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Pursuant to the arrangement letter, we hereby submit our internal audit report of the Internal Accounts of
the St. Johns County School Board, Florida {“District”). We will be presenting this report to the Audit
Committee during the next scheduled meeting.

Qur report is organized in the following sections:

Background

This provides an overview of the Internal Accounts a
summary of financial data and Florida Statute.

Objectives and Approach

The internal audit objectives and focus are
expanded upon in this section as well as a review of
the various phases of our approach.

Individual School Comments

This section provides a description of the comments
and recommended action by school and area along
with each Principal’s response.

Overall District Observations

This section provides a description of the overall
District observations and recommended action.

We would like to thank the individual schools and all those involved in assisting the Internal Auditors in
connection with the review of Internal Accounts.

Respecifully Submitted,

INTERNAL AUDITORS

1

McGladrey is the brand under which RSM McGladrey, Inc. and McGladrey & Pullen, LLP serve clients’ business needs. Member of RSM International network, a network of

The two firms operate as separate legak entities In an alternative practice structure.

independent accounting, 1ax and consulting firms.



Background

What are school internal account funds?

School internal account funds are defined by the Florida Depariment of Education Financial and Program
Cost Accounting and Reporting for Florida Schools (“Red Book") as, “all local school funds derived by any
public school from all activities or sources.” This year's internal accounts audit was the first year it was
performed from an internal audit perspective, and thus, we have not provided an analysis comparing prior
year comments.

Fursuant to Chapter 7 of the Red Bock requirements, there are several principles related to the treatment
of school internal account funds. Note, the terms “internal funds” and “internal accounts” are used
interchangeably throughout Chapter 7 of the Red Book. Those principles include:

The school board shall be responsible for administration and control of internal funds of the district
school system, and in connection therewith shall:

o Adopt written rules governing the receipt and disbursement of all internal funds and for the
accounting for property pursuant to Florida Statutes,
o Provide for an annual audit of internal funds in accordance with Rule 6A-1.087, FAC.

The financial transactions of school organizations shall be accounted for in the school internal funds.
All funds handled by school board employees during normal working hours shall be included in and
become part of the internal funds of the school unless accounted for in the district level accounting
system. All organizations of the school, or operating in the name of the school, which obtain moneys
from the public shall be accountable to the board for receipt and expenditure of those funds in the
manner prescribed by the board. If authorized by school board rule, a school based direct support
organization as authorized by Section 1001.453, F.S., may have all financial transactions accounted
for in school internal funds.

Funds collected by and used for the benefit of faculty and staff may be exempt from the preceding
requirements at the option of the school board.

School internal account funds shall be used to benefit activities authorized by the district school
board.

Student participation in fundraising activities shall not be in conflict with the program as administered
by the school board.

The objective of tundraising activities by the school, by any group within, or in the name of the school
shall not conflict with programs as administered by the school board.

Funds collected shall be expended to benefit those students in school unless those funds are being
collected for a specific documented purpose or are generated by vocational production shops.
Vocational production revenue shall benefit the students or program that generated the funds or the
student body. Those internal account funds designated for general purposes shall be used to benefit
the student body.

Collecting and expending of school internal account funds shall be in accordance with the Florida
Constitution, Florida Statutes, State Board of Education rules, and school board rules. Sound
business practices should be observed in all transactions.

Each school organization should operate within a budget formulated by the organization members.
The format of the budget shall be prescribed by the principal if not prescribed by school board rule.

Purchases from internal accounts shall not exceed the resources of the applicable student
activity/project account, except for items acquired for resale or items authorized by school board rule.
Purchases to support instructional programs may be made from revenue derived from production
work of vocational programs.

An adequate system of internal controls shall be maintained in order to safeguard the assets of the
school internal funds.



Background - continued

St. Johns County School Board Financial Data

The school internal accounts activities for the 2009-2010 year which are included in the District's
Comprehensive Annual Financial Report are as follows:

St Johns County School District
Internal Accounts Activity

June 30, 2010
07/01/2009 Receipts Disbursements _Ending Balance
Total $ 38,085272 $ 10,405545 $ 10,302,719 § 3,188,098

Summary of Certain Provisions of the Internal Accounts Handbook

Pre-numbered Documents

Proper use of pre-numbered documentis is helpful in deterring theft by providing support of collections.
Unaccounted for Official Receipts, Report of Monies Collected forms or admission tickets could result in
unintentional errors or be an indicater of concealment of fraud. The Internal Accounts Handbook Article !
Section 2.09 (b) states that pre-numbered receipts shall be used as the means of recording cash
received, which provides the basis for entries to the accounting records.

Sale of Tickets

Internal Accounts Handbook Article IV Section 4.04 states pre-numbered tickets are to be used as a
source of cash control in connection with athletic events and other activities. The order and control of
tickets is to be performed by a school employee not associated with the selling of the tickets. All ticket
sales must be reported on Report of Tickets Sold/Admissions Collected forms. Unused tickets must be
carefully filed and safeguarded in the safe daily.

Fund Raising Activity
internal Accounts Handbook Article 1V Section 4.05 states that each fundraising activity shall be planned

to finance a specific objective. All fund raising requests are required to be documented on a District-
authorized Fund Raising Activity form accompanying by a Fund Raising Checklist. Prior approval by the
Principal is required for all fund raising activities conducted by the school, by any group within, connected
with, or in the name of the school. Fund Raising Activity forms provide documentation for approval of
legitimate fundraisers and provide additional documentation for collections and expenditures. Internal
Accounts Handbook Article VI Section 6.09 and Article IX 9.03 requires that reconciliations of all monies
collected and disbursed be performed for each fund raising activity, including a reconciliation of
items/inventory purchased and sold.

Bank Reconciliations

Internal Accounts Handbook Article VI Section 6.01 requires that bank statements be reconciled as soon
as received, preferably by a person other than the person who receives and disburses funds. In the event
that the bookkeeper reconciles the bank statement, which is typically the person preparing the
reconciliation, the principal is to review the bank reconciliation upon completion, and initial and date their
completed review.




Background - continued

Summary of Testing of Certain Provisions of the Internal Accounts Handbook - continued

Contracts

According to the Internal Accounts Handbook Article V Section 5.01, the principal shall be fully
responsible for all purchases and purchase commitments requiring the present or future disbursements of
Internal Accounts monies. A signed commitment from the principal or designee must be on file before any
purchases are made. No purchase shall be made unless sufficient resources are available. Neither the
school nor the School Board shall be liable for any purchase made in the name of the school without
written approval. Promissory notes, installment contracts or lease purchase agreements shall not be
executed in the name of a school or any school organization except as authorized by the School Board.

Beport of Monies Collected Forms and Deposit Records
As stated in Internal Accounts Handbook Article IV, the Report of Monies Coliected form is used by a

teacher/sponsor when collecting student activity funds. The Report of Monies Collected form should be
completed in detail, signed and dated by the teacher/sponsor collecting funds outside and the funds and
documentation must be turned in to the school office daily and signed and dated by the bookkeeper at
that time. Official Receipts are not provided to the individual payor. According to the Internal Accounts
Handbook Article | Section 1.02 (f), All employees and volunteers having responsibility for handling and
recording internal funds financial transactions shall be authorized by the principal and bonded through the
District. The bookkeeper cannot be designated as the primary recipient of original receipts. All funds
collected and supporting Report of Monies Collected are required to be delivered to the bookkeeper the
day of the collection. Any exception must be authorized by the principal. The bookkeeper is required to
reconcile the monies collected to the Report of Monies Collected, document the pre-numbered electronic
receipt number, sign-off and issue a copy of the Report of Monies Collected to the individuals collecting
monies. Funds collected must be deposited within five working days of receipt {defined as original date of
collection).

Yearbook Sales

Typically, yearbook sales are handled by the schools themselves. Internal Accounts Handbook Aricle £X
Section 9.04 provides requirements of yearbook orders and maintaining of required documents by the
yearbook sponsor.

Support Groups/Booster Clubs
In accordance with Internal Accounts Handbook Article X all transactions with school support

organizations (PTA, PTO & Booster Clubs) must have prior approval of the District Chief Financial Officer.

Extended Day
All fees for student participation in the Extended Day program must be paid in advance prior to the child's

attendance in the related session. Failure to collect fees in advance of providing services is contrary to
the Constitution of the State of Florida, Article VI, Section 10.



Objectives and Approach

Objectives

Objectives of the internal audit of the school internal accounts include the following:
» Perform the annual audit of the District’s school internal accounts as required by Florida Red Book
regulations. Section 4.2 of the Red Book regulations state the following:

o The school board shall provide for an annual audit of internal funds.

o In accordance with Rule 6A-1.087(2), FAC, the signed, written report of the audit shall include
notations of any failure to comply with Florida Statutes, State Board of Education Rules and
rules of the school board. The report, which must also provide commentary as to financial
management and irregularities, shall be presented to the school board while in session and
filed as a part of the public record.

» Gain an understanding of the District's policies and procedures related to school internal accounts.

* Determine whether an adequate system of internal controls at each school is maintained around high
risk cash handling processes in order to safeguard the assets of the school internal accounts.

* Determine whether each school is in compliance with both internal accounts District policies and
Florida Red Book regulations.

Approach
Our audit approach consisted of three phases:

Understanding of the Process
In order to obtain an understanding of the District's school internal accounts policies and

procedures, we held an entrance conference with District management. We discussed the scope
and objectives of the audit work, obtained preliminary data, and established working
arrangements. We also reviewed the applicable Florida Department of Education Red Book
regulations.

Detailed Testing
The purpose of this phase was to test compliance and controls around internal accounts. Our

fieldwork testing was conducted at the school sites utilizing sampling and other auditing
techniques to meet our audit objectives outlined above. Findings identified are included in the
issues and recommendation section of this report. We conducted on-site school visits at all 33
schools and performed testing of the following areas:

Timely Deposits

Authorization of Expenditures
Segregation of Duties

Cash Disbursements

Cash Receipts

Ticket Sales

Fundraising Sales

Yearbook Sales

Transfers and Adjustments
Review of the Fund Summary
Bank Reconciliations
Returned Checks

Capitalized Assets

Petty Cash & Athletic Change Fund
Extended Day

* & & & & & & & & 2 8 & S 9

Reporting
At the conclusion of our audit, we summarized our findings in a report pursuant to Red Book

requirements as outlined in our objectives above. Qur report also includes recommendations for
improving noted deficiencies. We conducted an exit conference with each principal at each
school and we have incorporated their responses into our report.
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Bartram Trail High School

7399 Longleaf Pine Parkway
St. Johns, FL 32259

www-bths.stjohns.k12.fl.us
Brennan Asplen 9 Oz‘;:i:;?ngax) Steven Amburgey
Principal Asst. Principal
A Celebrating Ten Years of Excellence s leT i

Barry Craig

Athletic Director Christopher Phelps
Asst. Principal
August 18, 2010 Administration

RSM McGladrey, Inc.
Clara M. Ewing, Manager
7351 Office Park Place
Melbourne, FL 32940

Dear Ms. %mngi

1.) We wul,f Qontlium to stres,s the importance of midrcatirrg caeh ©

ks on reports of
monies q&:ll@te forms. '

2.) O I"'new b' okkeBpeT assurmed sifice chiecks were entered into ttﬁﬁ%F Wizard and
Checkredi guanatitees the amounts of the ichecks, that the chejck,s were deposits in
transityand not cg deregz)dgF funds, The bookkeeper new understands that at year

ks Will b trﬁ\sferrea\to the General )%\ccount f

1

3.) o'hr ark onsorimet W|th the audltor§ and the bookkgeper and now has a
betteg\ ebst Hdl%ﬁ proeedures
A recer ﬁn ?gr Ql:eated and used asjhe auditor suggeste,d ‘

The instal éeﬁﬁ IJ.:1‘0|fgg'om?.=:lhztnce found in this audit have beén ad@res%ed

Sincerely,

Principal

CC; Dawn Posey, Director of Accounting and Payroll

St. Johns County School District
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Creekside High School

J. Randy Johnson, Principal

Kirstie Gabaldon, Assistant Principal
Steve Ray, Assistant Principal

Guy Harris, Athletic Director

August 20, 2010

St. Johns County School Board
40 Orange Sireet
St. Augustine, FL 32084

To whom it may concern,

Below is a description of the Internal Accounts Audit findings and corrective actions that have been taken in
response to the findings for Creekside High School:

1.

In the intent to satisfy section 4.03, the Bookkeeper was the initial preparer of Monies Collected Form
and deposit. Every effort will be made to be in accordance with Section 4.02(c), the Bookkeeper cannot
be designated as primary recipient of original receipts,

Following an Athletic Event all tickets were not able to be accounted for during the inventory process.
The Internal Funds Manual, section 4.04 (a) (1) (4), has been reviewed with the Athletic Director and
Athletic Secretary, ticket sellers will be more conscientious of errors that can be made in the exchange
of tickets.

In one instance, approval was not obtained prior to a purchase commitment. Staff members have been
informed of purchasing procedures. Procedures are in place to ensure approval is obtained prior to
purchase.

The school withdrew cash from the Athletic fund at the beginning of the school year for use as petty
cash at athletic events and was not re-deposited before year-end. This cash was adequately safeguarded
during the year, and followed with documentation on file of counting and reconciling the fands
throughout the year as used. All funds will be deposited before year-end.

An inventory/reconciliation was not prepared for the yearbook account. All procedures have been put in
place in accordance with section 9.04.

Monthly and Annual financial reports were unable to be verified of the review by the Principal,
Monthly and Annual reports were directly sent to the District and copied to the Principal via email.
Moving forward the Principal will sign and date all reporting’s.

Safe combination was not changed during the Administration change in February2010. Safe
combination was changed as of August 14, 2010,

Returned checks were noted that they have not been transferred to the General Fuad at the end of the
year. Every effort will be made in accordance section 6.05,

If'you should have any further questions or concerns, please do not hesitate to contact my office.

rincipal

“HOME OF THE KNIGHTS”

IOO_Knights Lane
Phone: 904-547-7300
E-mail: www.cshs@stjohns. k12 fl.us
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John A. Crookshank Elementary School

1455 N.Whitney Street
Jay Willets St. Augustine, Florida 32084 Jeanette Murphy
Principal Telephone (904) 547-7840 Assistant Principal
willetj@stjohns.k12.fl.us Fax (904) 547-7845 murphyj@stjohns.k12.fl.us

August 24, 2010

Clara Ewing
McGladrey
7351 Office Park Place
Melbourne, FL 32940

Dear Sirs:

In several instances, credit was extended for Extended Day services. All Extended Day fees must be paid
in advance prior to the child’s attendance in the related session. We acknowledge this finding and are
waorking to correct this.

in one instance it was noted that a check did not have two signatures. We acknowledge this finding and
are working to correct this.

In one instance, a transfer form was not authorized by the person requesting transfer prior to the
transfer (this was the bookkeeper). Funds shall be transferred by a transfer form with two authorized
signatures. We acknowledge this finding and are working to correct this.

Per review of the authorized signers listing from the bank, authorized signer who did not work at the
school since March 2010 was still listed. We acknowledge this finding and are working to correct this.

Per review it was noted that Principal has not signed the monthly Fund Report, we acknowledge this
finding and will work to correct this.

_Sincer

Principal

Character Counts at Crookshank
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CUNNINGHAM CREEK EI EMENTARY
1205 Roberts Road

St. Johns, FL 32259

004.547.7860 ¢ 904.547.7854 Fax

Allen Anderson, Principal
Edie Jarrell, Assistant Principal
Esther Seward, Assistant Principal

August 23, 2010

To Whom It May Concern;

This letter is in response to the audit findings at Cunningham Creek Elementary School with the St. Johns
County School District.

1. A new teacher this year dated a monies collected report for the 15 of the month through the 16™ of the
month not realizing that the dates needed to be the same as the day report was made and turned into the
bookkeeper. We did not catch error but will not let this happen again and will train new teachers to
hand in report daily with appropriate date.

2. Bookkeeper believed that due to new controlled computer receipts this year that she signed the receipt
and returned it to the teachers. She then did a report of the balanced receipts that remained with the
monies collected forms and deposit slip. She understands now that she must write each receipt number
on the money collécted form with her signature.

2b. Teacher did not check whether the student’s money was cash or check on her money collected form and
we did not catch. The bookkeeper and teachers have been informed of the importance of this and it will
not happen again.

3. Once or twice a year a parent has sent in a check for field trip and hinch money in one check.
Bookkeeper sent money to cafeteria for student’s lunch with his name and gave to cafeteria manager.
Bookkeeper now knows that she must return the check to the parent for correction. This will not happen
again.

4. The PTO has always paid for a student with financial difficulty to go on field trips. The previous
procedure that the check goes to the teacher whom has the student in her class and she makes out the
monies collected form with the student’s name on it. We are aware of the current procedure and will

adjust accordingly.

5. A new teacher did go out and purchase items for her classroom with prior verbal approval from the
previous principal and agreed to reimburse this one time only as she was new.

6. We did not understand that this form was to be filled out for each fund raiser but will make sure it is
done in the future.

“Committed to Communicating, Cating and Achieving Excellence for Litelong Leatning”



7. Response to the Internal Funds Procedures Manual (section 3.01 (g)(ii) that states, “All fees for student
participation in the Extended Day program must be paid in advance prior to the child’s attendance in the
related session.” It was pointed out that regarding one student we failed to collect fees in advance of
providing services. I would like to explain, we collect 2 weeks in advance for all our families to enroll.
This 2 week is then applied to the “last 2 weeks of school” to be sure that we collect fees from everyone
in advance. This particular family also had to do so to enroll their ¢hild in our program. If they did not
pay on the due date, they were sent notice immediately to advise them of this. The parents would
explain their situation and promise to pay what was due. However, they sometimes exceeded their 2
weeks grace period in their attempt to faithfully pay. They always communicated when they were
having problems and they left no balance due. They have been the only family we had with this issue.

8. Due to the being closed and school staff being relocated for the summer this was not done by July 1%,
This change has been ordered.

9. Agam we were not aware of the yearbooks need of a fund raiser report and will be done in the future.
We had printouts of sales from Leonards Studio and report of monies collected and no books leftover
this year. We will comply with the reconciliation of yearbooks.

10. Bookkeeper reconciles bank statement from a printout from the computer each month. We did not
realize that we did not receive bank statements from the bank in the mail. In the future we will be sure
to attach all bank statements of the reconciliation.

11. Again this relates to not having the bank statement in the mail but can attest that all checks had the
required 2 sighatures on each one. We will try to retrieve those statements from the bank.

12. When reconciling computer generated bank statement, the reconciliation is a separate page and
bookkeeper did not get principal signatures on reconciliation form but always on the bank statement
before starting reconciliation. We will make sure that both forms are signed by principal in the future.

12b.All required financial reports will be filed in a binder for Internal Accounts.

13(14). The volunteer who ran the school store this year was new and overlooked the resale total.
We will make sure this is done according to the Internal Accounts Handbook in the future.

Our mission is to always try and follow the guidelines of Internal Accounts. We are sincerely regretful for the
audit findings and we will improve in these areas.

Sincerely,

Allen Anderson
Principal
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4100 Racetrack Road
St, Johns, Florida 32259
Telephone: (904) 287-9352
Fax: (904) 547-3885

Patricia E. Falaney, Ed.D Matt James
Principal Assistant Principal
August 23, 2010

St Johns County School District
40 Orange Street
St Augustine, FL 32084

Dear St Johns County School District:

Provided is our Response to the audit findings for Durbin Creek Elementary School fiscal year ending June 31, 2010:

1.

7.

8.
9.
ic.
11.

We will immediately ensure that all disbursements have the proper forms prepared and signed by the teacher/sponsor
requesting the expenditure and approved by the principal before the expenditures are made. Also, if the designee signs
a check and related material, we will ensure that the principal signs as well within five calendar days of returning to the
school.

We will immediately ensure that all Monies Collected Forms are properly dated and signed.

We will immediately ensure that deposit slips include amounts separately for cash and checks rather than only a grand
total.

We will immediately ensure that someone other than the bookkeeper receipts any monies or checks received so that
there is an appropriate level of segregation of duties.

We will immediately ensure that the bank reconciliations, fund summaries, and deposit slips are always signed by the
principal.

Funds were transferred from appropriate accounts to cover the deficit in the two accounts in question, This is a
procedure that should have been done at year end and prior to closing the books for the fiscal year.

As the yearbook sales begin this year, we will ensure that detailed records are kept in order to account for all sales in
order to perform a reconciliation.

We have already moved all blank check stock and deposit slips to a locked area.

At the end of year, we will ensure that all NSF checks are transferred to the genera! fund at year end.

We will always double check that the transfers are signed by the principal.

[n the coming weeks, we will contact a locksmith company to begin getting bids for changing our safe combination in
order to continue safe guarding assets.

If you have any additional questions or concerns, please call,

Educationally yours,

. b
E #
Patricia E. Falaney, Ed.D
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FRUIT COVE MIDDLE SCHOOL

Website: www-fes.stjohns.k12.fl.us

: Streve McCormrck ' ' : : ! ~ Emily Ha_rrr:son
Principal : ’ _ : . Assistant Principal

RSM McGladrey, Inc.
Clara M. wang_. _ :
7351 Office Park Place -
Melbourne, FL 32940

August 30, 2010

in response to yearbook sales, we will keep an mventory/reconcnhatlon 1 will worft closelv with the
_ vearbook sponsor -

In response to the Safe Comb‘natlen - we will make sure our combination wrllhe changed every three
years oF whenever there isa change in persannel We wnll have it changed at ‘the begmmng of the 201%-
12, schoolyear it i x ; : :

n response to hstmg af tlckets on hand at the end of the schdol year, I'will make sure the auditor sees
all of my records, ‘I dld have a copy oftlckets ‘in my year end- reports, as I have every year.

I response to the mohres collected fofms,rl w:lr make sure that all personnel put the check numbers on -
the deposrt .

' In responseto Retumed Checks | wrllmake Suire that | transfer Qutstandmg checks at'the. end of the
year. - ; ; ? -

. ln response to the bank reconcrlratron the balance of 5262 29 (check#.‘sis?}from 2006- 07 was charged
twice. It will be resolved during the 2010 - 2011 school yeaf. : .

in response. to PTO donatmg ¥ ofa magazme subscrlptlon, Iwu!l make sure | keep the documentatlon
from Mr WIess that states it was ok to do so. :

Pamela Wilise ' | : Steve McCormick
Fruit Cove Middle School - Fruit Cove Middle Schoo}
Secretary/Bookkeeper . - Principal
Phone: 904-547-7880 Soaring on the wings of excellence! 3180 Racetrack Road

Fax: 904-547-7885 St. Johns, FL 32259
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The Evelyn Hamblen Center i
Gaines Alternative School Sk 1ok County
and Sichool Distrieh g

The Transition School

i : iy foRE P

Mike O'Loughtin Ph.D., Director
Tish McMahon, Assistant Principal

1. Segregation of Duties

Response: Aliernate staff will pick up checks and/or complete monies collected forms.
ECD: Immediately

2. Completion of Monies Collected Forms
Response: I will add receipt number to monies collected form and ensure signature.
ECD:; Immediately

3. Incorrect Posting of Receipts

Response: Error was made by using the drop down menu. Money was posted to wrong
account. I will be more careful when using drop down menu.

ECD: Immediately

4. Chart of Accounts
Response: My chart of accounts will be in alignment with the Districts.
ECD: Immediately

5. Transfers and adjustments

Response: All transfers will be authorized by the Principal or both parties requesting
transfer.

ECD: Immediately

1 Christopher Street, St. Augustine, Florida 32084
904.547.8560 904.547.7145 (fax)



6. Night Depository

Response: As per the District evaluation, a built in nighttime suppository slot will be added
per their recommendation.

ECD: Check with Supervisor,

7. Financial Reports

Response: The school will maintain an electronic copy of the annual reports without
exception.

ECD: At the end of next fiscal year when this is required.

S
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W. D. HARTLEY ELEMENTARY

260 Cacique Drive
St. Augustine, FL 32086
Phone 904-547-8400 Fax 904-547-8385

St. Johns County School Board
40 Orange Street
St. Augustine, FL 32084

August 23, 2010
To Whom It May Concern:

Below is a description of the Internal Accounts audit findings and the responses for Hartley Elementary.

1. Two deposits (#298-301 and 493-506) had checks exchanged for cash making the cash/checks amounts on
the deposits incorrect.

Response: On two occasions | was faced with teachers who had checks made out to Hartley for money due
for other reasons. One was to purchase a T-shirt through the PTO and the other was to repay a teacher the
money she put in to pay for a child’s field trip. 1 had never “cashed” checks out of the Internal Accounts,
but | did decide to exchange these checks for those teachers. { will not be exchanging any more checks out
of the internal funds for any reason.

2. Cash or check is not listed next to each amount collected on monies collected forms #45, 235 and 237 and

# 518 did not have the receipt number.

Response: The total og edach of these forms was correct. it was an oversight that on each of the forms,
there was one entry that was not marked as either cash or check. We will stress to the teachers the impor-
tance of marking each entry. Not placing the receipt number on #518 was an oversight and | will be more
careful with this in the future.

3. We were unable to verify the material requisition approval timeliness for check #1589, as the principal did
not date their approval.

Resgo}r;se: The date was omitted when the requisition was approved. in the future we will be more careful
with this.

4. The school was not familiar with the yearbook inventory process as required by the District.
Response: I will read up on the process and make the necessary changes.
A complete listing of individuals who purchased yearbooks, including the sale amount and number of year
books purchased was not maintained.

Response: | was not aware that | had to have a “list”, however I do have the purchase slips from every
student who purchased a yearbook. This ticket shows the dollar amount paid, whether it was cash of
check (by check #) and the students name. | had this information, but I did not create a list. If the tickets
are not sufficient, | will in the future type out a list of the tickets.

A high-level yearbook profitfloss reconciliation was performed, but the reconciliation did not include the
number of yearbooks purchased, to the number of yearbooks sold.

Response: In the future, | will include this information in my yearbook reconciliation.
The contract was signed by the bookkeeper, not the principal.

Response: Section 4.07 of the handbook states that the Sponsor and the principal may contract for the
yearbook. Because I am the Sponsor of the yearbook, I felt 1 was authorized to sign the contracts.



5. We observed that the vault does not have a built-in slot for night deposits. There is a locked
wall cabinet in the bookkeeper’s office, which has a slot through the wall for teachers/
sponsors to drop off collections,

Response: Our slot allows teachers to deposit their collection into a locked cabinet
which is built in to the wall. The bookkeeper and the principal are the only two with
keys to this cabinet. We feel the deposits are very secure in this cabinet. The “vault”
which is a locked closet is located in the principals office and is not as accessible to the
bookkeeper as this cabinet.

6. During our test of returned checks, we noted 2 NSF checks totally $130.00, were not trans-
ferred to the general fund at year end.
Response: The funds for the two NSF checks in questions was received in July. So as I
was doing my year end procedures in July, it did not occur to me to move these funds as
1 knew they had already been paid.

7. The combination shall be changed whenever there is a change in administrative personnel
and/or bookkeeper or at the end of every third year.

Response: Our vault was recently rekeyed because of our new assistant principal at
Hartley. This would have been done before the end of the year, but we were housed at
Pedro and did not have this done until we returned to Hartley in August. Prior to that,
it was changed when Gene Bennett (AP) came to Hartley, which was almost five years.
We were aware of making the changes when someone new was hired, but we were not
aware of the three year rule. We will make note of this and make the necessary changes
every three years.

8. We observed that the blank deposit slips were not maintained in a locked area.
Response: We do store our blank deposit slips in the vault. However, I had just ordered

several new books while at Pedro for the summer. Iwas still in the process of unpack-
ing when I was audited, and the books were on my counter at that time.

Signed August 30, 2010
By:

Debra Hend%on, ookkeeper

ary Seymfour, Principal
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Hickory Creek Elementary School

“First we love them, then we teach them”

August 25, 2010

RSM McGladrey, Inc.
7351 Office Park Place
Melbourne FL 32740

Attention: Clara Ewing
Dear Ms. Ewing,

In response to the 2009-10 Internal Audit findings for Hickory Creek Elementary School, we respond as
follows:

Item #1 - In this case, checks were written to the school for payment of student lunches and various
classroom items and fees. The check was cashed out to allow us to put money in a student’s lunch
account. No checks will be cashed in the future.

ltem #2 — The check/cash field on the monies collected form was inadvertently missed. Every effort will
be made to avoid this mistake.

ltem#3- A. When entering receipts in Quickbooks, the first thing to pop up is a pre-numbered
receipt. Mrs. Bright uses pre-printed numbered receipts to give to parents.

B. On receipts numbered 5284/5305/5446 , for Michael Shaner, the correct amount, $250.00, was
entered but was broken down Incorrectly. All receipts should have reflected $200.00 for child care,
$25.00 for snack, and $25.00 for registration. The $75.00 registration fee was paid in 3 monthly
increments of $25.00. The amount paid was correct—the receipted entries were done incorrectly.
Every effort will be made to record fees properly.

Item #4 - The yearbook was taken over mid-year by sponsors who were not familiar with the Yearbook
Inventory process. For the 2010-11 school year, the yearbook process will reviewed and followed
closely.

Item #5 — Checks and deposit tickets are now stored in the locked safe.
Item #6 — The combination for the safe is scheduled to be changed on August 26, 2010.

item #7 — The NSF check in question has been transferred back into the account from which it
originated, 5" Grade Classes and Clubs.

235 Hickory Creek Trail ¢ Jacksonville, Florida 32259 « (904) 547-7450
EMail: gorickp@stjohns.k12.flLus * www-hce.stjohns.k12.fl.us

Paul Goricki, Ed.I

Principa



Item #8 — A copy of the original sales receipt for this purchase has been obtained. The receipt does
show that no sales tax was paid at the time of the purchase. A copy of the receipt is attached with this
response.

If you have further questions or need additional documentation, please feel free to contact Kay Moser

at 904-547-7456 or email, moserk@stiohns.k12.fl.us.
Sincerely,

E /e, CAO

~Paul Goricki
Principal
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ELEMENTARY SCHOOL

A t 30, 2010 . v
ugus “xzfnwip% the Xf/az/zfzf'/:f

RSM McGladrey, Inc.

Clara Ewing

7351 Office Place

Melbourne, FL 32940

RE: Audit Response for onsite Audit, R. B. Hunt Internal Accounts, August 17, 2010

Issue 1: Yearbooks

The school will be sure to properly inventory yearbooks upon delivery and prepare a formal
reconciliation page for differences (if any) per Section 9.04 (a)(i)#7 of the Internal Accounts
handbook.

Detailed sales information per Section 9.04 (2)(1)#5 was maintained and documented on monies
collected forms in compliance with Internal Accounts procedures. Also, detailed sales reports of
yearbooks sold directly by Leonard’s Studio were maintained in compliance with Internal
Accounts procedures. An invoice from Leonard’s Studio with the number of yearbooks ordered
and a packing slip with the total number of yearbooks received (including complimentary books)
was maintained.

The number of complimentary books received from Leonard’s Studio was 14, 7 of which were
handed out: (1) to replace a damaged book, (1) to the Principal, (1) to the Assistant Principal, (1)
to the yearbook sponsor, (1) to the Superintendent, (1) to be maintained in the front office, and
(1) to replace a lost/stolen yearbook to a student.

The contract viewed by the auditor was a partial contract. It was a section of a larger contract
that listed all services to be provided (including yearbooks) which was signed by the principal.
Please see attachments.

Issue 2: Outside Organizations

The school secretary will take steps to ensure that all transactions with outside organizations are
properly authorized with prior approval by the District Chief Financial Officer.

Issue 3: Financial Reports

The school secretary will ensure that a month-end fund summary and a year-end fund summary
report is printed, reviewed, and signed by the principal and maintained in a corresponding
Internal Accounts file.

Issue 4; Monies Collected Forms

125 Magnolia Drive ® St. Augustine, FL 32080 PH 904.547.7960 FAX 9045477955  www-rbh.stjohns.k12.fl.us

Donald B. Steele ® Principal ® steeled@stjohns.k12.fl.us Amanda S. Garman * Assistant Principal ® garmana@stjohns k12 fl.us




The school secretary will carefully review each monies collected to ensure that a proper listing of
cash or checks is recorded. Both the amount of cash and the amount of checks will be reconciled
to each monies collected form received.

Issue 5: Safe Combination

Careful monitoring of dates regarding safe combination changes will take place to ensure
compliance. The safe combination was changed on August 13, 2010 and a copy of the receipt
from Village Key and Alarm documenting the change is being maintained inside the safe.

Issue 6: Safeguarding Forms

The school is taking steps to provide a locked cabinet in secretary’s office for the safekeeping of
blank checks and deposit slips. The cabinet lock will be installed by September 3, 2010.

Issue 7: School Night Depository

The school would like to respectfully request an exception to this rule as the cost of installing a
night depository outweighs the benefit. At no time are monies collected or received after 6:00
p-m. All monies received prior to 6:00 p.m. are either locked in the combination safe in the
secretary’s office or locked in the combination safe in the extended day office.

Issue 8: Year End Ticket Inventory

See response to Issue 1.

Please let me know if any further information is needed.

Donald B. Steele
Principal
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TO:

FROM:

DATE:

RE:

Julington Creek Elementary School

St. Johns County School District
2316 Race Track Road
St. Johns, Florida 32259
Tel: (904) 547-7980 » Fax: (904) 547-7985

Mr. Conley Weiss
Chief Financial Officer
St. Johns County Schools

Michael Story
Principal

Rebecca Edenfield
Secretary/Bookkeeper

August 18, 2010

2009-2010C Audit
Internal Accounts

In response to the 2009-2010 Internal Account audit findings for Julington Creek Elementary, we respond as follows:

In accordance with the District internal Accounts Handbook, Section 4,03, all monies collected will be deposited
within 5 days of being coliected.

In accordance with the District Internal Accounts Handbook, Section 4.01 (a) (iv}, every effort will be made to insure a
check number and/or cash is noted on the monies collected forms. Also, in accordance with the District internal
Accounts Handbook, Section 4.01 (b} {ii}, pre-numbered receipts will be used when depositing money into internal
accounts,

in accordance with the District internal Accounts Handbook, Section 5.01 (a), the principal will be asked to sign
showing he has reviewed the previously signed documents by the designee on file.

In accordance with the District Internal Accounts Handbook, Section 9.04, the yearhook sponsor will maintain a
listing of the individuals who purchased yearbooks as well as the sale amount and number of yearbocks purchased.
The sponsor will alse maintain a list of individuals who receive a complimentary yearbook and a reconciliation of the
yearbook account.

In accordance with the District Internal Accounts Handbook, Section 5,01 (k), checks will not be issued for more than
the approved amount.

In accordance with the District Internal Accounts Handbook, Section 2.08 (c), Julington Creek Elementary will contact
the appropriate district personnel for instructions on how to go about having the combination changed on the safe.
This will be done every 3 years or at the time of a change in personnel.

In accordance with the District Internal Accounts Handbook, Section 6.05, all NSF checks outstanding at the end of the
year will be transferred to the General Fund.



Julington Creek Elementary School

St. Johns County School District
2316 Race Track Road
St. Johns, Florida 32259
Tel: (904) 547-7980 » Fax: (904) 547-7985

in accordance with the District Internal Accounts Handbook, Section 2.07, a hardcopy of the Annual Fund Detail
report will be kept on file. Currently, a hardcopy of Annual Fund Summary is kept and will continue to be.

Please note that all corrections will be made immediately. Please contact me with any questions.

A

Michael St'ory, P}fncipal

cc: Clara Ewing, McGladrey, Inc.
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S KETTERLINUS
Sue Smith ELEMENTARY SCHOOL

Assistant Principal St. Johns County School District
67 Orange St.
St. Augustine, Florida 32084
(904) 547-8540 + Fax (904) 547-8554
www-kes.stjohns.k12.fl.us

Memo

To: Clara Ewing

From: Kathy Tucker, Princip

CC: Cathy Skarr, Bookkeepér-Accounting & Internal Accounts
Date: August 21, 2010

Re: Ketterlinus Audit Findings Response

Below is a description of the Internal Accounts Audit Findings and the corrective actions
that will be taken in response to the findings:

1. During our testing of segregation of duties, we noted the bookkeeper
occasionally opens the mail, prepares the report of monies collected form and
deposits the money. (District Internal Accounts Handbook, Section 4.02(c).)

Response: All mail will be opened by principal and/or assistant principal unless
directly addressed to secretary/bookkeeper, thus, eliminating the possibility of
the secretary/bookkeeper receiving or preparing the report of monies coliected.
This procedure wil! provide segregation of duties.

Timeline: Immediately

2. During our testing of cash receipts, we noted cash or check is not listed next to
each amount coliected on the report of monies collected form #379078.
Without a listing of cash or check for each amount collected, it is difficult to
verify if the correct amount of cash is being deposited. (District intemal
Accounts Handbook, Section 5.02)

Response: The secretary/bookkeeper will carefully review all monies collected
forms to ensure cash or check is indicated when receiving funds. This will
ease the verification of the correct amount of cash being deposited.

Timeline: Immediately

CHARACTER COUNTS!*

Trustworthiness « Respect » Responsibility « Fairness ¢ Caring * Citizenship
CHARACTER COUNTS! is a service mark of the CHARACTER COUNTS! Coalition, a project of the Josephson [nstitute of Ethic



3. During our testing of the monthly and annual financial reports, we noted the
following:

The school maintains an electronic copy of the fund summary, but the principal
does not sign and date to document her review.

The school is not maintaining the required annual reports.

Response: The bookkeeper was supplying the principal with a monthly fund
summary, however, the principal did not sign, date and retum to bookkeeper to
document review. In the future, the bookkeeper will maintain a signed and
dated monthly fund summary to document review. The bookkeeper will print
and maintain required annual reports.

Timeline: Immediately

4. Section 2.08(c) of the Internal Accounts Handbook states, “The combination
shall be changed whenever there is a change in administrative personnel
and/or bookkeeper or at the end of every third year.” Per discussion with the
bookkeeper, the safe combination has not been changed in at least the last
seven years, although there was a Principal change during FY 2010/2011.

Response: The bookkeeper will assure that the combination of the safe will be
changed at the end of every three years or whenever there is a change in
administration and/or bookkeeper.

Timeline: Immediately - Combination has been changed on 08/25/10.

5. We observed that the safe does not have a buil-in slot for night deposits.
Funds are required to be hieid in the safe éach night. A night deposit slot
facilitates safeguarding of funds that are collected when the bookkeeper and
principal are not present.

Response: Mrs. Tucker, Principal, will discuss with the Maintenance
Coordinator and District Office the procedure and direction to take for
installation of a built-in slot for night deposits.

Timeline: Immediately

Please advise if any further action is warranted on the part of Ketterlinus Elementary School.

® Page 2
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Response to Audit of Internal Accounts /2009-2010
Landrum Middle School

To: Clara M. Ewing
RSM McGladrey, Inc

From: Susan Painter
Bookkeeper

#1 Check 9600 - Please find attached the original request for a field trip and the request for bus
transportation. Each form has the approval signature of the Assistant Principal.

Check 9914 - This expense to Craft Trophies is a once a year expense for the awards ceremony of our 8"
graders. The cost runs approximately the same each year as the number of awards is constant.
I did not get a quote on the order prior to placing the order. Beginning 8-1-2010 I will get quotes or approximate
costs on orders,

#2 Receipt #1533 was for a collection from students for the cost of T-shirts for Field Day.
The collections came into me over a two day period and I bundled them together into one receipt.
In the future I will receipt each collection separately.

#3 Receipts 1533 and 1443 were not deposited within the 5 business days.

[ will remind teachers that they must turn in money on the day it is collected which will allow me to make the
deposit within the 5 day period. This is a recurring problem and I just have to train the teachers to follow this
rule.

#4 Yearbook Inventory I was not aware that a Yearbook Inventory was required.

Since returning to the Landrum Building I have been able to account for the Yearbooks we have on hand as well
as the number which was given away. For the 2010-2011 Yearbook Sale I will work with the Yearbook Sponsor

to keep accurate records of complimentary books and unsold inventory to go with the records we keep on sales

and yearbooks ordered and delivered.

#5 PTO Donations — Donations from LMS-PTO were not specifically approved by the district office.
Concerning the donation for the Nurse’s salary we did have implied approval as the District Budget Office was
aware that we were using Additional Revenue funds and funds from our PTO to pay the Nurse’s salary and this
was discussed at the staffing budget meeting. Beginning 8-1-2010 I will seek approval from Conley Weiss, CFO
and Frank Clark, Director of Purchasing, for any donations from the PTO or other outside sources to Landrum
Middle School.

#6 Adjustments - This adjustment was actually a posting error which should have been corrected as such
and would not have needed approval as a transfer of funds. In the future when I make a posting error (posting

deposits or debits to the wrong account) I will make the corrections within Heritage just as a correction rather
than a transfer of funds.

//g:‘f""" 4?:7(__‘ ghﬂm?@-ﬂ&: §-23-/6

™ 7
Wayne King - Principal ﬂ Susan Painter - Bookkeeper
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Randy Kelley, Principal 10901 Russell Sampson Road, St. Johns, Florida 32259

Judith Thayer, Assistant Principal (904) 547-7900
Brian Schoonover, Ph.D., Assistant Principal www. |pa-stjohns.k12.fl.us

August 26, 2010

Dear Ms Ewing,

| am writing you today in response to the recent audit findings, it is our goal to use these
findings to improve our overali process in the coming years.

Finding:

During our testing of the yearbook inventory, we noted the following:

» The school was not familiar with the yearbook inventory process as required by the District.

e A listing of individuals who purchased yearbooks, including the sale amount and number of yearbooks purchased

was not maintamed.
s A listing of individuals receiving complimentary yearbooks was not maintained.

¢ An inventory reconciliation was not prepared for the yearbook account.
We were unable to perform a reconciliation based on the above. Without the proper controls surrounding yearbook

sales, inventory, cash collections and items to be sold could be misappropriated.

Response:

Year books are sold and Monies Collected forms are used to distribute the yearbooks upon
delivery. At no time are complimentary yearbooks given, all yearbooks supplied to select
personne! are stamped and remain the property of Liberty Pines Academy. We will review the

Internal Accounts Handbook closely to develop new procedures.

Finding:
During our testing of cash receipts, we noted the following cash or check is not listed next to each amount collected

on the monies collected form #390433, 390438 and 390793. Without a listing of cash or check for each amount
collected, it is difficult to verify if the correct amount of cash is being deposited.

Response:

The Bookkeeper checks to see that the total money submitted and the total on the Monies
Collected form are the same, therefore assuring that all money is accounted for. We will review
the Monies Collected form with teachers and work diligently to ensure that all forms are

marked correctly.

Finding:

During our testing of fund raising activities we noted the following:

» The School was unable to locate the fund raising activity form, so we were not unable to verify pre-approval by
the Principal, nor the reconciliation of funds expended and collected.

* The School did not utilize the fundraiser checklist. Without the proper controls surrounding fundraising activity,

cash collections and items to be sold could be misappropriated
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10901 Russell Sampson Road, St. Johns, Florida 32259
(904) 547-7900

www.Ipa-stjiohns. k12 .fl.us

Randy Kelley, Principal
Tudith Thayer, Assistant Principal
Brian Schoonover, Ph.D., Assistant Principal

Respeonse:
The fundraiser was entirely pre pay and no money was promised or committed until the orders

were received with payment in full. The proper forms were filed and approved but were not
located on the day of the Audit. We will evaluate the current procedure and utilize the check

fist to ensure proper steps are taken in the future.

Finding:
The District requires that certain financial reports be maintained on a monthly and/or annual basis. The School is

maintaining the required monthly reports, but not electronic or hard copies the annual reports.

Response:
Reports are printed, maintained, signed and reviewed by the principal at the close of each

month. The yearly report is printed and kept for reference. We also back up the file at the end
of the year. We will now include the Principals signature on the yearly printed report.

Thank you again for your support. It has been a pleasure working with you.

Coldl_

Randy Kellgy Tracy Coflins
Principal 2009-2010

Bookkeeper
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Otis A. Mason Elementary School

207 Mason Manatee Way

St. Augustine, Florida 32086 Theresa Grady, Principal
Phone: 904.547.8440
Fax: 904.547.8445 Sandra McMandon. Assistant Principal
“PWheve We Ediccate the Fatuve”
August 31, 2010
RSM McGladrey Inc.

Ms. Clara M. Ewing
7351 Office Park Place
Melbourne, FL 32940

Dear Ms. Ewing;:

The following is in response to the Findings/Issues listed for the Otis A. Mason Elementary School
2009-2010 Internal Account Audit. The following procedures have been implemented in order to be in
compliance.

L Authorization of Disbursements: A signed commitment from the principal will be on file
before any purchases are made as stated in the District Internal Accounts Handbook,
Section 5.01. The District’s Materials Requisition/Check Request Form will be completed
with principal’s approval signature prior to orders being placed. The bookkeeper will insure
that all requisitions have been signed and dated by the principal prior to disbursement. A
review of requisition/check request procedures with faculty and staff will be done by
QOctober 1, 2010 to insure the procedures are followed.

II. Documentation of Disbursements: The Materials Requisition/Check Request submitted
for all purchases will be reviewed for accuracy and supporting documentation, to include
invoice or receipt which will be maintained on file for all disbursements. A review of
requisition/check request procedures with faculty and staff will be done by October 1, 2010
to insure the procedures are followed.

III.  Extended Day Collections: Extended Day has implemented a strict late policy to insure
that fees are paid in advance of student participation in any extended day activities. If not
paid on Monday, a late fee of $10.00 will apply. If not paid with the late fee on Tuesday,
the child will not be allowed to attend until full payment is made. Parents/Guardians will be
are now notified of this policy at the time of registration.

IV.  Financial Reports: The bookkeeper will insure that the required monthly and annual
financial reports to include Bank Statements and Fund Summaries are reviewed, signed and
date by the principal. Both monthly annual required reports will be maintained.



V. Yearbooks: Effective immediately, the Yearbook Sponsor will maintain required
documents to include inventory, listing of recipients of complimentary editions and an end
of year reconciliation to be signed by principal and kept on file.

VI.  Returned Checks: The NSF checks outstanding balance for 2009-°10 was transferred to
the General Fund debited account August 13, 2010. All future transfers of year end
outstanding balances will be completed by June 30th.

VII. Safe Combination: The combination on the safe was changed August 21, 2010 and will be
changed at least every three years with supporting documentation maintained on file.

Sincerely,

Haceers Eiaty

Theresa Grady
Principal

o 1y i

Donna King-O’Loughlin
Secretary/Bookkeeper

“Where We Educate The Future”
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Mary Ford Shelley Serafin
Principal Guidance
Gene Bennett
Assistant Principal

Jason Lee
Debhie Donlan . Maintenance
Cortiealum Mill Creek Elennentary Maneger

3750 International Golf Parkway ~ St. Augustine, F1 52002
004-547-5720
8/20/2010

Re: Audit Response.

Item #1: Not to push off my awesome responsibility — but unfortunately teachers do not
always take the time required to fill out money collected forms completely or correctly.
In this instance: the teacher did not: total, sign or date the money collected form. I
counted the deposit and added a self-stick note to the top of the form and completed my
deposit, I did not add the amount that the teacher had written on the form; I understand
this is a huge error on my part — I need to be proactive — making sure that the teachers are
taking responsibility for their classroom funds. After the deposit was completed I
requested that the receptionist sign, total and date the form for me, her addition showed a
difference in what was reported and what was turned in.

Item#2: We have had two staff meetings since the beginning of the school year, giving
me a chance to go over our money collection protocol. I have also started an incentive
program for teachers that turn in clean forms, and there has already been a marked
changed in their paperwork. Any money collected forms that are not turned in correct are
now being returned via clerk (I do not place the incorrect forms back in the box) with a
note explaining the error and requesting the correction. My directions will be reiterated at
each monthly staff meeting.

Item#3: The principal views and signs the monthly bank statement and reconciliation
page, and we verbally go over the accounts payable and accounts receivable. I have noted
the issue and have reviewed this section in the handbook. This item will be resolved, with
my providing all the required documents to my principal for review.

Item #4: In house fundraisers have been in issue with our school and the Y-Tie sale is no
exception. The technology team did not take the collection of money as seriously as
required, causing an issue with inventory. Although the numbers added up, they were not
as simply acquired as they should have been. I have talked with the entire committee
expressing the need to keep their records complete and correct, and to provide a legible
invoice from the vendor, both pre-sale and post-sale.

Item#5: The auditor and I noted that there are NSF checks that have been carried over
from year to year, causing an issue with my end of year ledger. These are checks that
have been on my books for 3+ years (prior to my taking this position). They roll every
year because they are prior to checkredi, while checkredi may have taken position of



them they are not guaranteed by them and have not been paid. I plan on talking to my
supervisor at county about how to resolve this issue.

Item#6: Yearbook — I will review the procedure and make correction to my inventory
process. | am the yearbook editor and coordinator, therefore the vendor did not request
the principal’s signature, I have requested that the principal reviews and signs the
paperwork for this year.

Item #7: This correction for classes and clubs was discussed, noted and corrected.

Item #8: The tech committee has two funds, the check for the YTIE fundraiser invoice
was accidently drawn from the first account, not the account the YTIE sales were entered
into. I have fixed this issue by removing one of the accounts.

Item #9: Our A.P. left on July 1, 2010, while we are at our consolidation site. The
combination was changed shortly after we returned to our campus from our consolidation
site, As stated to the auditor the safe was installed in June of 2008.

Item #10: During school hours I have been keeping 3 to 5 deposit slips in a cubby on
desk. They are placed in a locked filing cabinet or safe during evening hours, or when |
am out of my office. Likewise, during school hours I keep a check in a cabinet in my
office it is also locked in the filing cabinet or safe during evening hours or when I am out
of my office. If this deemed unacceptable I will keep all deposit slips and checks in the
safe at all times, retrieving them only when they are needed.

Sincerely,

W@ @m’ o)

Kathleen Richards
Secretary Bookkeeper

Targ, @Fird.

Mary Ford
Principal
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R.J. MURRAY MIDDLE SCHOOL

TOM SCHWARM Center for the Arts KIMBERLY DIXON
Principal . Assistant Principal
St. Johns County School District
150 N. Holmes Blvd., St. Augustine, Florida 32084
(904) 547-8470 - FAX: (904) 547-8475

August 16, 2010

Clara Ewing, Project Manager
RSM McGladrey

7351 Office Park Place
Melbourne, FI 32940

RE: 2009-2010 Audit Findings
Ms. Ewing,

After reviewing the draft findings from the August 10, 2010 audit of R.J. Murray Middle School’s Internal
Accounts, we are responding as follows:

In regards to the yearbook inventory process, we will maintain a more detailed listing of yearbook sales.
The list will include student name, type of payment, amount of payment and number of yearbooks
purchased. An inventory and reconciliation will be prepared for the yearbook account at the end of the
school year.

In regards to dual authorizing signatures, there was an instance where only one signature was on the
monies collected form. While every attempt is made to make sure all monies collected forms are
properly completed, this was an oversight. In the future we will make sure all authorizing sighatures are
obtained.

Finally, regarding the payment of sales tax when items purchased are for resale, we were under the
impression that sales tax was not applicable to that particular purchase. We now have clarification on
the issue and will make sure that when purchasing these types of items for resale that sales tax is

included.

ntact me with any questions or concerns.

Principal

Cc: Conley Weiss, CFO Finance St. Johns County School District

EDUCATE -+ INSPIRE - EMPOWER
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Kyle Dresback

ALLEN D. NEASE HIGH SCHOOL Principal

Karen Davis
Assistant Principal

Nicole Trojnar
Assistant Principal

AUDIT FINDINGS RESPONSE

Cash Receipts

Yearbook collections were placed in the safe from 9/16 — 9/18/09. On 9/22/09, the new yearbook
sponsor came to reconcile “report of monies collected” form with cash & checks deposited on 9/22. The
deposit was picked up by the courier on 9/23 and deposit posted to the bank on 9/24. The yearbook
sponsor will be been informed that the deposits must be reconciled each day after collection so that the
deposits can be made in a timely manner.

Monies collected form #379360 was for a Lacrosse game on Friday, 3/19/10. The money was placed in
the safe that night mistakenly without the Night School Depository Data Sheet. Deposit was reconciled
on Tuesday, March 23. Deposited in a timely manner on March 24,

Yearbook Inventory

Procedures (section 9.04 Internal Funds Procedure Manual} will be discussed with the new yearbook
sponsor. A detailed calculation as to determination of unit sale prices and number of books sold will be

kept for review by the auditor.,

Year End Ticket Inventory

Periodic reconciliation of ticket inventory will be performed and documented to ensure accuracy during
the year and year end inventory.

Financial reports

The Annual Fund Summary report for the entire fiscal year was signed by the principal, on file and
subimitted to the auditor; however, the annual fund summary by sub-account was not included.

-All reports are accessible in the Hertiage School Ledger files and backed up on San Disk.

An Annual Fund Summary report by sub-account and Annual Fund Detail report for the entire fiscal
year will be printed at year end for review by the auditor.

Estimated completion date to remediate the finding 8/28/10

Principal’s signature 7]7/ M Date g//ﬂ /IO
VA a

Allen D. Nease High School + 10550 Ray Road + Ponte Vedra, Florida 32081
(904) 547-8300 = Fax (904) 547-8305 « www-nhs.stjohns.k12.fl.us
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lementary
Our Focus is the Child
Michael W. Parrish Melisa Norwich
Principal Assistant Principal

August 23, 2010
Management Response for Ocean Palms

Finding #1, Financial Reports:
The monthly Fund Summary Report and the bank reconciliation will be printed each month and
signed and dated by the Principal.

Finding #2, Authorization of Disbursements:
All forms requesting disbursement will be prepared and signed by the principal before the
expenditures are made. Field trip requests for payment will be approved prior to the trip date.

Finding #3, Disbursement Support:
We will request a detailed receipt for our field trip payments to reflect that no tax was paid. We
will check for typographical errors on the check request forms so they reflect the correct
amount.

Finding #4, Completion of Monies Collected Forms:
The receipt number will be recorded on the monies collected forms.

Finding #5, Authorized check signer:
We have requested a new authorized signers list to remove employees no longer working at
Ocean Palms and to include new employees.

Ml T Bt

ng{ )65

355 Landrum Lane 3 Ponte Vedra Beach, Florida 32082 ¢ (904) 547-3760 3% Fax (904) 547-3775
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Osceola Elementary School
St. Joans County School District

Principal 1605 Osceola Elementary School Assistant Principal
Nancy R. Little St. Augustine, Florida 32084 Kevin Xlzin
littlen@stjofins. k12 flus (004) 547-3780 kleink@stjofins.k1z flus
Fax: (9o4) 5473795
August 20, 2010
Clara M. Ewing

RSM icGladrey, Inc.
7351 Office Park Place
Melbourne, Florida 32940

Dear Ms. Ewing,
Please note the following responses to our draft audit findings.

Yearbook:

Yearbook sales have always heen collected and recorded on the district required Monies Collected
forms. Monies are turned in daily to the bookkeeper. Our sales differ somewhat from some schools in
that we collect all funds through the school rather than using Leonard’s Studio for collection. Not only
do we sell the actual yearbook, we also offer a message or ad for an additional cost.

Obviously, we kept records on a spreadsheet that show who bought a yearbook and purchased
messages and ads. This is how we distribute the books when they came in. We did not, however,
prepare a final reconciliation. We explained to Megan during our audit that due to our low income
student population, we had also given several complimentary yearbooks and fafled to maintain a record
of this.

Beginning with the upcoming school year, we will prepare and maintain a reconciliation of yearbooks
sales. These corrections to procedure will be effective with yearbook sales for the 2010-11 school year

Financial Reports:

Our monthly bank reconciliation has always been reviewed and signed by the principal on a monthly
basis. A fund summary, as well as all reports of the monthly financial statement, are printed and
maintained with our bookkeeper. We have never obtained the principal’s signature on the fund
summary, however, as per instructions from our audit we will begin this procedure immediately.

Extended Day Monies Collection Forms:

In response to the issues of the Audit for Osceola Extended Day, even though | was filling out a Monies
Collected report when | received payment and turning the money in to the bookkeeper daily, | was not
generating receipts every day that | received money. | was dating the Monies Collect report the same
date that | generated the receipts. | generated receipts 1-2 times per week. | can see that this is not the
correct way to proceed. | have read the recommendation and | will follow the policies without
exception by generating receipts on the day money is received, fill out a8 Monies Collected Report and
give the money to the bookkeeper for deposit into internal accounts.

Betty Masse, Extended Day Coordinator

Building Life-Long Learners



Page 2:

Returned Checks:
Our bookkeeper failed to record this check properly. She is aware of the proper procedures and will
handle all future NSF checks appropriately in the future.

Night Depository:
All collected funds are secured in a locked safe until the time of deposit. Our safe is secured in a locked

vault within the bookkeeper's office.

If activities are held after regular school hours that involve collected funds, an administrator is always
available to unlock the safe and secure the funds.

If it is necessary to have a night depository slot in addition to our current situation, we will follow the
guidelines outlined by our district.

Documentation of Disbursements:
Our bookkeeper follows proper procedures for documentation of disbursements. The particular receipt
for Check # 1333, generated on-line by the teacher who submitted it, failed to list a date and was

overlooked by the bookkeeper.

Mrs. Burney will continue to pay attention to detail regarding these procedures.

In conclusion, both myself and Mrs. Burney would like to thank your firm for the pleasant experience
your auditor, Megan, provided while working with us during our audit. She was very patient and
accommodating. We look forward to working with your firm in the years ahead.

Sincerely,

Yors. Jatto—

Nancy Little, Principal
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PAcETTI

Mg SUE SPARKMAN MS, KELLY JACOBSON
PRINCIFPAL ASSISTANT PRINCIPAL

MEMORANDUM

TO: Ms. Clara Ewing, RSM MeGiadrey, Inc.
M. Conley Weiss, Executive Director of Finance

FROM: Ms. Sue Sparkman, Principal, Pacetti Bay Middle School
DATE: August 95 2070
RE: © 2009 - 2010 nternal Audit Noncompliance Results

After reviewing the Internal Audit findings for the 2009 -2010 school year, the following procedural changes have
been implemented:

R FINDING
In two instances, prior approval was not.completed before the actual invoice and/or contract was generated.

As a result of this error in danng this procedure jeopardizes the accuracy of overspending on the individual
accounts related 1o checks #1642 and #1989, ‘

PROCEDURE CHANGE T U . o me aga .
Will insure that all material requisition forms are signed by the Principal priof fo any inveices and/or
confracts being signed or products being ordered. #

FINDING
In one instance. the fund raising report was dated and aclivity began before the signature of the Principal
“wasregeived. ;

2

PROCEDURE CHANGE i
Will insure that all fund raising activity forms are signed by the Principal prior to an¥ collection or sales of
apy fundraising activity.

Should you have any questions, concerns or need additional information, please feel fee w contact myseltfor Ms.
BPurham at (904) 547-8763.

Ce: Cathy Skarr, Finance Department
248 MEADOWLARK LANE PHONE
BAINT AUGUSTINE, FL. 320832 (204} 547 -B760

WeR Fax
WWW-PEM. STIDHNS . KT12.Fu.us (204 BAT-HBTES
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August 10, 2010

RSM McGladrey, Inc.
Attn - Clara Ewing
7351 Office Park Place
Melbourne, FL 32940

Dear Ms. Ewing:

. Please accept the following as my response for Ponte Vedra High School’s audit findings
w0 covering FY 2009-2010:

1. Two checks had only one signature.

| g Response: An oversight by the bookkeeper caused the checks to go out with the
B i Principal's signature only.

s The bookkeeper will ensure all checks have two signatures.

ECD: Immediate

2. Two materials requisitions were signed but not dated.
Response: Two Requests for Purchase approvals were not dated. However, they were
signed by the Principal/designee.
The bookkeeper will ensure all requests are dated properly.
ECD: Immediate

3. Two Monies Collected Forms were not listed as cash or check.
Response: The cash box did not have an "X” on two of the Monies Collected Forms.
The money listed for those items did balance.
The bookkeeper will ensure all Monies Collected Forms are filled out properly.
ECD: Immediate

4. Yearbook inventory was not reconciled.
Response: Sales will be done on-line this year. The yearbook sponsor will maintain a
list of sales and inventory. The bookkeeper will ensure the inventory is reconciled.
ECD: Immédiate

Sincerely
g J /070
Craig Spexi ﬁ Principal Date
460 Davis Road

Ponte Vedra, Florida 32081
{904) 547-7350
(904) 347-7355

www-pyhs.sgohns.k 12l us
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St Johns County

WOl PVPV/RAWLINGS Elementary School
School District

Kathleen Furness, PRncIPAL
610 Highway A1A North
Ponte Vedra Beach, Florida 32082

August 23, 2010

Ms. Clara M. Ewing
RSM McGladrey, Inc.
7351 Office Park Place
Melbourne, FL 32940

Dear Ms. Ewing:

Thank you for the opportunity to respond to the finding of our Internal Funds Audit for the school
year of July 1, 2009 to June 30, 2010. Please consider this our formal response.

1. Extended Day not using pre-numbered receipts - This procedure has been discussed with our
Extended Day Coordinator and pre-numbered receipts will be used for all monies collected. Ali
funds due will be received and recorded to show that they were collected prior to the students
attending extended day.The recsipts used for the audited year were from Quick Book Pro and
were dated but not pre-numbered. All monies collected will be receipted when collected.

2. Returned Checks not transferred to the general fund at year end - These checks were from
the month of June and CheckRedi was to reimburse us. The CheckRedi reimbursement did not
come in until after the close of the fiscal year. Afl checks will be transferred to the general fund at
the end of the year even when a reimbursement is pending.

3. Monies Collected Forms not filled out properly - We will review the proper way to fill out the
Monies Collected Forms with the staff at the beginning of the school year, Properly listing cash
and checks will be stressed.

4. The combination to the safe has not be changed every third year - We have been in contact
with Village Key to schedule the changing of the combination of the school safe.

We appreciate the way our audit was conducted in a professionai and timely manner.

Sincerely,
=7 > g
W /@% o
Kathieen Furness Belinda Rawson
Principal Bookkeeper

PVPV Phone: 904-547-3821 Fax: 904- 547-3825
Rawlings Phone: 904-547-8565 Fax;: 904-547-8575



¥a

‘uondasxs Jnoyum
psmojio} aq Adlod dA0QE Byl puSWILLOISI

‘pansodep Buiag s1 Yseo Jo JUNOWE 021109 ay)
§1 Ajl1aA 0} NP S1 Y ‘Pe1oaI0d JUNOWE Yors Joy
3322 10 Yseo jo Bunsl B INOYUA "L02PPE pue

sBulput |00Yog By} | 8N "BLIBU SIUSPNIS BUYI UNM PBIS) 8q 1SNW | | pPE # WIO) PSJOaj00 SaIuoL 8} uo paos|jo? MBN
Buimojjop asuodsay |00yag @8 | 19quinu 39842 10 YSED Jey} Salels (Al) (B) Lo+ | unowe yoes o) Jxeu palsi| jou $1 39840 10 YseD
uonoeg  HoogpueH S[UN02dY Jeulalul Byl | pejou em ‘sidieoas ysed jo Bunse) ino Buung
SWI04 Palda||0) saluo Jo uopa)dwor [ 2 ybIH
asuodsay juswabeuep LONEPUSIWIOITY S sanss| Buney
"spuny Jo uogeudolddesiut 1o/pue sjayon
‘uondaoxa noypm | BuIssIW ul Ynsa) pinod plos S1E¥oNL JO Jaquunu
pamoyio} oq Aded siyi jey) puswwodasl | syl of psosoo yseo Buiouodsar Apsdoid jou
M ~'Spuny  Bumsodsp pue Bundieoes | pue Aposuioour podes sejes Joxo1 8y} Buneidwon
10} ssidljod preog JOOUIS MO||0) pue ‘s18yol
plos Joy Aiojuaaur 19301 ay) erepdn ‘palo9)0D ‘ywodal sejes
SSIUCIN JO WodeY pue plog SIONOIL JO | 19O BUYl UC pjos Jaquwinu pue oud 19XIN By;
uoday a8y} uo Jo ubis ‘pjos s1exoN JO Jequinu | UO Paseq Paas||0d USS] SABY PINOYS JEUM UEY)
sBulpuly jooysg ay | 8y 01 pejoelos ysed ayl J|IDU0JB) ((BYS | ‘0L$ ‘pa10el0o Asuow ssef aq o} pereadde a1y}
Buimojjoj asuodsay |ooyas 298 | 1adeayiooq ay, ‘((A)(e)poy) ‘uonoes sjexoly | se Ajoauooul pejejdwod sem voday ssfes 194911 MmepN
40 8fEG ™OOQPUBRH SIUN0JDY |euldlu) 8y} 18d | B Jeyl pajou am ‘se|es 1oyaN Jo 1s8) Jno Buung
sajes 194911 L yBiH
“asuodsay juswebeuelyy ucnepusuiuioday 5 |===uTr LSS L] SBNSS| = buney

oLozreLe

STO0HOS FHL LV LISIA 3LIS-NQ 40 31v(]

J00HOS 370N SHIDOY F1aNVYE) TOOHDS

SLINNODIY TYNHILN]

12141813 TOOHIS ALNNOY SNHO 1S




sBuipulg |ooyds ay}

"spuny ay} Buil09)|02 unosoe pejejal
3y} u| @oueleq yseD pus-iesh 8y} 81eIsIenc
0} 10U SB SJUNoooy JO UBYS SJUNODDY [BUISI|
pieog |00YdS 8yl YIM SOUBPIODOE Ul pung
jelausy) 8y} O} paugjsuel} aq |jeys pus-iesk

‘pus-1e3A JB puny [e1ausab sy} o) paLdjsuel)

Buimo||oy asuodsay jooydg @ag | Je Bulpueisino $309yo JSN 1Byl salels (09 | lou asem ‘Gzg$ Buielol syoeyo 4N 99iy) mepN
UOIo8g) YOOGPUEH SIUNOODY [eulalu| BYJL | PSIoU am ‘Sx3o8yd pauinial jo 188} Jno Buung
$yaay) pauimey [ ¥ ajerdpop
“esuodsay juswebeuep UOREPUSWIWIOISY . S9NSSs| . Buney
"spuny jo uoneudolddesiw ut ynsas pinoa
uoneuswnoop Buipoddns noyum suswesingsiq
" Siuawasingsip
lE 10} 8|} uo pauEUBW 3q [BYys qnis ‘pred Jou sem xe) s8|es 1By}
3oayo pue ‘sseyoind Bunenuelsgns 1disoas | Ajusa o paseyaind sway syl JO |IRSp 8yl MaIAS)
sBuipuid jooyds ays | 10 80l0AUI ‘wio) 1senbay xosypuomsinbay | o} e|qeun aojeusyl ssem apy  1diooas pajelep
Buimojjo} asuodsay [ooyog @eg | [euelely  Buoddng,  semels  {(Q)L0'S | B Aq pauoddns jou sem $599 # ¥o8yD) 1eY) pajou MaN
uoloeg) YoogpueH SJUNOJDY [BUIBlUl 8Y) | 8m ‘sjuswesingsip yses jo Bupss) uno Buung
Usweasingsiq Jo UoieuawNIog [ ybiH
asuodsay juawisbeuepy uolEpPUAWWNISY | TR senss| e puney

oLoeeLs

+TOOHOS FHL LV LISIA 3LIS-NQ 40 31vQ

A3NNILNOD - TO0HIS 3104l SYIDOH 19NV T00HOS

SINNODJY TYNHIALN]|

LI1H1SI[ TOOHOS ALNNOD SNHO 1S




Gamble Rogers Middle School

6250 US1 South ¢ St. Augustine. Florida 32086

Telephone (904) 547-8700 * Fax (904) 547-8705
www-grms.stjohns.k12.fl.us

Beverly Gordon Endolyn Davis
Principal Assistant Principal
September 1, 2010
R3SM McGladres, Inc.
7351 Office Park Place
Melbourne, FL 32940

To: Clara M. Ewing,

Re: In response to the audit findings for Gambie Rogers Middle School for the 2009/2010 school year:

Issue 1-Ticket Sales

We will reconcile the cash collected to the number of tickets sold. 4.04

Issue 2-Completion of Monies Collected Forms

We have reviewed the monies collected form with all staff emphasizing the importance of listing the check
number or checking the cash box, 4.0

Issue 3- Documentation of Disbursement

This check was issued to Publix Supermarket: Publix sends out monthly invoices. The invoice was attached
to support the check along with the check requisition. The actual cash register receipt was not attached: we
will keep the receipts and attach to the statements. 5.01

Issue 4-Returned Checks

We will transfer the NSF checks to the General Fund as directed in the Internal Handbook, prior to the end of
the fiscal year. 6.05

Sincerely,
Beverly Gordon Dawn Wynn Mg}h\)
Principal Bockkeeper

ST. JOHNS COUNTY SCHOOL DISTRICT

Accredited by the Southern Association of Colleges and Schools
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SEBASTIAN MIDDLE SCHOOL.

Kelly Battell, Principal Lorena Hernandez, Bookkeeper
Debra Allred, Assistant Principal Jeff Baldwin, Maintenance Manager

August 25, 2010

Clara Ewing

RSM McGladrey, Inc.
7351 Office Park Place
Melbourne, FL 32940

‘Dear Ms. Ewing;

As per your request, below you will find our response to the four audit findings for Sebastian Middle
School for 2009 — 2010 school year,

I.. Regarding donations from cutside organizations, there were three instances where the PTO
reimbursed the school’s internal accounts for purchases they made without prior approval:
Ms. Hernandez did receive verbal approval from the District Chief Financial Officer
for reimbursement to the school’s internal account. In the future, we will request
approval in writing. ECD: 08/25/2010

2. Regarding cash receipts not listing cash/checks on the monies collected form: Returning
Staff have been reminded of this procedure. New Teachers will receive individual
training on procedures for all receipts and disbursements. Each staff member has
received a handboolc which includes a section on the “how to” procedures for all
monies. ECD: 08/18/2010

3. Regarding the disbursement (check #2008) which was for items purchased with the intent to
resale, vendor did not charge sales tax: This was an isolated incident and has been
addressed with the sponsor invoived. ECD: 08/18/2010

4. Regarding notation that the yearbook agreement was signed by the Assistant Principal and not
the Principal: The Assistant Principal is our primary contact for the yearbook,
therefore they sign the contract, and in addition the Principal will also sign the
contract. Both have signed the 2010 - 2011 contracts. ECD: 07/01/2010

Please do not hesitate to contact me or Ms. Hernandez should you have any further questions or
concerns.

Sincerely,

Enitze/

Kelly Battell -

2955 Lewis Speedway, St. Augustine, FL 32084 - Phone (904) 547-3840 « Fax (904) 547-3845
www-sms.stjohns.k12.fl.us
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South Woods Elementary School Brian McElhone, Principal

4750 State Road 206 West Mary Davis. Assistant Principal
Eikton, Florida 32033 Michelle Serrano, Exec. Bookkeeper/Secretary
(904) 547-8610; Fax (904) 347-8615 Bennie Witt, Maintenance Coordinator
http:/fiwww-swe.stjohns.k12.fl.us/ Doris Hurmphrey, Registrar

Clara M Ewing

RSM McGladrey, Inc.
7351 Office Park Place
Melbourne, FL 32940

Dear Ms. Ewing:
The following are the responses to the Audit review:

Issue #1: Disbursements Authorization & Completion of Forms:

Materials Requisition/Check Request form did not include the internal account to be
used.

Response: Account number is placed on form.

Check# 2397 & 2399 were not substantiated by the required Disirict authorized field trip
form.
Response: All required Field trip forms shall be attached to each check issued.

Issue#2: Segregation of Duties:

Noted the bookkeeper occasionally opens the mail, prepares the Report of Monies
Collected and deposit slips, issues receipts and prepares the Bank Reconciliation.
Response: Receptionist opens all mail and submits and Monies collected form for all
monies received through mail.

Issue #3: Fundraising Activity:

During the testing of fund raising activities we noted that the School had a candy sale to
raise money for the 5™ grade class, but did not utilize the fundraising activity form or the
fundraiser checklist to document the fundraiser.

Response: All required Fund raising forms shall be used and kept on file.

Issue#4: Safe guarding Forms:

Observed that the blank checks are locked in a filing cabinet, but blank deposit slips are
not maintained in a locked area.

Response: Blank deposit forms are locked in same locked filing cabinet as blank checks.



South Woods Elementary School Brian McEtone. Principal

4750 State Road 206 West Mary Davis, Assistant Principal

Elkeon, Florida 32033 Michelle Serrano, Exec. Bookkeeper/Secretary
{904) 547-8610; Fax (904) 547-8615 Bennie Witt, Maintenance Coordinator
http:/fwww-swe.stiohns.k12.fl.us/ Deoris Humphrey. Registrar

Audit Response continues:

Issue#5: Year Book:

During the testing of the Year Book Inventory, we noted the following: The School was
not familiar with the Year Book process as required by the District and An
Inventory/reconciliation was not prepared for the Year Book Account.

Response: Procedures are in placed to properly prepare & perform a Year Book
Reconciliation according to the Internal Funds Procedure Manual.

Issue#6: School Night Deposit

No Night Depository.
Response: Night Depository will be installed outside of Bookkeeper’s office.

Sincerely:

Rom ooy

Brian McHlhone, Principal
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S)'\\{ St. Augudtine ‘High School

VQ B205 Vanella rtvenne W

\\: o St. Augustine, Ploida 32054 Dawn Seps
L% 904-547 - §530 ustarans Dineipat

Dr. Cnatg Dawts
HAssistant Principal

foan Salsfny

Caroon Sgoctalisr

DATE: August 23, 2010

TO: Clara Ewing
Consulting-Risk Management

: ~ Mittelgiadi-
FROM (l.;.:t‘::\:pl\;ittelstadt @ . ) - ,6,,. C«ﬂ\a

RE: Internal Funds Review

In response to the findings from the SAMS Internal Funds review the following actions will occur to
ensure a quality assurance for the upcoming school year 2010-2011.

Issue #1 Authorization of Disbursements. The Principal will ensure that all disbursements have
the required two signatures as required by section 5.01(a) of the Internal Funds Procedure Manual.

Issue #2 Frequency of Deposits. The Principal will ensure that all monies collected are delivered
to the bookkeeper on the day of collection and deposited within the 5 business day requirement as
required by Section 4.02 {f) and 4.03. To ensure this occurs the Principal’s Executive Secretary serve as a
back-up in case the bookkeeper is absant from work.

Issue #3 Non-qualified Depository. The Principal did seek District Approval from CEQ Conley
Weiss before opening a trust account with Raymond lames.

Issue #4 Segregation of Dutties. The Principal will ensure the bookkeeper is not the designated
primary recipient of original receipts, in accordance with section 4.02{c).

Issue #5 Completion of Monies Collected Forms. The Principal will ensure that the depositor
record all cash or check numbers with each student’s name to verify the correct cash being deposited,
in accordance with section 4,01 {a) (iv) of the Internal Funds Procedures Manual,

Issue #6 Ticket Sales. The Principal will ensure the designee for ticket sales accounts for all
tickets in sequential order. Any unaccounted tickets will result in an investigation by a designee
determined by the Principal. This will ensure section 4.04{a)(i}(4) is meet with fidelity.

Issue #7 Yearbook Safes. The Principal will ensure the Yearbook sponsor follows ali district

required procedures. Information regarding sales is kept in the Yearhook sponsor’s office. The yearbook
sponsor lists each student , the Check number or Cash, and the dollar amount paid on the Report of

Evory Day Pounts 7 SHHE
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Monies Collected forms that are submitted with the amounts to be deposited in the account. SAHS also
receives a report from Herff Jopes that lists on line purchases with the student name, number of
yearbooks purchased and the amount paid. The students must sign for their books when picked up.
Beginning 2010-2011, a file with all required documentation and a reconciliation will ba kept on file in

the Bookkeeper's office,

Issue #8 Fund Raiser Activities. All Fund raiser activities will be properly dated by the Principal
to ensure all request had prior approval.
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St. Johns Technical High School

2980 Collins Ave., Bldg. E
St. Augustine, Florida 32084

Joy Taylor Phone: 904-547-8500 Fax: 904-547-8505 Kim Dugger
Principal website: www.sjth.stjohns.k12.fl.us Turnaround Specialist

August 23, 2010
To Whom It May Concern:

I am writing in reference to the audit report generated for St. Johns Technical High School
for the 2009-2010 school year.

In regard to the first cited issue, returned checks, the bookkeeper has reviewed the internal
funds manual related to this issue. In the future required procedures will be followed.

In regard to the segregation of duties recommendation, we have planned for two identified
individuals to assist the bookkeeper with the collecting, initialing, authorizing, recording
and custody of cash and receipts. This will insure the separation of tasks related to the
collection of funds.

In regard to the yearbook reconciliation, suggestion was made to follow procedure to
insure that final reconciliation of the yearbook account be performed as of year-end.

In response to the recommendation, | have appointed a new yearbook sponsor who will be
trained in the correct yearbook inventory procedures. Records will be reviewed regularly
by the principal to insure accurate records reflecting all sales.

Finally, in regard to the recommendation related to our safe combination, our maintenance
coordinator has contracted with SAFE, a security business , to reset the combination to our
school safe. The combination will be reset by Friday, August 27, 2010,

Please let us know if you have further concerns. We appreciate your support.

Sincerely,

ZZ;}'IO rincipal
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Switzerland Point Middle School
777 Greenbriar Road

Saint Johns, Florida 32259-8336

(904) 547-8650

Fax (904) 547-8645

www-raider.stjohns.k12 flus

August 30. 2010

Clara Ewing

RSM McGladrey, Inc.
7351 Office Park Place
Meibourne, FL 32940

In response to the findings of the Switzerland Point Middle School 09-10 audit please be advised:

1. During test of disbursemenits, it was noted that there was a materials requisition /check request
form that was prepared after the date of purchase commitment.

Response: All disbursements will have proper forms prepared and signed by teacher/sponsor
and approved by Principal prior to expenditures being made. In the above instance, a contract had
been signed by the Principal with pricing and payment obligation detailed prior to purchase
commitment.

2. During Yearbook inventory, it was noted that a listing of individuals who purchased yearbooks,
including the sale amount and number of yearbooks purchased was not maintained. An inventory/
reconciliation was not prepared for the yearbook account.

Response: School will follow yearbook procedure as listed in the Internal Funds Manual.
Sponsor will maintain required records and reconciliation will be prepared. Swiss Point will be
moving to an online only ordering payment system. This procedure will require the yearbook
company to maintain records and provide reconciliation to school.

3. During review of year-end bank reconciliation, an unreconciled balance of $60 for which a
description of the reason for the unreconciled amount was not listed.
Response: Unreconciled items will be researched and documented within a timely manner.
The item in question is a bad check that was not collected. This item has been on the books
for at least 2 years. This will be resolved.

4. During testing of cash receipts, it was noted cash or check is not listed next to the amount collected
on a monies collected form.
Response: Teachers/ Sponsors have been reminded to clearly fill out Monies collected forms
identifying all items collected as cash or check. Bookkeeper will verify that this being completed
properly,

5. Observed that blank deposit slips are not maintained in a locked area.
Response: Blank deposit slips have been moved to locked area.

The Next Level of Excellence



6. Was noted that the school’s general ledger chart of accounts numbering is not in alignment with
The District prescribed chart of accounts numbering system.

Response: We will align numbering system at year end roll over.

7. During testing of fundraising activities, were unable to verify prior approval of activity as the
principal’s approval was undated.

Response: Principal will date her approvals to evidence timeliness. Bookkeeper will
check for dated signature

If you have any additional questions, please do not hesitate to call me.

rely,
Yy Oadona sz(b\
Lisa Kunze : Valerie Canepa

Principal Bookkeeper
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Timberlin Creek Elementary

Catherine Hutchins, Principal
Christy Slater, Assistant Principal

55Pine Tree Lane
St. Augustine, Florida 32092

August 16, 2010

Ms. Clara M. Ewing
Consulting — Risk Management
7352 Office Park Place
Melbourne, FL 32940

Dear Ms. Ewing:

Please accept the following as our response to the draft of the formal audit finding covering FY 2009-2010 for
Timberlin Creek Elementary School:

¢ Issue: - “During our test of returned checks, we noted 7 NSF checks totally $486.95, were not
transferred to the general fund at year end.”

» Response ~Each month we will follow the process in the accounting software when dealing
with any returned checks. This will ensure that account balances are not overstated on a
monthly basis or at year-end in accordance with the School Board Internal Accounts Chart of
Accounts.

Thank you for your assistance. If you have any questions or require additional information, please contact me at
(904) 547-7400.

Sincerely,

Clithons A Hudchas

Catherine Hutchins
Principal

Tnﬂ'nﬁ-r-\o»— (Tanmtimee L armallamman



20l

sBujpuig [ooyog ay

-uondaoxa
Inoylm pamo|[0} aq Adfjod sy puswiosal spp

sjuswasingsip
I8 Joj} o} uo pauelueul aq (eys qnis
jooyo pue ‘eseyaind Bunenuelsgns 1diesel
10 so0Aul ‘uuoj isenbas  yoeyomonsinbal

‘spuny jo uoneudosddesiw
u ynssl pinod  uonewawnaop  Huuoddns
91 INo0k pue 81a|dwod Jnouypm sjuaLwesIngsig

unowe juswdAed ay] 0} seibe Jou

Buimojjo} asuodsay [ooyas a9g | (eustew Bunuoddns jeys serels ((9) 10°S | pIp 9951 # %o8yo to) uoneuswnoop Huipoddns MmaN
UOJ08G) MOooqpueH SJUNOJDY |BUIBIU| YL | SYl PSIOU 9M ‘SjuswBsINgsIp jo 1sa} Jno Buung
SIUBWaSINGSI(] 10) UCHEIUBWINIOQ [z ybiH
ssuodsay juawabeueyy UoIEpPUSUIMIOCo3Y . N . SONss| buney
‘SallAoe Aep papus)xa
Aue u uonedioued juepmis jo  @oueApe
u) pred sie s394 ||B 1BY) INSUS O} JOJBUIPIOOD
Aep pepusixe 8y yum  uawalnbal
siyl maias) [ediound syl Jeyl pUBWIWIOTA) app
« 01 UoNoag YIA 9|0IuY ‘eplo|4 "wesboud
j0 3Elg Byl Jo uounysuod eyl o Avenuod | ayj Jo s1s00 auy puny Apadold o) Aujiqeul sy) pue
s saolues Buiptaoid jo 9oUBAPE UI $88) 108]j00 | [00UIS 8L O} NP SBNUBARI JSO| Ul JNSS) UED S33)
0} ainjie4 ‘uoisses pejejal 8y} ul souepusye | wesbosd Aep papuaixe Jo jdiedal pasueape uoN
s.piyo syl o) soud esoueape ul pred aq jsnul
sBujpuld jooydss ayy | wesboid Aeq pepusixg ayr u uonedioiped ‘saonas Aep papuaixe
Buimojjo} asuodsay |ooyog 8ag | Juepnis Joy saa) |y, Tey) setels ((IN(B) L0'g | 10} pepuelxe sem upaId alaym  ssouejsul Butunoay
UoNoag) MoogpUEH SWINODDY [ewsiul ay) | eelyl pslou am ‘sydivosl YseD Jo 18] Jno Buung
suond9(jo) Aeqg papusix3 [ 1 ybiy
asuodsay juswabeuepy uogepuswwosay 000 | T SaNsSS| Buiey

0L0Z/6/8

IT00HOS JHL LV LISIA 3LIS-NO 40 31vQ

TO0HIS AHVINIWITI MATHD SAHVAL TO0HOS

SLINNOJDY TVNHIALN]|

10I4181g TOOHOS ALNNOD SNHO 1S




E0L

sBuipuly jooyog ayy

‘uoljdeoxa
Jnoyum pemojjo} aq Aojod syl puswwoal
8M (X 8|0y PUB fiALQ'E UONOSS “oogpueH
SIUNOODY [BWIBUl 1DMISIT) 420 1BI1DURUlY
J8IyD 10UsIq ay Jo reaosdde soud aaey 1snw
(sgn|p Je1s00g ¥ ‘Old ‘'V.id) suoneziuebio

1920 [BlaUBUIL jBRID WOMISI]
ayl Ag |eacudde oud sAeYy JoU PIP UOREUOP
Old ®Ul '60/SL/Cl U0 |ooyds syl o1 spew

Buimo)|o) asuodsay |jooyasg aag | poddns jooyss yum suonoesuel) jje pue Aue | sem (99geg 1diIeoal) uoieuop Old B palod MaN
1By} S9jejs MoogpueH SUNcooY [Bwsiul 8yl | am ‘suoneziueblo episino jo Guissl uno Buung
suojeziuebig spisino [ ¥ ybiH
~ osuodsey wowebeuely | ____uopepuswwiodey | sanss| | Buney
"JaU Jo 9oueys pasealoul
ue S| @Jayl ‘SuolDV|OI USED ISAD  S|0JUO0D
Jedoud hoym pue puny jo uonieudoiddesiw
~j0j08)j00 | U WNS8J p|nod pajos|joo seluow o Aoeinsoeu
yoea Ag si Jedeayooq oyl Aq Buidisoel
pue Buiouodar ajueyua 0} JOJA|I0D Yoee “I0L9 Ul G9EZ6E Se payiew
lo} Ajeresedas paijequinu aq swlo) pajos|0o | SBM WIO) BUQ  "SWICL Pajis|jo0  selucw
SSILOW UOBS JBy) pusWILOO8) oOs[e apy | S1Biedas Z pey Goegee sequinu idieosy e
*SULIO) PBJOs[I0a sajuoW
‘uondaoxe INoyum pemojjo) | Sieledes ¢ pey 0gLZeE Jequinu jdieocay e
aqg Aoijod sn0qe By} pUBLILWIODa! AN "S3IUCW ‘pajejo)
Bunos|ioo |enpiaipul syl 0) ps1os(|od Sauowl | JOU  SBM  pajog|iod  saluow Byl ‘£S5/26E
jo uodas eyl Jo Adoo uogied e anss| pue | PUB G/9Z6E SWIO) Palodiiod seluow uQ e
‘jjo ubis “Jaquinu 1d12oal JuoKIBIe palaquInu ‘pausodap
-aid  8y) Juswnoop  ‘peoaloo  sauow | Buieq i yseo Jo Junowe 1081109 8yl Jl AjusA 0}
10 uodel sy} 0} PElI8||0 SBIUCLL AU} SIBUOIDL | YNDIP SI )| ‘PBl0s]|od JuNoWe Yora Jo) Yosyd
ileys Jedeayiooq sy jeys serels (6) zov | 40 Yseo jo Bunsi e oYUM '8L926E# WO}
uoloeg ‘ooqpueH SHUNOJOY [BUJSlU] S8y | POID8||00 SSluocw SY} U0 Pajod|ed JUnowe
LoBa O] IX9U PaJSI| JOU SEM }OaUDd JO USBD e
sBuipul4 [ooyos auyy "SWEBU S,)UBpn]s AUl UM palsy aq jsnuw :51d19oa) yseo
Buimo||oy asuodsay |ooyds 93§ | Jaguunu %o8Yd 10 yseo Jeu) serels (A1) (B) Loy | oF spsebas ul Bumojo) ayy psjou am ‘susodep MAN
uoNoag ‘JOOgpueH SJUN0ooY [eusdlul 8yl | aul jo Adeunsoe yojew ay) jo Bunsey Jno Buung
SWIO4 Pajoa]jo) sauol Jo Aaeindoy | £ ybiy
“esuodsey juswabBeuep UONEPUSIWOISYH = = ‘sanss| Buney

oLoc/6/8

TOOHIS 3HL 1V LSIA 3LIS-NQ 40 3Lv(g

SINNOJIY TYNHILN|

Q3NNILNCD = TOOHDS AHVLININITF M33HD SAUVAM TO0HDIS

1014181 TOOHIS ALNNOD SNHO{ *1S




‘pajeudosddesiw
aq pINnoo Plos agq 0] SWPY PuUB  SUONDI||0D
yseos ‘Alojuaaul ‘sajes ooqueaA Buipunorns
s(04)uo09 Jadoud Byl INOYIAL "SAOQE BY) UO paseq
uoljelioucdar e wiopasd 0] S|qeun Blam B

‘uondeaxa noypm "JOpUAA Yoogqieal
pamojio; eq Aonod sy jeyr puswwooe: | Aued payy ey Jo jooyos Byl Aq psureluew
9M  uonewlo painbal palyoads ueluiew | Jou sem peseyond syooqiesA  Jo  lsquinu
sBuipui4 jooyag syl | [jeys 10sucds sseD JooqueaA ayl usy) ‘looyss | pue junowe ees oyl bBulpnpul  ‘syooqiesA

Buimoy|oy asuodsay |00ydg 99g | € Ag plos sle syooqieah §i leyl selels (FO'6 | paseyoind oym spenpiaipul Jo Buns) e Jey; psjou MaN
UoIlo8S) NOOgPUBH SJUNoddY [eusdlul 8yl | em ‘Alojuaaul yooqueah ayy jo Buyse) Jno Buung
jooqies; [ s ybIH
esuodsay juewebeueyy |  UONEPUAIWOIBY . ! e - senss| R . Buney
0L0OZ/6/8 :1OOHODS IHL LV LISIA ALIS-NQ 40 31vQ 03NNILNOD - TOOHIS AHV.LINIWITI M33HD SOUVM TOOHDS

SINNODIY TVNHIALN]| 1214181 TOOHOS ALNNOY SNHO "LS




WARDS CREEK ELEMENTARY

6555 State Road 16

St. Augustine, Florida 32092
904-547-8730

Don Campbell, Principal

August 19, 2010

To Whom It May Concern,

| would like to thank RSM McGladrey Inc. for their time and effort on behalf of
Wards Creek Elementary School. In response to their findings:

1-

2-

Credit Extended to Three Parents for Extended Day- This is a concern of our school,
however; all efforts are made to ensure timely collection of fees. We will continue to
emphasis the necessity of prompt payments. This wilf be an ongoing correction.
Supporting Check not Matching Documentation-The fransaction in question was a
check sent fo the school board to fund a budget line for an emergency purchase for our
P.E. department on the credit card. Unfortunately, not all items were available. The
money is still available on the budget line for the P.E. Department. This is a one- time
event.

Cash Receipts- Our bookkeeper wilf continue lo counsel teachers on the importance of
fifling monies collected forms out correctly. This will be an ongoing correction.

PTO Donation received before District Permission- In future events the district will be
notitied before any money is received by the school. This item is already considered
corrected,

Yearbook- This year Wards Creek had an outside vendor collect all money for
yearbooks. It was then discovered when the yearbooks came in that the vendor had not
been keeping track of individual payments. This situation has already been corrected by
choosing a differenf vendor for next year that offers on-fine tracking of payments.

Sincerely,

T

Don Campbell
Principal
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The Webster School

420 North Orange Street

St. Augustine, Florida 32084
Main Office 904-547-3871
Fax 904-547-3865

George R. Leidigh ~ Principal

Andrea Bernhard— Assistant Principal
August 30, 2010

To: Clara Ewing

Internal Audit Findings

Re: Segregation of Duties
Ms. Witt will not open the mail the receptionist will take over that duty immediately.

Re: Safe Combination
The combination to the safe is going to be changed the week of August 30, 2010,

Re: School Night Depository
Mpr. Leidigh will contact Mr. Weiss and maintenance coordinator to discuss the direction of
installing a night drop.

Gt

George Leid;,
Principal
The Webster School



District Level Observations

Based on the results of our audits at the individual schools, we have developed the following observations
or recommended “best practices” as they relate to the overall District.

Training

Observation

Annual and New Bookkeeper Training

The District provides annuai training to all bookkeepers; however, attendance at the training is not
currently mandatory. We noted, through inquiries, some of the bookkeepers indicated they were not
aware of specific policies provided in the Internal Accounts Procedures Manual, nor were they utilizing the
manual as a resource for answers to their questions. Often, procedures were performed based on how
they had been done in the past or as they were communicated by the District outside of the Internal
Accounts Procedures Manual.

Similarly, new bookkeeper training is currently offered, but attendance is not mandatory.

A training program for new and existing bookkeepers that focuses on areas cited during the annual audit
process, as well as areas considered by the District to be of high risk, could decrease the number of
errors and increase consistency in accounting for internal accounts, thus reducing the risk to the District.

Recommended Action

We recommend the following:

» The District expand the areas of focus within the existing training agenda to specific target areas of
the Internal Accounts Procedures Manual and emphasize utilization of and reference to the manual.

* The District enforce the annual and new bookkeeper training as mandatory.

Areas where inconsistencies or issues were noted include, but are not limited to, the following:

Yearbook Sales

We noted for 23 of 27 (85%) schools that handled yearbook sales through internal accounts had findings
related to controls over yearbook inventory. Although Section 9.04 of the Internal Accounts Procedures
Manual provides that if yearbooks are sold by a school, then the yearbook class sponsor shall maintain
certain required information, as outlined in the procedures manual, many bookkeepers indicated they
were unaware of these provisions.

Safe Combination

We noted for 14 of 33 (42%) schools, the combination of the safe (where cash and checks are stored) is
not consistently changed after tumnover or changes in the bookkeeper, assistant principal and/or principal
position(s), nor as required every third year in accordance with Section. 2.08(c) of the Internal Accounts
Procedures Manual.

Both training programs should utilize the results of this audit to ensure the focus of the training is on the
high risk, high volume areas.
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District Level Observations - continued

Policies and Procedures

Observation

During our testing, we noted areas where it may benefit the District to review the Internal Accounts
Procedures Manual and consider updates or additional clarification to provide additional detail to assist in
guiding the bookkeepers to perform functions in compliance with the District's policies. Without additional
guidance, policies and procedures may be misinterpreted and lead to inconsistencies.

Areas for consideration include:
+ Principal's Review of the Bank Reconciliation
Sale of Tickets and Pricing
Adjusting Entries
Safe Combination
Individual Receipts
Recording of Interest Income
Yearbook Sales

® & & & & »

Recommended Action

Principal’s Review of the Bank Reconciliation
The District's current policies require the principal to review the completed bank reconciliation if the

reconciliation is prepared by the bookkeeper (which is most often the case). We recommend the Internal
Accounts Procedures Manual be updated to include specific steps to be completed as part of the review
process. The principal’'s monthly review of the bank reconciliation should inciude the following:
¢ Comparing the bank balance per the reconciliation to the bank statement:
» Comparing the general ledger balance per the bank reconciliation to the fund summary report.
+ Comparing outstanding checks and deposits in transit to supporting documentation generated
from the Heritage software.
+ Any differences should be investigated and the results of such follow-up should be documented.
Additionally, any unreconciled difference should be identified on the bottom of the reconciliation.

Sale of Tickets and Pricing

To provide for consistency and to establish parameters, we suggest the Internal Accounts Procedures
Manual be updated to include District-recommended event pricing, including pricing distinguishing
between adult and student prices for the event, if applicable.

Adjusting Entries

Currently, the District's policies do not require the principals to review and approve adjusting entries to the
internal accounts general ledger. We recommend the Internal Accounts Procedures Manual be updated
to include such a policy and to establish procedures for principal review and approval of all adjusting
entries to accounts. The policy should include a listing of transactions for which an adjusting entry can by
utilized for posting into the general ledger, e.g., recording of interest income, recording of bank service
charges, correction of posting errors, efc.

Safe Combination

We recommend the District implement a policy that requires each school to maintain a current log of all
individuals with access to the safe. Additionally, Section 2.08(c) of the Internal Accounts Procedures
Manual states, “The combination shall be changed whenever there is a change in administrative
personnel and/or bookkeeper or at the end of every third year.” This policy is not currently being
uniformly applied by the schools.
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District Level Observations - continued

Policies and Procedures - continued

Recommended Action - continued

Individual Receipts
To provide for enhanced control over cash receipts, we recommend the District consider requiring the

schools to issue pre-numbered receipts to individuals (student/parent) to substantiate cash receipts over
a certain dollar threshold. Issuance of individual receipts provides the Schools with additionat
documentation and support in situations in which a cash receipt is questioned by an individual
(student/parent) and becomes supporting documentation for the monies collected form.

Interest income
We recommend the Internal Accounts Procedures Manual be updated to include a policy requiring the
recording of interest income from interest-bearing accounts on at least a quarterly basis.

Yearbook Sales

To provide for improved controls related to yearbook sales, we recommend the District consider the

following:

» Enhance Section 9.04 of the Internal Accounts Procedures Manual to include the requirement for a
reconciliation of yearbook sales activity be performed each year via completion of a standardized
yearbook reconciliation form.

» The reconciliation form should include, at a minimum:

o The reconciliation date

Yearbook purchase details

Yearbook sales details

Profit / Loss details

Summary details

The teacher/sponsor signature and date indicating completion of form

The principal signature and date after review of the completed form

The bookkeeper signature and date after review of accuracy and comparison to the general

ledger. The general ledger report should be printed and attached to the reconciliation.

o Copies of all supporting documentation should be aitached to the form, including invoices,
purchase orders, etc.

¢ Include the newly deveioped yearbook reconciliation form as an appendix to the Internal Accounts
Procedures Manual.

+ Provide communication and training to the principals and bookkeepers regarding revised policies and
procedures.

00 00O0O0CO

Employee Bonding

Observation

Currently, all District employees and volunteers are to be covered under the District's insurance bond
policy, which includes a $500,000 cap per loss and $25,000 deductible per loss.

Article | Section 1.02 (f) of the Internal Accounts Procedures Manual states “All employees and volunteers
having responsibility for handling and recording internal funds financial transactions shall be authorized
by the principal and bonded through the District.”

Recommended Action

We recommend the District ensure that the employee bonding coverage, practices and procedures are

current, appropriate and in line with the stated policy per the Internal Accounts Procedures Manual Article
I Section 1.02 (f).
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District Level Observations - continued

Process Enhancements Upon System Implementation
Observation

During the completion of our site visits, we noted the following inconsistencies between the policies and
procedures in the Internal Accounts Procedures Manual and actual practice:

Extended Day Bookkeeping and Record Keeping

Currently 13 of the 17 (77%) elementary schools in the District provide extended day care services. We
noted inconsistent recordkeeping practices amongst the elementary schools with regards to extended day
care. The schools either utilized manual logs, QuickBooks and/or Microsoft Excel to track/document
extended day care transactions and records.

Non-standardized procedures and practices could lead to errors in extended day care accounting
recordkeeping and monitoring.

Bank Reconciliation
Currently, 25 of 33 (76%) of schools perform manual monthly bank reconciliations in lieu of utilizing the
system-based bank reconciliation functionality within the Heritage software.

The preparation of a manual bank reconciliation increases the opportunity for falsification of reconciling
amounts and increases the risk of human error on the monthly bank reconciliation.

Recommended Action

We recommend the following policy changes be considered in the implementation of the new financial
system, SunGard:

Extended Day Bookkeeping and Record Keeping

* Establish consistent standardized procedures and practices for each elementary school with
extended day care by utilizing SunGard for the extended day care bookkeeping and record keeping.

Bank Reconciliation
¢ Require all schools to utilize the system-based bank reconciliation function in the SunGard software.

We also recommend that the District mandate the following:
¢ SunGard user training for all bookkeepers.
» Limitations on user access for bookkeeper pending completion of the required training.
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