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	Steps to be Performed
	Prepared by
	Workpaper Reference

	1
	Obtain a list of all Budget units and Accounts used by the school.  

Obtain reports of all transactions for the audit period.  
Review any dormant accounts or accounts with significant deficient or excess balances.


	
	

	2
	Request a cash receipt report for the school from Information Services for the period being tested.

Review the cash receipt report for frequency of deposits.


	
	

	Petty Cash

	3
	Count the petty cash funds at the school.  Review all petty cash vouchers for receipts and approvals by the Principal.  No IOUs or post-dated checks should be used.  Does the petty cash fund amount agree to the general ledger balance?

	
	

	4
	Evaluate access to the petty cash fund.  Where is the petty cash kept during the day and after school hours?  Is the petty cash secure?  Is the petty cash in a locked box or container?  If yes, who has a key to the box or container?  

	
	

	5
	Review the most recent petty cash reimbursement for petty cash vouchers, cash receipts, and Principal’s approval.  Were all reimbursements in accordance with District policy? 


	
	

	6
	Verify that sales tax was not paid or reimbursed on any purchases.


	
	

	Change Fund

	7
	Determine if any change funds are used by the school.  If change funds are used, count the change fund plus other money received that day.  Review revenue documentation and subtract from total to agree to change fund.


	
	

	8
	Evaluate access to the change fund.  Where is the change fund kept during the day and after school hours?  Is the change fund secure?  Is the change fund in a locked box or container?  If yes, who has a key to the box or container?  


	
	

	9
	Determine if change fund agrees to the general ledger?
	
	

	Account Reconciliations

	10
	Select one month from each school year and examine account reconciliations.  Verify that reconciliations are:

· performed monthly by the Financial Secretary

· reviewed and approved by the Sponsor for activity accounts, and

· reviewed and approved by the School Principal.


	
	

	Cash Receipts and Deposits

	11
	Examine items in safe(s) for items not deposited timely.
	
	

	12

	Select a sample of cash receipt batches to be reviewed for completeness.  


	
	

	13
	Verify backup attached to each batch includes the cash receipt report, cash receipts, deposit slip, and courier bag slip.


	
	

	14
	Examine cash receipts attached to deposit for completeness.  Verify that each receipt agrees to:

· dollar amount

· receipt date

· 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 each teacher/sponsor

· sales tax has been properly identified and reported.


	
	

	15
	Foot attached receipts to verify total deposit made.  Trace total deposit to cash receipts report, then trace to the bank statement.


	
	

	16
	If the receipt batches selected for testing include alternate cash receipt books (from Sponsors or Librarians), foot a sample of receipts and trace total back to receipt book to verify that money is being turned in to the Financial Secretary.  (Pass on for this audit.) PS


	
	

	17
	Compare date of deposit to the date on the bank statement to determine if deposits were made timely.


	
	

	18
	Foot all deposits for one month.  Verify the total to Sungard Pentamation cash receipt report.


	
	

	

	Fund-Raisers

	19
	For the 2009-10 school year, select two fund-raisers to determine if amount deposited is reasonable, expenses were recorded properly, and sales tax was reported properly.


	
	

	20
	For the 2010-11 school year, review the calendar or list of fund-raisers held.  Determine if fund-raisers are documented on a calendar.  Select 2 fund-raisers to test.


	
	

	21
	Verify that the “Permission Request” section of the Fund-Raising Activity Report was completed and approved by the School Principal at least 30 days prior to the fund-raiser.


	
	

	22 
	Verify that the “Operating Report” section of the Fund-Raising Activity Report was completed within one week subsequent to the projected completion date, verified by the Financial Secretary, and approved by the School Principal.  Recalculate net income from fund-raiser and agree to the Operating Report.


	
	

	23
	Determine whether the fund-raiser is subject to sales tax, that tax was calculated properly, collected, and reported properly.  (i.e. tax free day)


	
	

	Cash Disbursements

	24
	Select a sample of disbursements to review.


	
	

	25
	Pull copy of purchase order and verify that supporting documents include:

· check request or other request document

· proper account coding, approvals, proper signatures, and propriety of expenditure
	
	

	26
	Verify that all purchases are in accordance with District purchasing guidelines such as:

· Were items purchased included in a contract awarded to a vendor?  If yes, was contract number on the PO?

· If >$5,000, were 3 quotes attached to the purchase order?  Was quote number on the PO?

· If >$24,999, was a bid number on the purchase order?

· Were procedures relating to a “sole source” vendor followed?

· For fund-raisers, verify that vendor was on approved fund-raiser vendor list.  No quote or contract # is required.


	
	

	Conclusion

	27
	Prepare Summary of Testing.


	
	

	28
	Prepare Summary of Findings, if needed.

	
	

	29
	Draft report.

	
	

	30
	Prepare a summary of the audit results to be discussed with the Principal and Financial Secretary.  Document discussions that occurred during the meeting.


	
	

	31
	Complete the final report.


	
	

	32
	Review computer files to determine which files are pertinent to this project.  Delete any unnecessary files and prepare the Diskette Contents List.
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