LOCAL SCHOOL INTERNAL
AUDITING PROCEDURES

No Internal Auditor? No Problem!

Essential Steps For Evaluating School
District Finances Effectively.

Donna P. Daw, Internal Auditor
Baldwin County Public Schools
AASBO - April 29, 2026




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.
» |dentifies 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.

MONTH-END CHECKLIST

October

MNover

Monthly Reports Due by 10th

MSB - Dep Recon Report (Balance w/Trns Rpt & Bank Stmt)

MSB - G/L Transaction Report Import

A/P Bank Reconciliation ** {Include ACH Backup Doc)

Bank Statement™

P-Card Invoice Merged Invoice Batch Report (Bal w/Stmt)™

P-Card Statement™

Verification Report

Trial Balance

Missing Checks Report

Accounts Payable Register

Principal's Report **

PO Master Report Summary

Alloc Track vs. Activity Rpt **

Exported Data to CO

Date Reported to C. O.

Attach Bank & P-Card Statement to LSA email.

**Requires Principal's Review/Signature

****Do not RECON until beginning the next month's bank reconciliation.****




SCHOOL:
CCTR#

Figures from the Principal's Report

Calculated figures from the Principal's Report

Beginning Book Balance

Beginning Book Balance

Receipts To Date

Receipts To Date

Payments to Date

Payments to Date

Calculated Current

Current Balance MTD Balance MTD 0.00
Prior Year Adjustment
Prior Year Adjustment
Prior Year Adjustment

Difference: 0.00|Adjustments 0.00
COMMENTS
Principal's Report Verification Report

Current Balance MTD Total Assets

AP Check Reconciliation: AP Check Reconciliation:

Difference: 0.00|Difference: 0.00

Change Cash 1-0115% Checks Receivable 1-0137

Investments 1-0121 Accts Receivable 1-0131

Investments 1-0122 Accts Payable 2-0251

Other Accts Payable 2-0254

Total Other Assets/Liabilities: 0.00
Difference Prin/Bank Rec: 0.00|Difference Verifi/Bank Rec: 0.00
COMMENTS
Monthly Financial Statement Verification Report

Public Ending Bal Total Public Assets

MNon-Public Ending Bal Total Non-Public Assets

PUBLIC DIFFEREMNCE: 0.00| NOM-PUBLIC DIFFERENCE: 0.00

COMMENTS

Central Office Monthly Review

Central Office Review of Monthly Financial Reports:
* Ensures cash accounts are balanced.
» |dentifies 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.



FISCAL PERIOD:

Reviewed By:
| |
REPORTS TO REVIEW Completed ‘ e n t ra l O ff I C e
Bank Recon Print WiJE's-Save to EOM | AP Folder, Bal to Ver & Prin Bpt | £dd M5SF, Chg Cash, Inwest
) Folder listed on TE [Class 1) | Look for WS cks > 2 mo . LOOK AT JJ/E'S O
¥erification Save Detailed Rpt to EOM Choose Run Fpt Box 01310261 M 0 n t h l I 2 ev I e W
Folder

Trial Bal Class 1-5 Save to EOM Folder Bal Clas= 1-3 to Wer Rpt & Prin Bpt Feview | Clas=s 4 & 5 CRIOR Bal
Missing Checks Review & Balance
Accounts Pagable Review & Balance T .

Bank Reconciliation:

o Bal Current MTO Total bo Wer Rpt Add
Principal's Report Save to EOM Folder AF to Balto Cash n HH : n
P P Class 2 « "Other Reconciliation Items

Monthly Financial Save to EOM Folder Fages 3&E0OR4 &2

TE 3-0341 & 2-0358

Review & Balance

BEial to Werification Rpt

FQ's as of Date Rpt

TE 3-0360 [Search])

Review & Balance

Feview it any entries

GIL Obj 500-593

Review & Balance

GIL Obj 628

Review & Balance

G Obj 931

Review & Balance

GIL SpUse F000-7102

Review & Balance

Transfer Between
SchooliCO

School Balance™

Central OHice Balance™

CO Rpt By CCEr Code:

GIL 4-9210

Obj 923 { SFnd E001 -
E393

GIL 5-9910- 923

Func 3220 SFnd E001 -

E393

GIL 5-4150- 331

Func 2335/5Fnd 2335

Ezport LS5A to Folder

Import to CMO from LSA

Ci0 Books-GL Folder-LSA Interface-Import

1-Assets (Dehit)
2-Liahilities (Credit)

3-Fund Balance (Credit)

4-Rezvenues (Credit)
b-Expenszes (Dehit)

If you have a 7000 SpUse code you must track this back to the other
school involved on the transaction

If Fund = 12 Sfund must be 7104
If Fund =32 Sfund must be 750

 Journal Entries

Capitalized Equipment:
* ldentifies 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




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

REQUEST / EXAMINE Verified (Y/N) | Issues Findings Motes/Details
Outside Organizations - Checklist 0 0
State Allocations - Committee Election/Forms - Checklist 0 0
Verify Allowable C15 Purchases/Classwallet 0 0
Verify Allocation Purchases According to Approved Budgets 0 0 Detailed Activity Report
Disbursements/Paid invoice files:
PQ's listed on Log/Report 0
PO's issued sequentially 0
Woid/Spoiled/Unused on file 0
Checks filed in numerical sequence by month 0
Checks/PO's signed by Principal /Stamp not used 0
Data Entry - Invoices Posted Individually 0
Data Entry - Actual Invoice # Referenced 0
Data Entry - Actual Invoice Date Referenced 0
Allocation Tracking Balanced with Activity 0 AT Fund Report vs Detailed Activity
Required Documentation in file-See Disbursements Tab:
Checks: 0 0 Invoice by Acct # Report
Requisitions: 0 0
Purchase Orders: 0 0
Invoices: 0 0
Compliance: 0 0
Purchasing Cards:
Completed/Signed LEA P-Card Agreements on File 0 0
Check Qut/Check In Sheet on File 0 0
Bank Activity Statement on File 0 0
Compliance Requirements for Expenditures (P-Card Tab): 0 0
Miscellaneous Compliance:
Travel reports (Object 381-383, 623) 0 0
1099 Vendors (Object 399) 0 0 Vendor Dollar Rpt vs. Invoice by 399
Cash Accounts:
Banking & Investment statements including cancelled checks 0 0
Bank Reconciliation Reports 0 0
Change Cash: On-hand/Redeposited/Log Maintained 0 0




AUDIT WORKBOOK

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

= Vendor Dollar Report

= |nvoice 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

REQUEST / EXAMINE

| Verified (Y/N) | Issues | Findings MNotes/Details

Deposits/Web Receipts:

List of teachers/staff for audit year (may be helpful)

Schools have been instructed to no longer use manual receipts- Onling/\Web anly

Master Receipts vs. Deposits 0 0 RM Deposit/Receipts Report
Master Receipts/Recap Reports Issuses 0 0
Checks received in Mail - Log Maintained 0
Currency Count Forms Signed/Dated 0
MSE Mon-Payment Report Cash/Cks NG & Waived Fees Documented 0 MSB-Reports-Invoices-Detail
Other Miscellaneous Receipt/D eposit Requirement Issues Noted 0
Internal Controls:
Canteen accountahility reports-7180 (student/teacher/athletics) 0 0 Trial Balance Report
Fundraising accountability reports (Object 478) 0 0
Miscellaneous Ticket sales reconciliation (Funct 7110} 0 0
Field trip reports (Activity Reports) 0 0
Athletics:
Athletic Tickets - GoFan & Cash Reports 0 0 Detailed Activity Report
Dragon Fly - Officials 0 0 Detailed Activity Report
Career Tech Live Work & School Based Enterprise
Checklist of Required Documentation 0 0
TOTAL ISSUES [ FINDINGS 0 0

OTHER MISCELLANEOQUS NOTES/COMMENTS/RECOMMEMNDATIONS:

Auditor

1. AP - Vendor Dollar Report - 1099 Vendors Only

2. Invoice Query - Sort by Check# - Verify data entry

3. Purchase Order Master - Verify PO's issued sequentially

4, Purchase Order Master - Verify only current PO's opened

5. Detailed activity reports-Field Trip activities-Rollover/Verify Bal
6. Detailed Act/TB Concessions/FR (7180, 7340, 7710}, Pro Margin
(Formula:Revenue-Expense=Profit: Profit + Rev=Frofit Margin)

NextGen Reports:
7. AP - Invoice by Account # - Object Codes:
319 - Field Trip Adm 478 - Items for Resale
381- 383 & 623 - Travel 628-629 - Dues & Fees
392 - Charter Bus 699 - Other
399 - Purchased Service: 461 - Food
8. Transfer between activities J/E Det Rpt (9210 & 920)
9, Revenue: T/B Reports (7110 Admissions: 7340/7710 FR:}




AUDIT WORKBOOK - PSO/STATE ALLOCATIONS

PARENT SUPPORT ORGANIZATIONS

ORGANIZATION NAME: COMPLIANCE
Hequirements s Comments I1SSUE
Financial Oper Org Agres MO
Organization Bu-Laws MO
IRS Det Letter - EIN MO
S0iC MO
Annual 330 Form MO
Registration Approval Farm MO
Officer Infarmation Farm MO
Bank Account Info Form (]
Fidelity Bond MO
Annual Sudit MO
Copies of LoanziLeases MO
Sept 30 Bank Stmt-Ck Copies i}
HOTES: TAOTAL ISSLUES: 1]
|
STATE TEACHER ALLOCATIONS
Requirements | KT | Comments
COMMITTEE ELECTION COMPLIANCE

Oate Held: ISSLE
Sign-In Sheet MO
Secret Ballats i (]

BUDGET COMMITTEE MEETING

Oate Held:
Sign-In Sheet MO
Minutes of Meeting MO
Eudget Proposal MO

BUDGET APPROVAL FACULTY MEETING

Oate Held:
Sign-In Sheet MO
Minutes of Meeting MO
Secret Ballots MO
Vaoter Sign Sheet MO
CompiSigned Forms i ]

ADDITIONALIAMENDMENT MEETING

Oate Held:
Sign-In Sheet MO
Minutes of Meeting MO
Secret Ballats (]
Vaoter Sign Sheet MO
ComplSigned Forms ]

HOTES: TAOTAL ISSUES: 0

I
FRELIMINARY-5UMMARY PSO & STATE ALLOC

STATE ALLOC-PURCHASES



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.



Weak Internal Controls

W HY I T H A P P E N S?? Ineffective monitoring of

controls
Assets susceptible to fraud

OPPORTUNITY

Financial pressure:
Greed
Addictions

Poor Credit rating, cash e “I'lUl pa it back.”
management y '

Work pressure Fraud . “I Fleserve a pay raise. "
Dissatisfaction with pay * ‘“It's for a good purpose.

Overlooked for promotion TI"I an g le

PERCEIVED PRESSURE RATIONALIZATION




LSA Internal Audit - Fraud

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

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

= 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.

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

» Internal Control Weakness
(Multiple Receipting Methods)

YV

Assets susceptible to fraud (Cash)

What happened????

Recelpt of Payment
Date: 5/14/18
Receipt Number Account Trans Info Pay Type Ampunt Balance
36718 17/18 Operational Fee Cash $45.00 §0.00
2015/16 REGISTRATION Cash 545.00 §0.00
2016-17 OPERATIONAL Cash $45.00 $0.00
FEE

71000 - Spanish [ Fee Cash $7.50 $0.00
71001 - Spanish [1 Fea Cash $7.50 $0.00
Archived Cash £20,00 $0.00
Course Fee - BusEssentls Cash $20.00 $0.00
Course Fee = Culinary 1 Cash $20.00 $0.00
Course Fee - Fund Agrlsc Cash $20.00 $0.00
Course Fee - HospTourism Cash £20.00 $0.00
Course Fee - LandDesign Cash $20.00 50.00
Course Fee - Marine Sci Cash $15.00 50.00
Course Fee - Theatre I Cash $15.00 $0.00
MULTIMEDIDES-FEE Cash $20,00 $0.00
POWER CORD/LOST CR Cash $23.50 50.00

DAMAGED

Tatal Payment $343.50

Total Outstanding Balance 50.00

Ineffective monitoring of controls (Principal not aware of process; database not audited.)

“Opportunity”happened!!




LSA Internal Audit - Fraud

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

ltem | Date | Total | Cash | Checks | #Cks |Rept# Range

Student  7/24/2017 S  400.00 $ 200.00 S 200.00 5 51017-51025
Student  7/24/2017 S 80.00 $ 80.00 S - 0 51026-51027
Master 7/24{2017 §  480.00 $ 280.00 $ 200.00 5 9681-9682
Deposit ~ 7/24{2017 §  480.00 $ 190.00 $ 290.00 7

S - S 90.00 $ (90.00) -2

=» 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.



LSA Internal Audit - Internal Review Procedure

Deposit Reconciliation

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.

MY
|SCHOOL
BUCKS
1@ Dashboard
& Scheduled Requests
[ Reports
Reports Dashboard
Payments
Stores
Invoices

Invoice Report
(Summary)

Invoice Report
(Detail)

Invoice Aging
Report

Students / Users
Support

& Stores

a

Meed help? B

HPS - Baldwin HS Store (Cash/Check/Money Order)
Payment Gateway:

Date: | April 2026

Edit Gateway Emails

Baldwin County Public Schools

Home > Invoice Report (Detail)

| nVOiCQ RepO rt (Deta i |) You may filter the report based on the following criteria

Filters

School Group:

School:

Grade:

Homeroom:

Store Group:

Store:

Department:

Teacher:

Student Group:

Student:

Creation Date

Payments K Refunds &d Waivers &4 No Payments K4 Failed Payments

(ALL)
Start:
(ALL)
Invoice Date
(ALL)
Start:
(ALL)
Payment Date
(ALL)
Start:
(ALL)
(ALL) View Invoices With
Payment Type
(ALL)

End:

End:

End:

@ cash E check @ Money Order B voucher B credit B online



Baldwin County Public Schools /*/Lgﬁa

Charge/Refund B

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. — ) b | |
it vt

** Electronic Documentation-Automated Routing ** ~ ] || —— |
Boskkoeper [oniments: O Freceased |




LSA Internal Audit -
Fraudulent Receipts & Deposits

=» 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.

Item Date Total Cash Checks | #Cks |Master Rcpt# Comment
Master  11/29/2017 5 185775 5166825 5 189.50 10 10216-10226 A Mchahill Repti 10216 530810217 540(1) ck¥10%% |
Deposit 11/29/2017 5 185775 5119097 5 6b66.78 11 MecMahill Ch 545 [posted in iNow) + Bill Miller Check !
5 $ 477.28 $ (47728 - #68353 $432.28 not recpted in NextGen =$477.28 |

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.



LSA Internal Audit - Internal Control

Documentation of Checks in the Mail

Date

Received From: ! Amount: | Received by:

Initials

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.

» |f the post date is different
from the receipt date, pull
the deposit records for a
sample.

# RM/DRPT: Deposit/Receipts Report (v3.04)

Cost Center|0093

J Cost Center Description

Station 1D Al

-

Revenue Type All

-

Lo | S

¥ Use Date Range Receipt Date |11/1/2025  ~| Thru|11/30/2025 ~|

Report Order
" Payer Name
f« Receipt Number

[ Print Receipt Detail

Receipt Status

" Open Only
" Voided Only

GL Posted Status
{* Posted/Mot Posted

" Posted
" Mot Posted

oy

202

1203

33204

33205

33206

33207

1105/2025
11 0/2025

11/05/2025
111072025

11/06/2025
111002025

11/06/2025
11MM0/2025

11/06/2025
111212025

11/06/2025
111072025

Erick

Hall,
2004

Cowir
5118

Ambr
2002

Roble
2002

Raws
2003



LSA Internal Audit - Fraudulent Receipt

Canteen clerk submitted $409.75 in cash for
deposit and was receipted for that amount.

__ Currency Count:

| Qy Description | Bill/Coin | Dollars | Cents
Bils | $10000
i Bils $5000
') Bills $20.00 120 |00
| sitls $10.00 4, 000
(olsis | $500 26 |00
]| it $1.00 A |0
1" [ 1 wrap s10000 | 100 |00
| $1 Wrap $ 50.00 O
Y Quarter roll $ 10.00 4O|0O
| 5| coin s025 | |35
|44 coin | $0.10 i |90
S\ Coin $0.05 1O
Coin $0.01 N
s
| $
§ |
I _ §

Total: ﬁ L[L'L.i ']g

Fecaipt
i 29079
Date:  L25/2021

Payer Namn- Canteen

Revenue Type

2020-7180

Cash: 409.75%

Dz

(.00

Check: 0,00

Received

405,75

Check No:

Remaining

0,00

Cost Ccnb\:r-
Station Cr:-d-

Comment

CANTEEN, CONCESSIONS - PUBLIC

Tatal: 409, 7%

Tendered: 409,75

Change: (R ]
Card: 0.00

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

1/25/2021 1:01:23 PM

Cost Cenler..

Receipt Module Recap Report

User Name-;‘ Station Ic-

Receipt Check/ Tolal Due/

Number Payer Name / Id Status Cash Check # Carg Change

29079 . Canteen Open 208.75 0.00 0.00 200,75
Cost Center Tolals, 209.75 0.00 0.00 7




DN N N N RN

- Canteen Currency Count: |
LSA Internal Audit - Internal Control Qty |Descrpon | BillCoin | Dollrs [Cant
- Bills x| $100.00
Canteen & Concessions ais x| s5000
Bills ¥ 52000
Bills ¥ $10.00
Bills ¥ 5 500
o Bills x| $§ 1.00
Canteen Accountability Form $1wrap x| $5000
Qrt roll ¥ $10.00
Copies of Detailed Invoices with Item Counts Dime Roll_|x| $ 5.00
Nickel Eoll [x[ 5 200
Currency Count Forms with Master Receipts Cn RN S
in & 025
. .. Coin x5 010
Detailed Activity Report Con xS 005
Coin S 0.
Physical Inventory x| 8
x| $
Athletic Schedule TOTAL: | $
Schoal: Activity: Canteen Time Pernod:
A B+ C+ D- E- F- G= H I J
(G - H) (Axl)
fems Fc'd Spoiled, # Linis Am: Dus
Price Beginning During Worker's Damaged & Donadons Available Ending Met Linis To BE
Calegory Inveniory Period Uszage RId {explain) per Principal For Sale Inveniory Sold Collecied
0 0 $ -
i 0 g _




LSA Internal Audit:
Fraudulent Expenditures

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.

DESCRIPTION

PRICE |

AMOUNT




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.



BALDWIN COUNTY PUBLIC SCHOOLS
Support Organizations
=] . . .
since 1799 Checklist of Requirements for School File
Name of Organization:

School Year:

Parent Support Organizations
Checklist Of Requirements

Documents required annually:

Annual 990 Return for 501 (C) Organizations

Local schools with outside support Current fidelity bond/policy
organizations maintain records in
binders and update as required.

Annual review of financial operations

Availability of financial records/reports upon request
* Copy of all opened loan/lease agreements

= Documents Re qu ired Annua I_I_y * Copy of all September bank account statements

(Check copies required)

» Documents Required as New Officers
are Elected.

» Permanent Records-As Updated by
the Organization.

Documents reguired as new officers are elected:

Financial Operational Agreement

Officer Information Form

Bank Account Information Form

Documents on file in school — Copies needed as updated by organization:

Organization By-Laws

Copy of IRS determination letter of Employer ID Number




Classroom Instructional Support
Committee & Budget Documentation

HB25E AGT No. 2005' __qu

7122%-5
Representative Graham

i ions
Finance and Appraprlatl

1

2

3 By
4 RED: sducaticn
5 First Read: 03-res-0%

T
SE Y
AN T

o !t
“Ujfﬁ»

\J
?ﬂn ’%ﬁ@ws
Go\l%ﬁ\ti

v Committee Election

v' Budget Committee Meeting

v' Budget Approval Faculty Meeting
v Additional Meetings/Amendments

BALDWIN COUNTY PUBLIC SCHOOLS
State Teacher Allocations-Budget Committee

Checklist of Reguirements for School File

School Name:

School Year:

Committee Election Faculty Meeting: Date Held

Sign-in Sheet

Secret Ballots

Budget Committee Meeting: Date Held

Sign-in Sheet

Minutes of the Meeting
Budget Proposals

Budget Approval Faculty Meeting: Date Held

Sign-in Sheet
Minutes of Meeting
Secret Ballots

Voter Signature Sheet
Completed and Signed Budget Forms

Additional Meeting:

Sign-in Sheet

Minutes of Meeting

Secret Ballots — If Applicable

Voter Signature Sheet — If Applicable

Completed and Signed Budget Forms — If Applicable

Notes/Additional Documentation for File:

% v - Indicates itermns have been received and are on file with local school.
% E

nter Date if items have been requested.




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.

BALDWIN COUNTY BOARD OF EDUCATION
LEA PURCHASING CARD AGREEMENT

Cardholder’s responsibilities for use of the purchasing card:

1. The cardholder agrees to use the card exclusively for the purchases specified in this agreement.

[ ]

The cardholder agrees to use the card for local purchases (pick-up) only. (The use of purchasing
cards for Internet orders, telephone orders. mail-in orders. layv-a-ways, confirmations,
guarantees, and other charges made to the purchasing card prior to receipt of the materials,
supplies, equipment or other items purchased is prohibited.) Local School Exception: Student
related travel with pre-approval from CSFO; however, Principal must ensure that a non-public

Jund source is available to cover unforeseeable situations, i.e. airfare paid but trip cancelled.

The cardholder agrees to use the card for registration and hotel expenses relating to the Board's
approved travel policies.

The cardholder agrees to obtain a legible receipt with an itemized listing for each purchase made
with the card.

The cardholder agrees to inform merchants that purchases with the card are exempt from
Alabama sales tax.

The cardholder agrees to reimburse Baldwin County Board of Education or the Local School,
whichever is applicable. for purchases that are determined to be unallowable, not supported with
an itemized receipt. or for Alabama sales tax charged to the card.

The cardholder agrees to adhere to Baldwin County Board of Education’s guidelines for
purchasing cards.

The cardholder agrees that card purchases are limited to the cardholder only. The card is to be
used only by the employee named on the card or designated school personnel for cards issued to
applicable schools.

The cardholder understands that purchases of $500 or more must first have an approved purchase
order in place (items must be allowable). An exception to this rule is hotel expenses that exceed
$500.

. The cardholder understands that purchasing card privileges may be suspended upon failure of the

cardholder to follow the terms of this agreement.

- The cardholder understands that the use of the purchasing card for anyone’s personal use

is subject to criminal prosecution.

2. Applicable supervisor/coordinator/executive staff will determine when card privileges

should be suspended.

. A check must be sent to Baldwin County Board of Education or the local school, whichever

is applicable, within the month of the cardholder violation(s).

. Local Schools Only: The cardholder agrees to adhere to established field trip policies and

procedures for school-related travel expenses for extra-curricular and/or academic activities.

I acknowledge receipt of card and agree to the purchasing card agreement and procedures.

Cardholder Date

Supervisor/Principal Date



SCHOOL
REGION’S P-CARD
SIGN OUT/SIGN IN SHEET

ouT
PRINTED MNAME DATE SIGNATURE

BKPR - BKPR
INITIALS  pate CARDHOLDER'S SIGNATURE INITIALS

PURCHASING CARD

P-Cards should be signed out by each person and
signhed 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.

R 62772024 - - . ~
— Region’s Purchasing Card

Approval Form Card Ending

Transaction Amt
Receipt Date

Vendor : : Receipt/Ticket/Invoice#

ltem Description/Use of Itemys)

—_—

| tesson Plan Attached (if applicable)

[r—

School/Department Purchase Order#

Activity/Program ATT ATN

Reqguired Approvals Prior to Purchase - Documentation Attached:

iF‘urc hase Order Attached

: Software/Site Licensef/Hardware (PCs laptops, printers, iPads, Slates, wireless access)
ET Services Approval Documentation Attached

I;’l:upy of Club Minutes Attached

Student Travel: Travel Tracker Tnp Reguest (Must include dates of travel, destinations, trip estimator, & approvals.)
:ITrmreLTra{:ker Request Attached - Trip # _ (Amach lst of students traveling.)

Employee Travel: Travel must be approved prior to payment of registration.
:ILEEI'u'E Request Form Attached

: Charter Bus, Inflatables/Equipment/BEvent Rentals, Fundraizer Agreements, etc...
IApprmral From Legal Depariment Attached

Unallowable charges without prior approval from CSFO: Rental cars, air fare, gas/fuel, internet orders.

|CSFCI Approval Attached




ATHLETICS - SCHEDULES & ROSTERS

Officials/Payments - Dragonfly Ticket Sales - Go Fan/Cash
= Contract =  Weekly Payment Statement (Go Fan)
= QOfficials Payment Vouchers = Ticket Sales Accountability/Currency

= Dragonfly Fund Transfer Form Count'Form

= Change Cash Sign Out/In
Dragonfly Fund Transfer Form
TICKET SALES REPORT & CURRENCY COUNT
SPORT
DATE:
ACTIVITY &
EVENT: SPONSDOR:
Official’s fees (season total) S TICKETS: PRICES COLOR:
Booking Fee/Coaching Cards $ Beginning Ticket # Ending & = Total Tickets
Conference/PD Registration Approved Leave Form Required S Beginning Ticket # Ending # = Total Tickets
R s £ ¢ TOTAL TICKETS SOLD
COST PER TICKET X5
Cushion (for possible game changes) S TOTAL REVEMNE: 5
TOTAL REVENUE: § CASH IN BOX:- 5 i
LESS CHANGE CASH: §
TOTAL of transfer $ TOTAL DEPOSIT: 5




Internal Controls - Change Cash

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

= Maintain Sign Out/In Sheet




Donna P. Daw

Ddaw@bcbe.org

THANK YOU!
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