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FRAMEWORK FOR CONDUCTING 
MINI- INTERNAL REVIEWS

Use Existing Staff to Assist with Monthly Monitoring of 
Financial Records With the Use of Simple Spreadsheets.



Purpose, Principles, and Value of 
Mini- Internal Financial Reviews

Purpose of Mini - Reviews
Designed for efficient oversight, mini - reviews provide 
timely assurance on high - risk financial processes in school 
districts.

Guiding Principles
Risk - based, objective, and collaborative reviews focus on 
significant exposure areas with minimal disruption.

Management Tool Role
Mini- reviews promote accountability and continuous improvement 
rather than fault - finding or punitive actions.

Value Beyond Compliance
They strengthen controls, transparency, and bookkeeper 
confidence, fostering a culture of financial stewardship.



School Level Monthly Review

Bookkeeper Review of Key Financial Reports 
Monthly:

• Balance My School Bucks payments prior to 
import.

• Review of outstanding vendor checks and missing 
check numbers.

• Ensures bank account is balanced monthly.

• Identifies purchase order encumbrance issues.

• Addresses negative activity balances & posting 
errors.

• Review of opened purchase orders to prevent past 
due invoices.

Promotes Job Ownership and Reinforces Knowledge.



Central Office Monthly Review 

Central Office Review of Monthly Financial Reports:

• Ensures cash accounts are balanced.

• Identifies outstanding receivables and payables.

• Reduces critical errors at import.

• Prevents issues at end of year close.

Communicating posting errors to local school bookkeepers 
assists with training and prevents reoccurrences.



Central Office 
Monthly Review 

Bank Reconciliation:

• "Other Reconciliation Items"

• Journal Entries

Capitalized Equipment:

• Identifies Errors Prior to Purchasing 
Department Review

Transfers & Fuel:

• Balances transfer of funds between 
Schools & Central Office

Regular monitoring reduces errors, 
supports timely corrections and 
strengthens overall financial accountability.



PRACTICAL MONITORING TOOLS

Compliance, Cash Handling, Accounts Payable, and Accountability



Risk Assessment, Scope, and 
Review Planning

Structured Risk Assessment
Assess risks by analyzing audit findings, financial trends, and 
known risk factors to focus review resources effectively.

Focused Review Scope
Define narrow review scopes targeting specific processes like 
receipting or purchasing to ensure efficient and meaningful audits.

Review Frequency Planning
Plan review frequency based on risk levels, using rotational 
schedules to balance oversight and staff capacity.

Clear Communication
Communicate review scope and purpose upfront to set 
expectations and reduce anxiety among bookkeepers.



AUDIT WORKBOOK

Review focused on needs of a specific 
school and bookkeeper.

Each financial topic has a spreadsheet.

New bookkeepers – 6 Month review to 
identify any areas of training deficiencies 
in receipting & disbursement processes.

Reviews help to identify internal control 
weaknesses.

▪ Outside Parent Support Organizations

▪ State Funds

▪ Disbursements

▪ Cash Accounts

▪ Receipting

▪ Internal Controls & Accountability



AUDIT WORKBOOK

Utilize Accounting Software such as 
NextGen & My School Bucks 
Reports to Identify Issues:

▪ Vendor Dollar Report

▪ Invoice By Account Number 
Report

▪ Receipt Module: Deposit/Receipts 
Report

▪ Journal Entry Detail Report -
Change Cash

▪ Trial Balance – Concessions, 
Fundraisers, & Ticket Sales

▪ MSB – Review Non - Payment, 
Cash, & Checks Report.

▪ Detailed Activity Reports



AUDIT WORKBOOK - PSO/STATE ALLOCATIONS



STRATEGIES FOR PREVENTING 
FRAUD & REDUCING AUDIT 
FINDINGS

Reduce audit findings and "Opportunity" for fraud by creating strong internal control processes.



Local School Accounting Review 
Procedures and Internal Controls

Targeted Review Procedures
Focused procedures assess financial processes for compliance and 
operational effectiveness using sampling and observation.

Internal Control Evaluation
Evaluate control effectiveness including segregation of duties, 
authorization, documentation, and timely reconciliations.

Clear Documentation Practices
Consistent documentation and the use of standardized templates 
support review clarity. It reinforces knowledge transfer and operational 
continuity, reducing risks of errors, audit findings, and fraud.

Root Cause Analysis
Understanding underlying issues like unclear policies & procedures, lack 
of training, or staff limitations enables sustainable solutions and 
stronger controls.



WHY IT HAPPENS??

Fraud 
Triangle

Financial pressure:
• Greed
• Addictions
• Poor Credit rating, cash 

management
Work pressure
• Dissatisfaction with pay
• Overlooked for promotion

• Weak Internal Controls
• Ineffective monitoring of 

controls
• Assets susceptible to fraud

• “I’ll pay it back.”
• “I deserve a pay raise.”
• “It’s for a good purpose.”

OPPORTUNITY

RATIONALIZATIONPERCEIVED PRESSURE



LSA Internal Audit – Fraud

▪ High school student fees were receipted in the student database, fees were cleared.

Scenario : High School set requirement that student 
fees must be paid in CASH prior to graduation.

▪ Bookkeeper receipted and deposited only 
funds belonging to the High School in the 
NextGen Accounting Program.

▪ Funds collected, belonging to other schools 
in the feeder pattern were disbursed in 
cash, rather than being deposited and 
issuing a school check. 

What happened????

➢ Internal Control Weakness
 (Multiple Receipting Methods)

▪ Cash was sent through the courier or 
personally given to other bookkeepers. 

“Opportunity”  happened!!! 

➢ Ineffective monitoring of controls  (Principal not aware of process; database not audited.)
➢ Assets susceptible to fraud  (Cash)



LSA Internal Audit – Fraud

➔ FINDING  - Middle school bookkeeper receipted students in student database, cleared 
fees.  Students were either not receipted in Nextgen, or receipts did not match student 
database receipts. Cash/check composition on deposit slip did not match master receipts.  

Internal Control Correction: 
▪ Use My School Bucks to reduce the collection of cash/checks.
▪ Use Quick Deposit to deposit checks. 

Deposits & receipts reviewed at seven schools revealed one middle 
school bookkeeper took advantage of the “Opportunity”.



LSA  Internal Audit – Internal Review Procedure

When accepting Cash 
Payments in MSB/MSBA:

▪ Have a separate 
Payment Gateway for 
Cash/Check/Money 
Orders that provide 
monthly payment 
information.

▪ Run Invoice Report 
(Detail) to identify cash 
and Non - Payments.



LSA Internal Audit – Internal Control
Student Fees: Charge/Refund Form

Automated Process – Perfect Forms

▪ Documents who initiated the request.

▪ Provides details about  the request.

▪ Provides approval to process the request.

▪ Documents actions taken.

▪ Report access allows link for review of approvals.

** Electronic Documentation - Automated Routing **



LSA Internal Audit – 
Fraudulent Receipts & Deposits

Middle school bookkeeper did not receipt school commission checks in 
nextgen .  Checks were deposited but appeared to be swapped for cash.

Internal control correction: Separation of duties; checks received in the 
mail logged by clerk; records of school contracts that create commissions 
included in audit review.

➔ Finding – Commission check #68353 from Bill Miller Photography dated 11/20/17 
for  $432.28 was unable to be identified as being receipted in the NextGen Accounting 
Program.  The check was deposited in the bank account on 11/29/17.



LSA Internal Audit – Internal Control

Checks received in the mail are recorded by a school employee, not the 
bookkeeper. The date received should be compared with the date 
receipted and deposited.



LSA Internal Audit - Internal Review Procedure

Receipt Module: Verify 
receipts are being 
posted/deposited daily. 

▪ Deposit/Receipts Report in 
NextGen shows date the 
receipt was issue and the 
date the receipt was 
posted.

▪ If the post date is different 
from the receipt date, pull 
the deposit records for a 
sample.



LSA Internal Audit – Fraudulent Receipt Canteen clerk submitted $409.75 in cash for 
deposit and was receipted for that amount.

Bookkeeper used Canva to create fraudulent receipt.
Receipted in NextGen and deposited cash as $209.75.



LSA  Internal Audit – Internal Control 
Canteen & Concessions

✓ Canteen Accountability Form

✓ Copies of Detailed Invoices with Item Counts

✓ Currency Count Forms with Master Receipts

✓ Detailed Activity Report

✓ Physical Inventory

✓ Athletic Schedule



To increase sales commission; 
vendor made suggestion to coach, 
that excess items may be returned 
to the local "Under Armour" store 
for refunds.

Bookkeepers should question 
quantity of items ordered. Have 
team roster to verify number.

LSA Internal Audit: 
Fraudulent Expenditures



SAMPLE CHECKLISTS FOR 
SELF - ASSESSMENT 
& INTERNAL CONTROLS

Processes and checklists that help school staff maintain audit - ready financial records.



LOCAL SCHOOL ACCOUNTING
SELF - ASSESSMENT AND 
INTERNAL CONTROLS

Promotes Ownership and Accountability
Encourages school staff to take responsibility for their processes and 
reinforces the idea that control effectiveness is a shared responsibility.

Early Identification of Risks and Control Gaps
Helps identify issues (e.g., missing documentation, inconsistent practices, 
outdated procedures) before they escalate.

Improves Consistency and Standardization
Ensures processes are reviewed against the same criteria throughout the 
district and reduces irregularity in how controls are understood and applied.

Enhances Audit Readiness
Keeps documentation current and readily available.

Effective Control Monitoring
Allows internal audit to focus on higher - risk areas rather than basic 
compliance gaps.



Parent Support Organizations 
Checklist Of Requirements

Local schools with outside support 
organizations maintain records in 
binders and update as required.

▪ Documents Required Annually

▪ Documents Required as New Officers 
are Elected.

▪ Permanent Records - As Updated by 
the Organization.



Classroom Instructional Support 
Committee & Budget Documentation

✓  Committee Election

✓ Budget Committee Meeting

✓  Budget Approval Faculty Meeting

✓  Additional Meetings/Amendments



PURCHASING CARD

Local School P - cards may be used by 
staff and parents associated with Parent 
Support Organizations when approved 
by the principal.

Use of P - cards are encouraged to 
reduce paperwork for purchases less 
than $500. Schools earn rebates based 
on spend. 

P- Card Agreement form: Documents the 
approval to use the P - card .



PURCHASING CARD
▪ P- Cards should be signed out by each person and 

signed back in when returned.

▪ A Sign Out/In sheet should be maintained for each 
card.



PURCHASING CARD

Top Section of P - card 
Approval Form details the 
purchase.

Documentation requirements 
vary depending on purchase. 
Bottom of form provides a 
checklist of the requirements.



ATHLETICS – SCHEDULES & ROSTERS

Officials/Payments -  Dragonfly

▪ Contract

▪ Officials Payment Vouchers

▪ Dragonfly Fund Transfer Form

Ticket Sales – Go Fan/Cash

▪ Weekly Payment Statement (Go Fan)

▪ Ticket Sales Accountability/Currency 
Count Form

▪ Change Cash Sign Out/In



Internal Controls - Change Cash

▪ Attach Copy of Re - Deposit Receipt to Original 
Check Documentation

▪ Maintain Sign Out/In Sheet



THANK YOU!

Donna P. Daw

Ddaw@bcbe.org
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