KLEIN INDEPENDENT SCHOOL DISTRICT

INTERNAL AUDIT DEPARTMENT

ACTIVITY FUNDS - AUDIT PROGRAM

SCHOOL ___New School Elementary School__________________ TELEPHONE _________________

TYPE SCHOOL: 
_____HIGH

    _____ INTERMEDIATE
            ____ELEMENTARY

PRINCIPAL​​​​​​​​​​​​​​​​​​​ __________________________________ SECRETARY ___________________________

FINANCIAL SECRETARY ________________________ CASHIER ____________________________

AUDITOR PERFORMING AUDIT _______________________________________________________

DATE FIELD WORK BEGAN ______________________COMPLETED_________________________








  


     (REPORT DATE)

NUMBER OF MONTHS AUDITED _________  FROM ________________ TO ___________________

OFFICE PREPARATION FOR AUDIT

_____  1.
Obtain copy of fundraiser worksheet.

_____  2.
Obtain several AICPA bank account confirmation forms.

_____  3.
Obtain several copies of cash count sheets.

_____  4.
Review prior year activity funds year-end report (s).

_____  5.
Review prior year audit report and work papers.  Note in work papers and/or current year 


report any requirements/recommendations not being followed.

FIELD AUDIT WORK

1.0
CASH CONTROL

______ 1.1
School has a: _____vault _____safe _____locking safe in locking storage room _____ locking fireproof file cabinet in vault.

______ 1.2
Inquire if vault, safe, file cabinet, etc., are kept locked anytime they contain money or other valuable items and if all monies in the school are locked in the vault/safe at night.  Obtain 
names of all individuals that have access (combination, keys, etc.). 

______ 1.3
Inquire when safe combination and/or vault lock was last changed.



______ 1.4
Inquire if locking moneybags are utilized when face-to-face counting is not practicable.

______ 1.5
Count all money on hand including petty cash and all change funds in the presence of financial secretary or designee (use cash count sheet).  Ask about other monies such as book fair, library, etc. that may be elsewhere.  List all types of cash on hand that needs depositing.  Examine checks to determine if they are endorse stamped “for deposit only.”  Be sure to sign all count sheets, have person counting with you sign, and leave a copy of each count sheet with co-counter.  

NOTE:  Auditor may elect to pass cash counting if the benefit is not believed to be worth the time to count the money.  Example:  large amount of vending machine or fundraiser money.  Petty cash and all change funds should always be counted and reconciled to books.

______ 1.6
Are any monies kept by an employee, or group that are not accounted for in a student or faculty activity fund account (for example, benevolent or coffee funds)?



______Yes      ______No
If yes, why not kept in an activity account?

______ 1.7
Count all food service register and manager’s funds and agree total to the balance provided by Food Service Department.

______ 1.8
Agree the assigned food service vending machine numbers to the listing provided by Food Service Department.

2.0
BANK STATEMENTS

______ 2.1
Mail bank confirmation with appropriate bank information and principal’s signature to confirm bank balances (checking, savings, and investments) for end of period being audited.    Mailed ____________________
NOTE:  If faculty funds are kept in a separate bank account, confirm it also.  All funds on a campus should be handled through the school’s bank account, including sunshine type funds, and accounted for in the faculty activity fund.

______ 2.2
Request copy of proof of “collateralization of security for deposits” (bank pledge of securities) for all balances over $100,000 in one bank/financial institution if not deposited in the district’s depository bank.

______ 2.3
Does this school have investments?  ______Yes ______No      If yes, inspect and evaluate 

investing practices.

______ 2.4
Obtain original bank statements for selected months and inspect for the following:



1.
Proper reconciliation of bank balance to books



2.
Unusual bank debits or credits reported



3.
Proper endorsements based on payee/no pencil endorsements

4.
Dual signatures on checks

5.
Account for entire sequence of checks issued per check register as either cleared, voided, skipped, or outstanding at end of audit period.

3.0   
PETTY CASH/CHANGE FUNDS 

_______ 3.1
Review petty cash/change fund practices for procedural compliance.

_______ 3.2
Ensure petty cash/change funds are safeguarded against theft at all times.

_______ 3.3
Review petty cash disbursements vouchers for appropriateness, support and approval.

_______ 3.4
Examine trial balance and ensure that petty cash and change funds are recorded properly.

_______ 3.5
Any personal or payroll checks cashed from monies at the school? 



______ Yes     ______No

4.0
CASH RECEIPTS

______ 4.1
Have all cash receipts been receipted?  ______Yes     ______No



Source(s) of cash receipts not receipted: ________________________________________

______ 4.2
Document returned check practices for compliance with procedures.

______ 4.3
Reconcile total cash receipts for each month, less deposits in transit, to total deposits per bank statement.  Account for all cash receipts issued during period of audit verifying no skips in sequence and determine voided cash receipts are retained in an auditable order.

______ 4.4
Select a sample of cash receipts from the cash receipts register.  Select all receipts >

$3,000 (or different amount, depending on makeup of cash receipts issued) and additional receipts to total 25 tested.  (Test 40 for Intermediate, test 60 for High School).  Obtain deposit support and inspect for the following:

1.
Cash receipts properly supported with detailed cash receipt sheets, cash count sheets, copies of donation or other checks received or other documentation to indicate source, purpose and date of receipt of funds

2,
Cash receipts deposited timely

3.
Cash receipt receipted to person turning in money

4.
Trace cash receipts to general ledger

5.
Taxable and tax-free transactions are properly reported and calculated properly

6.
Receipt is allowable and credited to proper account

5.0
CASH DISBURSEMENTS

______ 5.1
Review checks for sequential number use as well as controls for skipped/voided checks.  


Voided checks should be properly mutilated to avoid reuse

______ 5.2
Review any checks made payable to “cash”, to district employees, or for substantial 


amounts in round dollars



______ 5.3
Are payments to non-KISD employees properly reported to central office for 1099 


reporting?
_______ Yes      ______ No

______ 5.4
Are district employees who perform “extra duties” paid through district payroll office?



______ Yes      ______ No
If no, why not? __________________________________

______ 5.5
Verify unused checks are properly controlled and safeguarded.

______ 5.6
Select a sample of cash disbursements from the check register.  Select all disbursements > $3,000 and additional checks to total 25 tested.  Once samples are selected, inspect for the following:



1.
Vouch disbursement to detail support

2. Disbursement supported by original/authentic invoice

3. Recalculate invoice totals

4. Invoice paid timely and discounts taken

5. Invoice or packing slip includes receiving date and signature, if payment for merchandise

6. Disbursement issued for allowable purpose

7. Disbursement charged to appropriate account

8. Disbursement properly authorized

9. Disbursement for fixed asset purchases are properly reported to central office.

10. Sales tax properly paid or exempted based on use of goods or services received

11. Verify compliance with district purchasing procedures and state bid laws, if applicable

6.0
FUND TRANSFERS AND ADJUSTMENTS

______ 6.1
Transfer and adjustment form properly prepared and recorded.

______ 6.2
Transfer/adjustment approved by principal.

______ 6.3
Was transfer/adjustment made to cover a loss on a particular fund raiser/operation?



______ Yes      ______ No
If yes, explain_________________________

7.0
SALES TAX

______ 7.1
Are taxable sales reported correctly?

______ Yes       ______ No 

______ 7.2
Are tax-free days utilized to the fullest extent and reported correctly?


______ Yes       ______ No

8.0
CLUBS/ORGANIZATIONS
_______ 8.1
Select a sample of fundraisers held during the year.  Test for proper approval, closeout 

report submitted and that reported income/expense agrees to the general ledger.  Also, 
review for no more than 3 approved fundraisers and no more than 2 tax-free days utilized.

______ 8.2
Obtain a copy of the constitution and bylaws and/or operational guidelines for a 



representative number of the school’s student and parent clubs and organizations



(Admin. Dir. IV-40).

______ 8.3
Examine documents to ensure they include the signature of the teacher sponsor and the 


administrator responsible for the supervision of that organization (Admin. Dir. IV-40).

______ 8.4
Review documents for general consistency and completeness.

______ 8.5
Review the general ledger for proper segregation of accounts.  Only student and faculty accounts should be maintained in the school’s accounting records.  Booster clubs and PTO funds must be separate.

9.0
INVENTORY CONTROL – Not applicable at elementary schools

______ 9.1
Test controls over events with ticket usage to ensure all tickets are accounted for and that 


ticket sales are reconciled to funds received.

10.
MISCELLANEOUS

_____ 10.1
Any accounts have negative balances?  ______ Yes     ______ No
     If yes, explain_____

_____ 10.2
What vendor(s) cleans high school band and/or choir uniforms?______________________



Who pays for the cleaning?  ______Students  ______Activity Funds  ______Booster Clubs

_____ 10.3
Are school facilities rented out? ______ Yes      ______ No

How are after school hours facilities usage accounted for?_________________________ 

_____ 10.4
Does the school sell postage stamps?  ______ Yes      ______ No

_____ 10.5
Coca-Cola Vending machines are serviced by: __ School Employees  ___Outside Vendor



Food Vending machines are serviced by:____________________ ___________________



If an outside vendor services the vending machines, do any employees have a key? ______

_____ 10.6
Have there been any donations made to the school? ______ Yes      ______ No



(Admin. Dir. I-16 & I-16.1)

_____ 10.7
Other observations, etc., comments:____________________________________________

11.0
POST AUDIT WORK

_____ 11.1
Conduct “closing conference” with principal to discuss all findings.

_____ 11.2
Cooperation:  ______ Excellent  ______ Good  ______ Fair  ______Poor

_____ 11.3
Request a response to audit report from principal.

_____ 11.4
Verify the bank confirmation is received before issuing final report.

                                                                                                               Revised 4/07
DOCUMENTS FOR ACTIVITY FUNDS AUDIT
School ____New School Elementary School ____________________Date_____________________

Financial Secretary _________________________________________________________________

1.
Original bank statements and all contents for the months of:


___________________________________________________________________________
2.
Original check support for the months of:


___________________________________________________________________________
3.
Original deposit support for the months of:


___________________________________________________________________________
4.
General ledgers for the months of (printed by auditor in advance):


___________________________________________________________________________
5.
List of places money is used to transact business on campus:  i.e. library, school store, student council.  Are the transactions handled from cash receipts, from a change fund, from a petty cash fund, or from some other source?

6.
Copy of bank reconciliation and bank statement (front and back only, copies of contents are not needed), for the month of:


_____________________________

8.
List of outstanding accounts payable, greater than $100, for the month of:


_____________________________

9.
List of all situations on your campus that money is collected and/or disbursed that are not handled 
through either a student or faculty activity fund account.


 FORMCHECKBOX 

List attached


 FORMCHECKBOX 

None  
______________________________________________________



    

   Signature of Financial Secretary

GENERAL QUESTIONNAIRE

Date  _____________________________________

School  ___New School Elementary School_______

Interviewee  ________________________________  Title  ____Financial Secretary_______________

Auditor  ___________________________________

1.
How long have you been in your current job?  ________________________________________

2.
Who backs you up in your absence?  _______________________________________________

3.
Do you have relatives who work for the district?
 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No       If yes;


Name  _________________________________________________


Relationship  ___________________________Location  ________________________________

4.
Do you or a relative own (in part or in full) a business that conducts business with the district?









 FORMCHECKBOX 
  Yes
 FORMCHECKBOX 
  No       If yes;


Business Name  _________________________________________


Type Business  __________________________Location  _______________________________


What relation does this business have with the district?


_____________________________________________________________________________


_____________________________________________________________________________

5.
What do you believe needs to be done to improve your job and areas related to it/school/district?


______________________________________________________________________________


______________________________________________________________________________

6.
Other comments offered?  _________________________________________________________


______________________________________________________________________________

            _______________________________________________________________________  ______
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