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	Auditor’s Comments
	Score
	Max.

Score

	CASH RECEIPTS AND DEPOSITS
	
	
	

	1.  Pre-numbered cash receipts are being used (by Faculty Sponsors/Librarian), in sequential order.  
	
	 
	10

	2.  Cash is being recorded in a three-part receipt book.
	
	
	10

	3.  Documents chosen for sample were complete.  In particular, 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


	
	 
	20

	4.  Receipts attached to deposit were completed correctly.  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 
	
	
	  20

	5.  All funds received were deposited in the bank ccount in a timely manner.
	
	
	  10

	6  Receipts correctly matched total deposit made.  In turn, total deposit matched bank statement.
	
	
	5

	7.  Sample deposits correctly totaled Pentamation revenue report for the month.
	
	
	10

	8.  Sample receipts (from used Sponsor cash receipt book) were correctly traced back to main activity fund receipt book.
	
	
	5

	9.  Pre-numbered cash receipts were issued in sequential order to document all money turned into the office.
	
	
	5

	10.  Deposit books were maintained by the bookkeeper to document all deposits made to the bank.
	
	
	5

	CASH RECEIPTS AND DEPOSITS SUB-TOTAL SCORE_________%
	
	100

	
	
	
	

	CASH DISBURSEMENTS AND CHECKS 
	
	
	

	1. Sample of disbursements chosen include the following:  

· check requests for the chosen disbursements tie back to Pentamation report (dollar amount, date and payee on check request) 

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

· check request have cleared (from bank statement)

· bank statement does not contain any unusual amounts or cash withdrawals
	
	
	60

	2.  Student Activity funds or Campus Account funds were not used to cash checks for others.
	
	
	10

	3.  Check Request Forms were prepared before checks were written to document the purpose of the expenditure availability of funds.
	
	
	10

	4.  Campus Activity Account expenditures promoted the general welfare of the school and the educational development of the students.
	
	
	    10

	5.  Teachers or other employees who expected reimbursement by the Campus or Student Activity Account for purchases they made on behalf of the school or a student group secured approval in advance from the Principal through a Check Request Form.
	
	
	10

	CASH DISBURSEMENTS AND CHECKS SUBTOTAL _________%
	
	100

	
	
	
	

	PETTY CASH
	
	
	

	1.  Withdrawals were properly authorized as evidenced by the signature of the principal on a petty cash disbursement voucher.
	
	
	20

	2.  Access to the petty cash box was limited and secure.  A limited number of employees have a key to the petty cash box.
	
	
	20

	3.  Petty cash fund was correct and reconciled according to the cash count sheet 
	
	
	40



	4.  Petty cash fund did not contain IOU’s and/or post-dated checks.
	
	
	10

	5.  Petty cash fund was properly closed out at the end of the school year?  (cash should have been deposited)
	
	
	10

	PETTY CASH SUB-TOTAL SCORE_________%
	
	100

	
	
	
	

	DOCUMENTING FUND RAISERS
	
	
	

	1.  Faculty Sponsors initiated a Fund Raiser Request, prior to each fundraiser project, for authorization signature by the Principal.
	
	
	50

	2.  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.
	
	
	50

	DOCUMENTING FUND RAISERS SUB-TOTAL SCORE_________%
	
	100

	
	
	
	

	SALES TAX
	
	
	

	1.  Sales tax was collected on sales, which were not specifically exempt.  Calculation of taxes was performed correctly.
	
	
	50

	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.
	
	
	50

	SALES TAX SUB-TOTAL SCORE_________%
	
	100

	
	
	
	

	PURCHASING REVIEW
	
	
	

	1.  Purchases for Campus Activity Funds (461 Funds) complied with the district purchasing policy.  NOTE:  Student Activity Funds can use any bids that purchasing may have in place, but they are not required to use those bids.
	
	
	100

	PURCHASING REVIEW SUB-TOTAL SCORE_________%
	
	100

	

	OVERALL COMPLIANCE SCORE                     

                                                                                                             ________%
	
	600
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