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Purpose:  - To document fieldwork audit steps for all activity that took place in the Student Activity and Principal’s bank account.   The objective of this project will be to answer whether:

1. Campus funds are administered in accordance with the Campus and Student Activity Funds Manual (the Manual).

2. Proper internal controls exist for revenue generating activities including fundraising.

3. Proper internal controls exist for the receipt and disbursement of funds.

	Audit Step / Task
	Initials
	WP Ref / Notes

	CASH RECEIPTS AND DEPOSITS

	1.  Examine sample of deposits for completion.  Verify that the    deposit slips have adequate support attached including the following: 

· Calculator tape with total of checks or check maker listed on deposit slip

· Yellow copy of receipt given to teacher/sponsor by bookkeeper

· Yellow copy of individual receipts, class roster or cash receipt sheet given to bookkeeper by teacher/sponsor

· Recap of deposits or batch receipts edit list


	
	

	2. Examine receipts attached to deposit for completion and possible alterations.  Verify that receipts contain the following information:

· Dollar amount

· Receipt date

· Date of function

· Purpose or source of funds

· Group from which money was received

· Name of person turning in the money

· Signature of person receiving cash

· Supporting receipts, cash receipt sheets or class rosters from teachers/sponsors 
	
	

	4.  Foot attached receipts to verify total deposit made.  Trace total deposit to Edit report, then trace to the bank statement.
	
	

	5.  Foot all deposits for a sample month.  Verify the total to Pentamation revenue report for the month.
	
	

	6.  Locate alternate cash receipts books (from Sponsors or Librarians).  Foot a sample of receipts and trace total back to main activity fund receipt book to verify that money is being turned into Bookkeeper.  
	
	

	7.  Verify whether all donations were documented properly using the donation form which is then sent to the Activity Fund Accountant for submission to the Board of Trustees.
	
	

	8.  
	
	

	9.  
	
	

	
	
	

	CASH DISBURSEMENTS AND CHECKS

	1. Run Pentamation report (expenditure audit trail) for period. 

· choose a random sample of disbursements 

· pull check requests for the chosen disbursements.  Tie dollar amount, date and payee on check request to Pentamation report

· examine the check request and all supporting documentation for the chosen disbursements, including proper coding, completion, approvals, appropriate signatures, and propriety of expenditure

· tie check request dollar amount to cleared checks on bank statement


	
	

	2.  Verify whether all disbursements to the Principal have been approved by the appropriate Assistant Superintendent.
	
	

	3.  Verify whether all check requests have followed purchasing guidelines and from the correct account (865).
	
	

	
	
	

	PETTY CASH

	1.  Review that withdrawals were properly authorized as evidenced by the signature of the principal on a petty cash disbursement voucher.
	
	

	2.  Evaluate access to the petty cash box.  Is the box secure?  Who has a key to the box?
	
	

	3.  Review previous reconciliation/reimbursement forms for the petty cash fund for the audit period.  
	
	

	4.  Perform Petty Cash Count Verification.
	
	

	5.  Review the petty cash fund for IOU’s and post-dated checks.  
	
	

	6.  Verify that that there were no funds from Account 461 which violate purchasing guidelines.
	
	

	
	
	

	DOCUMENTING FUNDRAISERS

	1.  Faculty Sponsors initiated a Fund Raiser Request, prior to each fundraiser project, for authorization signature by the Principal. 
	
	

	2.  The Faculty Sponsors “completed” the Fund Raiser Recap within (10) ten school days of the conclusion of the fund raising event.  All sections of the report were completed as required.
	
	

	3.  Determine whether item is taxable and whether tax was calculated and declared properly (i.e., tax free day??). 
	
	

	
	
	

	SALES TAX

	1.  When reviewing receipts, verify that sales tax was calculated correctly.  (Any money collected for items that become the property of the student is subject to sales tax and must be collected and reported.)    
	
	

	2.  The Sales Tax Report was completed by the Bookkeeper and turned into the Activity Fund Assistant, by the 10th of the month of the sale.  Taxable sales and non-taxable sales were included in the report.
	
	

	
	
	

	PURCHASING REVIEW

	1.  Verify that all purchases from the 461 activity fund are be in accordance with District purchasing guidelines.  If the purchase can not be made from any of the contracted vendors, the Teacher and/or Bookkeeper should obtain written approval from the Purchasing Department for all items purchased from a non-contracted vendor or follow procedures to obtain approval for a ‘sole source’ vendor.
	
	

	
	
	

	
	
	


