accepted, demonstrate 
timely compliance with the Payment Card Industry Data Security Standards (PCI 
DSS) during the fiscal year under examination; 
 

7) disbursements are recorded properly and timely;  
 

8) an effective cash management system is maintained; and, 
 

9) the Schedule of Accountabilities and Report J are complete and accurate. 
 
Objective 2 
The circuit clerk should prepare and provide the auditors with a complete and accurate 
Schedule of Accountabilities for the fiscal year under examination, which must include all 
accounts and funds where applicable laws, rules, regulations, and court orders require the 
circuit clerk to collect, hold, and disburse moneys to applicable parties or entities, outside 
of funds already on deposit in county accounts and/or funds used to finance the regular 
operations of the circuit clerk’s office for the fiscal year under examination.  Each fund or 
account with receipts and/or disbursements must be on the Schedule of Accountabilities.  
The Schedule of Accountabilities should be prepared on the cash basis of accounting, 
where the circuit clerk records events resulting from cash receipt and disbursement 
transactions.  In general, any investments held by a circuit clerk should be treated as cash 
equivalents and changes should be recognized when an event occurs resulting in a change 
in cash. 
 
The auditor shall examine the Schedule of Accountabilities to determine it, along with its 
footnotes, is presented completely and accurately in accordance with this guidance, and the 
beginning and ending balances reconcile to the circuit clerk’s cash, savings, and investment 
accounts.  Auditors will need to test the Schedule of Accountabilities to provide reasonable 
assurance the reported events and transactions are accurately recorded, properly classified, 
complete, and occurred within the fiscal year under examination.  Auditors will also need 
to test the beginning (when the auditor either has just started auditing the county or during 
the year when the Schedule of Accountabilities is implemented) and ending balances on 
the Schedule of Accountabilities to provide reasonable assurance the reported balance of 
cash, savings, and investment accounts exists, is completely reported, the circuit clerk’s 
rights and obligations related to these moneys is not in question, and the valuation of these 
accounts is confirmed with the records of third parties. 
 
The auditor shall also audit the Schedule of Accountabilities in sufficient detail to allow 
the auditor to express an opinion on whether the Schedule of Accountabilities is fairly 
stated, in all material respects, in relation to the county’s financial statements as a whole in 
accordance with AU-C § 725. 
 
Finally, the auditor should require the circuit clerk to prepare a representation letter similar 
to the example letters at Appendix C concerning the circuit clerk’s responsibilities for the 
form, content, and presentation of the Schedule of Accountabilities. 
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Blank files for the Schedule of Accountabilities are available at Appendix A. 
 
Objective 3 
The circuit clerk should prepare and provide the auditors with a complete and accurate 
Report J for the fiscal year under examination. 
 
The auditor shall audit Report J in sufficient detail to allow the auditor to express an opinion 
on whether Report J is fairly stated, in all material respects, in relation to the county’s 
financial statements as a whole in accordance with AU-C § 725. 
 
In addition, the auditor should require the circuit clerk to prepare a representation letter 
similar to the example letters at Appendix C concerning the circuit clerk’s responsibilities 
for the form, content, and presentation of Report J. 
 
Objective 4 
In the event the circuit clerk has operating funds not included within the county’s financial 
statements and the circuit clerk prepares a schedule of this activity during the fiscal year, 
the circuit clerk shall prepare a schedule of this activity with the applicable footnotes. 
 
The auditor should perform procedures under AU-C § 720 to include this other information 
within the circuit clerk’s report. 
The auditor should require the circuit clerk to prepare a representation letter similar to the 
example letters at Appendix C concerning the circuit clerk’s responsibilities and that the 
other information does not contain any material misstatements. 
 
Objective 5 
The circuit clerk should provide the auditors with a complete and accurate listings of the 
following populations during the fiscal year under examination, including: 

1) civil cases where a fee is required with filing; 
2) civil and criminal cases where there was bond money being held; 
3) civil and criminal cases where bond money was distributed; 
4) criminal cases where fines, fees, costs, penalties, and judgments were collected; 
5) traffic cases where fines, fees, costs, penalties, and surcharges were collected; and, 
6) active maintenance and child support cases. 

 
The auditors first must obtain evidence about the accuracy and completeness of the listings 
provided by the circuit clerk and evaluate whether the information provided is sufficiently 
precise and detailed for the auditor’s purposes, as required by AT-C § 205.36 (AT-C § 
205.35 for reports released prior to June 15, 2022).  Second, the auditors must sample cases 
from each of the six categories to determine whether the circuit clerk complied with any 
applicable financial requirements governing these transactions, including, but not limited 
to, assessment, disbursement, recordkeeping, reporting, and timeliness.  Lastly, auditors 
should evaluate exception results to determine if, in their professional opinion, an expanded 
sample size is warranted. 
 
For compliance testing purposes, auditors should split cases handled by a circuit clerk into 
the six major groupings above.  A sample of cases from each major grouping would be 
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tested during each fiscal year and the samples selected should be representative of all cases 
within the universe.  Sample sizes and sampling methodologies are a matter of professional 
judgment for the auditors, which should be informed by interpretive guidance found within 
the AICPA’s Audit Sampling: Audit Guide.  However, at a minimum, distributions to each 
of the funds or accounts receiving monies from circuit clerks (e.g., Drivers Education Fund, 
Violent Crime Victims Assistance Fund, the county’s general fund etc.) must be tested no 
less than once every three years.  Auditors should be cognizant that even though a particular 
statute may require a fee or surcharge be assessed, judges may exercise judicial discretion 
and not order such a fee or surcharge.  Individual circuit clerks may keep their records in 
such a manner so that those cases are readily identified. 
 
In addition, the auditor should require the circuit clerk to prepare a representation letter 
similar to the example letters at Appendix C concerning the circuit clerk’s responsibilities 
for complying with applicable laws, rules, regulations, and court orders in its financial and 
fiscal operations. 
 

5) Finding Classification Considerations 
 
In analyzing all identified exceptions, auditors should evaluate matters by considering 
quantitative (numerical) and qualitative factors (non-numerical) impacting misstatements 
during the examination process.  According to AT-C §205.A21 (AT-C §205.A17 for 
reports issued before June 15, 2022), misstatements - including omissions - are considered 
material if, individually or in the aggregate, the misstatement could reasonably be expected 
to influence relevant decisions of intended users as a group based upon the auditee's 
compliance with laws, regulations, and court orders or financial reporting.  Auditors should 
consider the following questions, with “yes” responses indicating strong evidence for the 
noted classification, in classifying exceptions: 
 
Material Noncompliance 

 

• Does the magnitude of the misstatement relative to the reported amounts exceed 
the performance materiality? (AT-C §205.A23 (AT-C §205.A19 for reports issued 
before June 15, 2022)) 

• Is the misstatement a result of an intentional act of management? (AT-C §205.A22 
(AT-C §205.A18 for reports issued before June 15, 2022)) 

• Is the misstatement significant with regards to previous communications made by 
the circuit clerk to users (such as an expected outcome)? (AT-C §205.A22 (AT-C 
§205.A18 for reports issued before June 15, 2022)) 

• Does the misstatement impact an interaction with relatively important performance 
indicators? (AT-C §205.A22 (AT-C §205.A18 for reports issued before June 15, 
2022)) 

• Does the misstatement affect compliance with a significant mandate of the circuit 
clerk imposed by laws, rules, regulations, or court orders? (AT-C §205.A22 (AT-
C §205.A18 for reports issued before June 15, 2022)) 

• Does the misstatement cause a significant impact on the circuit clerk's relationship 
with other parties? (AT-C §205.A22 (AT-C §205.A18 for reports issued before 
June 15, 2022)) 
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• In the case of periodic reporting on a subject matter, does the misstatement impact 
past or current information about the subject matter or is it likely to affect future 
information about the subject matter? (AT-C §205.A22 (AT-C §205.A18 for 
reports issued before June 15, 2022)) 

• Were the auditors unable to determine information produced by the circuit clerk 
(such as populations) were sufficiently accurate, complete, precise, and detailed? 
(AT-C § 205.36 (AT-C § 205.35 for reports released prior to June 15, 2022)) 

• Is the misstatement such that the nature of the observations, based upon the 
auditor’s professional judgment, would influence relevant decisions of intended 
users? (AT-C §205.A21 (AT-C §205.A17 for reports issued before June 15, 2022)) 

 
Noncompliance 
 

• Is the misstatement such that the nature of the observations, based upon 
professional judgment, such that it is unlikely to influence relevant decisions of 
intended users, but may still be of interest to the general public? 

 
 
 
Letter of Immaterial Findings 
 

• Is the misstatement such that the nature of the observations, based upon 
professional judgment, such that it is unlikely to be of interest to the general public? 

 
Material Weakness in Internal Control 
 

• Is the deficiency, or combination of deficiencies, such that there is a reasonable 
possibility that material noncompliance will not be prevented, or detected and 
corrected, on a timely basis by the auditee?   

• Was the auditor unable to determine information produced by the circuit clerk (such 
as populations) were sufficiently accurate, complete, precise, and detailed? 

 
Significant Deficiency in Internal Control 

 

• Is the deficiency, or combination of deficiencies, less severe than a material 
weakness, yet still important enough to merit attention by those charged with 
governance of the auditee? 

 
Consideration of Waste and Abuse 
 
If auditors become aware of waste or abuse as defined by Government Auditing Standards, 
they should consider if the condition noted constitutes noncompliance (including material 
noncompliance) or internal control deficiencies reportable under the categories above.  If 
non-reportable conditions of waste or abuse are present, auditors should consider how to 
communicate these matters to the appropriate parties. 
 

6) Report 
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As noted in § 3.85 in the 2018 revision (with the 2021 technical update) to Government 
Auditing Standards, nonaudit services, by their very nature, directly support an entity’s 
operations and create threats to an auditor’s ability to maintain their independence in both 
mind and appearance.  Independence rules have evolved in recent years to the point that 
even providing clerical assistance by formatting a financial statement and printing and 
binding the financial audit report has been deemed a threat to independence, even if it is 
not significant and can be safeguarded against by applying specific safeguards.  As such, 
reports should be prepared in the following order with divided responsibilities using the 
templates in Appendix A, as follows: 
 

1) Table of Contents (prepared by the auditors) 
2) Officials within the Office of the Circuit Clerk (prepared by the circuit clerk) 
3) Compliance Report 

a) Assertion Letter (prepared by the circuit clerk) 
b) Independent Accountant’s Report on Compliance and on Internal Control over 

Compliance (prepared by the auditors) 
c) Schedule of Compliance Findings (prepared by the auditors) 

4) Report on the Schedule of Accountabilities 
a) Assertion Letter (prepared by the circuit clerk) 
b) Independent Accountant’s Report on the Schedule of Accountabilities and on 

Internal Control over the Schedule of Accountabilities (prepared by the 
auditors) 

c) Schedule of Findings (prepared by the auditors) 
d) Independent Auditor’s Report on Supplementary Information (prepared by the 

auditors) 
e) Schedule of Accountabilities (prepared by the circuit clerk) 
f) Notes to the Schedule of Accountabilities (prepared by the circuit clerk) 

5) Report on Report J 
a) Independent Auditor’s Report on the Annual Financial Report known as Report 

J as Supplementary Information (prepared by the auditors) 
b) Report J (prepared by the circuit clerk) 

6) Report on Other Information 
a) Independent Auditor’s Report on the Schedule of the Circuit Clerk’s Unaudited 

Operating Funds as Other Information (prepared by the auditors) 
b) Schedule of the Circuit Clerk’s Unaudited Operating Funds (prepared by the 

circuit clerk) 
 
Note 1: The components in red above and on the last page may be omitted if unnecessary. 
Note 2: Auditors may also need to also prepare an immaterial findings letter using the 

templates in Appendix A. 
 

7) Due Dates and Filing Requirements 
 
The Clerks of the Courts Act (705 ILCS 105/27.8) requires the county to pay for the cost 
of this audit from the circuit clerk's appropriations, with the county board making provision 
for the payment unless another person or entity agrees, in writing, to pay the expenses with 
the audit.  The final report must be completed no later than six months after the close of 
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the county’s fiscal year, unless the county board grants an extension of up to an additional 
six months.  The completed report must be filed with the circuit clerk, the Administrative 
Office of the Illinois Courts, the State of Illinois’ Comptroller, and the county board within 
one month after completion of the audit. 
 
An electronic filing with the Administrative Office of the Illinois Courts may be made by 
e-mailing the report to circuitclerkaudits@illinoiscourts.gov.  An electronic filing with the 
Comptroller may be made following the guidance in Appendix E. 
 
If absolutely necessary, a paper filing may be made with the Administrative Office of the 
Illinois Courts and the Comptroller by mailing the report to the following addresses: 
 
Administrative Office of the Illinois Courts Office of the Comptroller 
ATTN:  Court Services Division ATTN:  Local Government Division 
3101 Old Jacksonville Road  100 W. Randolph Street, Suite 15-500 
Springfield, Illinois 62704  Chicago, Illinois 660601 

8) Notice to Auditors 
 
These guidelines are provided to supplement, not supplant, Government Auditing 
Standards and the applicable standards issued by the AICPA.  Government Auditing 
Standards require auditors to have knowledge of generally accepted governmental auditing 
standards applicable to the work they are assigned to and knowledge of the specific 
environment in which the audited entity operates and the subject matter under review.  
Government Auditing Standards require auditors performing financial audits to be 
knowledgeable in GAAP and the AICPA’s GAAS.  Government Auditing Standards also 
requires auditors to be proficient in the AICPA’s SSAEs when performing attestation 
engagements. 




