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Campus Activity Fund Audit

Activity Fund Internal Compliance Rating Score Sheet
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	FBISD Campus Activity Fund 

Compliance Evaluation
	Reviewer’s Comments
	Score
	Max Score

	Account Deficits:
	
	
	50

	1. Deficit balances are not routinely carried.

2. Deficit balances are not carried for an extended period of time without being reviewed for appropriateness.
	
	
	

	Fund 461 Balances:
	
	
	20

	1. There were no unusual current balances and revenue/expenses on the summary Fund 461 report from CIMS. 
	
	
	

	Frequency of transfers from Centralized Accounts to deposit to Fund 461:
	
	
	20

	1. Balances in the centralized accounts do not exceed the minimum that they should, indicating that net proceeds of fundraisers have not been fully transferred to the Centralized Activity Fund (fund 461).   

2. Balances were no more than $100 (ES) $200 (MS/HS), to accommodate the need for refunds. 

3. Balances in Centralized accounts did not remain over $100 each for an extended period of time.
	
	
	

	Payments properly issued directly from Centralized Accounts:
	
	
	50

	1. Checks have not been issued out of the campus checking account and charged directly to Centralized accounts, thus serving to under-represent revenue and expenses in the Centralized Activity Fund.  

2. Payments from Centralized accounts were not made out of Fund 461 using something other than purchase orders, check requests, supplemental pay, etc.  The exceptions are for refunds and to pay the cost of fundraisers.  
	
	
	


	FBISD Campus Activity Fund 

Compliance Evaluation
	Reviewer’s Comments
	Score
	Max Score

	Monthly Reports and Journals:
	
	
	30

	1. All monthly reports are printed, filed and easily accessible.

2. Monthly reports are printed by the due date (15th of the next month).

3. All monthly cash receipts journals, cash disbursement journals, and detailed general ledgers are printed, filed and easily accessible.
	
	
	

	Bank Reconciliations:
	
	
	50

	1. All in-transit or outstanding items have been subsequently cleared.

2. Unreconciled items have been identified, documented and resolved in the following months.

3. Outstanding checks are not carried on the reconciliation for extended periods of time.

4. All cancelled checks have been kept.

5. There are no visible signs that payee names have been visibly altered or changed on any check.

6. For manual checks, the payee names are the same as the name on the cash disbursements journal.

7. All checks have two signatures as required.

8. There are no checks that are made payable to the check signer.

9. All checks were endorsed by the same person that it was issued to.
	
	
	

	Petty Cash/Change Box:
	
	
	40

	1. Petty Cash is kept in a secure location and properly controlled.  

2. Petty cash vouchers plus the physical cash on hand balance to the total petty cash amount carried on the books.

3. The amount in the Change Box remains consistent and money is periodically sent to the bookkeeper to deposit.  
	
	
	


	FBISD Campus Activity Fund 

Compliance Evaluation
	Reviewer’s Comments
	Score
	Max Score

	Cash Disbursements:
	
	
	150

	1. Adequate backup support exists to substantiate payments.

2. Voucher forms are attached to the front of all invoices paid.  These forms include the account from which the payment was to be made; the signature of account sponsor requesting the payment; the check number; the account balance prior to payment (for principal’s information upon signing of check); and the signature of principal approving the payment. 

3. Texas sales tax was not paid or reimbursed on any purchases unless required.

4. An adequate short description of the purchase was listed in the general ledger/disbursement journal for all disbursements.

5. All disbursements were posted to the correct general ledger account.

6. The payee listed on the disbursement check agrees to the payee stated on the disbursement voucher.

7. The endorsement on the back of each check is proper.
	
	
	

	Clearing Accounts:
	
	
	50

	Clearing Accounts:

1. Bookkeeper maintains a schedule which represents ties to clearing account balances.  

2. There are no unusual reconciling items; the age of all reimbursable items are current.

3. There should be no reconciling adjustments needed to the clearing account. 
Sales Tax Clearing Account:

1. Sales taxes collected was forwarded to the District by the 15th of the following month. (Excluding any sales tax receipts added to this account since the end of the last month, the balance should equal only the money added to this clearing account in the last month.)

2. There should be no reconciling adjustments  need to the sales tax clearing account. 
	
	
	


	FBISD Campus Activity Fund 

Compliance Evaluation
	Reviewer’s Comments
	Score
	Max Score

	Cash Receipts and Bank Deposits:
	
	
	150

	1. Pre-numbered cash receipts are being used (by Faculty Sponsors/Librarian), in sequential order.  

2. Money was collected and subsequently deposits timely.

3. Receipts correctly matched total deposit made and deposits matched what was reported on the bank statement.
4. Deposits reported on the bank statements matched the receipt on the Manatee deposit report.

5. Adequate backup support exists to document and substantiate receipt of money.

6. Sponsors accurately showed the total amount that they turned in for deposit on their tabulation form.

7. Adequate backup support to document and substantiate deposit to bank exists: Deposit Recap form (or Deposit Edit List form with attached copies of checks and currency count).

8. Deposit books were maintained by the bookkeeper to document all deposits made to the bank.
	
	
	

	Sales Tax Collection:
	
	
	80

	1. Sales tax was collected on sales, which were not specifically exempt.  Calculation of taxes was performed correctly.

2. The Sales Tax Report was completed and turned into the campus bookkeeper by the last day of the month of the sale.  Taxable sales and non-taxable sales were included in the report.
	
	
	

	Fundraisers:
	
	
	120

	1. All fundraiser plans for the year are prepared and submitted to the principal for approval.

2. Fundraisers were appropriately planned and profitable. 

3. Cash controls and checks and balances over sponsors turning in money from fundraisers are adequate.
	
	
	

	FBISD Campus Activity Fund 

Compliance Evaluation
	Reviewer’s Comments
	Score
	Max Score

	Vending Commissions:
	
	
	50

	1. Vending receipts are reviewed to ensure each vendor submits a commission for each month of the year.  (With the exception of months where the school was closed or may have fallen under the minimum level for earning commissions.) 
	
	
	

	Dormant Accounts:
	
	
	20

	1. Dormant accounts do not remain on the books without a legitimate reason, and this reason is be periodically evaluated and documented.
	
	
	

	Vault and Access:
	
	
	70

	1. The vault should be located in a locked room.

2. The vault should be kept locked during the day.



3. The room containing the vault should be kept locked during the day.

4. Only essential staff should have access to the vault.  


5. Money that is not yet ready to be turned in to the bookkeeper should not be kept in the vault on a temporarily basis unless this money in a locked bag.

	
	
	

	Backup Disks:
	
	
	20

	1. A rotation of three monthly and at least three daily disks are used at the campus.


2. A separate, never-to-be-overwritten backup disk has been made prior to closing the previous fiscal year (June 30).  

	
	
	

	Organization of Files:
	
	
	30

	1. This year’s files (July 1 through June 30) are organized and easily retrievable.


2. The prior years files (July 1 through June 30) are in a separate file drawer or boxed in suitable archive box.  

3. A full-years detailed general ledger was printed on all accounts (each on a separate page) and placed in the account folders.  
	
	
	

	OVERALL COMPLIANCE SCORE         

_______ %
	
	1000
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