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Procedure 2:

Test of Deposits/Receipts:

A. Obtain existing written documentation (e.g. insurance policy, policy manual, job description)
and report whether each person responsible for collecting cash is (1) bonded, (2) not
responsible for depositing the cash in the bank, recording the related transaction, or reconciling
the related bank account (report if there are compensating controls performed by an outside
party), and (3) not required to share the same cash register or drawer with another employee.
No exceptions.

B. Obtain existing written documentation (e.g. sequentially numbered receipts, system report,
reconciliation worksheets, policy manual) and report whether the entity has a formal process to
reconcile cash collections to the general ledger and/or subsidiary ledgers, by revenue source
and/or agency fund additions, by a person who is not responsible for cash collections in the
cash collection location selected. No exceptions.

C. Select the highest (dollar) week of cash collections from the general ledger or other accounting
records during the fiscal period to obtain supporting documentation and: No exceptions.

1. Observe that receipts are sequentially pre-numbered.

2. Verify that ticket sales are accounted for by number and reconciled to the receipts, bank
deposits and bank entries.

3. Trace sequentially pre-numbered receipts, system reports, and other related collection
documentation to the deposit slip.

4. Trace the deposit slip total to the actual deposit per the bank statement.

5. Observe that the deposit was made within one business day of receipt at the collection
location (within one week if the deposit is less than $100).

6. Trace the actual deposit per the bank statement to the general ledger and determine that
deposit is credited to the correct activity fund.

7. Using sequentially numbered receipts, system reports, or other related collection
documentation, verify that daily cash collections are completely supported by
documentation and report any exceptions.

8. Review deposit to determine that personal checks are not cashed from student activity
funds.

Procedure 3:
Purchasing:

A. Obtain a listing of entity disbursements from management or, alternately, obtain the general
ledger and sort/filter for entity disbursements. Using this population, randomly select 25
disbursements (or randomly select disbursements constituting at least one-third of the dollar
disbursement population if the entity had less than 25 transactions during the fiscal period) and
obtain supporting documentation (e.g. purchase requisitions, system screens/logs) for each
transaction and report whether the supporting documentation for each transaction demonstrated
that:



1. Purchases were initiated using a requisition/purchase order system or an equivalent
electronic system that separates initiation from approval functions in the same manner as a
requisition/purchase order system. No exceptions.

o

Purchase orders, or an electronic equivalent, were approved by a person who did not initiate
the purchase. No exceptions.

3. Payments for purchases were not processed without (1) an approved requisition and/or
purchase order, or electronic equivalent; a receiving report showing receipt of goods
purchased, or electronic equivalent; and an approved invoice. No exceptions.

4. Ensure that the activity account from which each payment is to be taken is written on each
check or the check voucher and verify that proper distribution was made to those funds. No
exceptions.
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Confirm that expenditures are not made on the basis of vendor statements. No exceptions.

6. Determine if expenditures are in compliance with state laws and regulations including bid
laws, if applicable. No exceptions.

7. Review cancelled checks for proper signatures and appropriate endorsements. No
exceptions.

8. Determine that payment is not for salary. No exceptions.

9. If disbursement is to an individual, determine that it is an appropriate approved expense or
reimbursement. No exceptions.

10. Investigate checks made payable to "cash." No exceptions.

. Using entity documentation (e.g. electronic system control documentation, policy manual,
written procedure), report whether the person responsible for processing payments is prohibited
from adding vendors to the entity's purchasing/disbursement system. No exceptions.

. Using entity documentation (e.g. electronic system control documentation, policy manual,
written procedure), report whether the persons with signatory authority or who make the final
authorization for disbursements have no responsibility for initiating or recording purchases. No
exceptions.

. Inquire of management and observe whether the supply of unused checks is maintained in a
locked location, with access restricted to those persons that do not have signatory authority, and
report any exceptions. Alternately, if the checks are electronically printed on blank check
stock, review entity documentation (electronic system control documentation) and report
whether the persons with signatory authority have system access to print checks. No
exceptions.

If a signature stamp or signature machine is used, inquire of the signer whether his or her
signature is maintained under his or her control or is used only with the knowledge and consent
of the signer. Inquire of the signer whether signed checks are likewise maintained under the
control of the signer or authorized user until mailed. Report any exceptions. N/A, no signature
stamp or signature machine is used.



Procedure 4:

Transfers between activity funds:

A. Select 10 transfers between funds to ensure properly approved and for the established purposes
and conditions of the fund. No exceptions.

Procedure 5:

Petty Cash:

A. Review petty cash reconciliation for one time period to ensure petty cash expenditures are in
compliance with purposes and conditions of the fund. No exceptions.

B. Verify that appropriate safeguards are maintained for petty cash funds. No exceptions.
Procedure 6:
Cash in Bank:

A. Obtain bank statements and reconciliations for all months in the fiscal period and report
whether:

1. Bank reconciliations have been prepared for each month. No exceptions.

2. If applicable, management has documentation reflecting that it has researched reconciling
items that have been outstanding for more than 6 months as of the end of the fiscal period.
No exceptions.

3. Select two (2) months bank reconciliations to perform the following:

Reconcile book balances to bank statements to accounting records. No exceptions.
Total/sum reconciling items. No exceptions.

Investigate any long-outstanding reconciling items - deposits or checks. No exceptions.
Verify that reconciliations are being done timely. No exceptions.

Verify that reconciliations are properly signed and approved. No exceptions.

Verify that reconciliations are submitted to the main office. No exceptions.
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Procedure 7:

Fixed Assets:

A. Obtain a copy of the school’s detail fixed asset listing which includes identifying asset tag
numbers. No exceptions.

B. Select five assets on the school’s detail fixed asset listing to find the asset at the location. —

Exception — Two of the five assets selected for testing were listed on the detail fixed asset
listing but was not able to be sighted at the school/location. Also, for one of the five assets,
HTB was able to sight the fixed asset, but noted the asset was not barcode tagged with the
barcode listed on the fixed asset listing.

C. Select five assets at school location to trace asset using the asset tag number to the detail fixed
asset listing.

Exception — One of the five assets selected for testing was tagged with a barcode but could not
be traced back to the fixed asset listing.



Procedure 8:

Credit Cards:

A.

B.

Obtain a copy of school’s active credit card listing which includes the card number and name of
the persons who maintained possession of the cards. — No exceptions noted

Using the listing prepared by management, randomly select 5 cards (or all cards if less than 5)
that were used during the fiscal period. Randomly select one monthly statement or combined
statement for each card (for a debit card, randomly select one monthly bank statement), obtain
supporting documentation. — No exceptions noted

1. Observed there is evidence that the monthly statement or combined statement and
supporting documentation (e.g., original receipts for credit/debit card purchases, exception
reports for excessive fuel card usage) were reviewed and approved, in writing (or
electronically approved), by someone other than the authorized card holder.

2. Observed that finance charges and late fees were not assessed on the selected statements.

Using the monthly statements or combined statements selected under #B above randomly select
10 transactions (or all transactions if less than 10) from each statement, and obtain supporting
documentation for the transactions (i.e., each card should have 10 transactions subject to
testing). For each transaction, observe it is supported by: — No exceptions noted.

3. Observed that transaction supported by an original itemized receipt that identifies precisely
what was purchased.

4. Observed transaction supported by written documentation of the business/public purpose.

5. Observed transaction is by supported documentation of the individuals participating in
meals (for meal charges only).









1. Purchases were initiated using a requisition/purchase order system or an equivalent
electronic system that separates initiation from approval functions in the same manner as a
requisition/purchase order system. No exceptions.

o

Purchase orders, or an electronic equivalent, were approved by a person who did not initiate
the purchase. No exceptions.

3. Payments for purchases were not processed without (1) an approved requisition and/or
purchase order, or electronic equivalent; a receiving report showing receipt of goods
purchased, or electronic equivalent; and an approved invoice. No exceptions.

4. Ensure that the activity account from which each payment is to be taken is written on each
check or the check voucher and verify that proper distribution was made to those funds. No
exceptions.

5. Confirm that expenditures are not made on the basis of vendor statements. No exceptions.

6. Determine if expenditures are in compliance with state laws and regulations including bid
laws, if applicable. No exceptions.

7. Review cancelled checks for proper signatures and appropriate endorsements. No
exceptions.

8. Determine that payment is not for salary. No exceptions.

9. If disbursement is to an individual, determine that it is an appropriate approved expense or
reimbursement. No exceptions.

10. Investigate checks made payable to "cash." No exceptions.

B. Using entity documentation (e.g. electronic system control documentation, policy manual,
written procedure), report whether the person responsible for processing payments is prohibited
from adding vendors to the entity's purchasing/disbursement system. No exceptions.

C. Using entity documentation (e.g. electronic system control documentation, policy manual,
written procedure), report whether the persons with signatory authority or who make the final
authorization for disbursements have no responsibility for initiating or recording purchases. No
exceptions.

D. Inquire of management and observe whether the supply of unused checks is maintained in a
locked location, with access restricted to those persons that do not have signatory authority, and
report any exceptions. Alternately, if the checks are electronically printed on blank check
stock, review entity documentation (electronic system control documentation) and report
whether the persons with signatory authority have system access to print checks. No
exceptions.

E. If a signature stamp or signature machine is used, inquire of the signer whether his or her
signature 1s maintained under his or her control or is used only with the knowledge and consent
of the signer. Inquire of the signer whether signed checks are likewise maintained under the
control of the signer or authorized user until mailed. Report any exceptions. N/A, no signature
stamp or signature machine is used.

Procedure 4:
Transfers between activity funds:

A. Select 10 transfers between funds to ensure properly approved and for the established purposes
and conditions of the fund. No exceptions.
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Procedure 5:
Petty Cash:

A. Review petty cash reconciliation for one time period to ensure petty cash expenditures are in
compliance with purposes and conditions of the fund. No exceptions.

B. Verity that appropriate safeguards are maintained for petty cash funds. No exceptions.
Procedure 6:

Cash in Bank:

A. Obtain bank statements and reconciliations for all months in the fiscal period and report
whether:

1. Bank reconciliations have been prepared for each month. No exceptions.

2. If applicable, management has documentation reflecting that it has researched reconciling
items that have been outstanding for more than 6 months as of the end of the fiscal period.
No exceptions.

3. Select two (2) months bank reconciliations to perform the following:

Reconcile book balances to bank statements to accounting records. No exceptions.

. Total/sum reconciling items. No exceptions.

Investigate any long-outstanding reconciling items - deposits or checks. No exceptions.
Verify that reconciliations are being done timely. No exceptions.

Verify that reconciliations are properly signed and approved. No exceptions.

Verify that reconciliations are submitted to the main office. No exceptions.
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Procedure 7:
Fixed Assets:

A. Obtain a copy of the school’s detail fixed asset listing which includes identifying asset tag
numbers. No Exceptions.

B. Select five assets on the school’s detail fixed asset listing to find the asset at the location. No
Exceptions.

C. Select five assets at the school location to trace asset using the asset tag number to the detail
fixed asset listing.
Exception - HTB noted that 2 barcode tagged assets found in Bellingrath Hills Elementary
School’s server room were not listed on the fixed asset listing obtained from the Central Office.

Procedure 8:
Credit Cards:

A. Obtain a copy of school’s active credit card listing which includes the card number and name of
the persons who maintained possession of the cards. — Not applicable. There were no school
issued credit cards issued or used during the period July 1, 2023 through June 30, 2024.

B. Using the listing prepared by management, randomly select 5 cards (or all cards if less than 5)
that were used during the fiscal period. Randomly select one monthly statement or combined
statement for each card (for a debit card, randomly select one monthly bank statement), obtain
supporting documentation. — Not applicable. See 8A above.
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2.

Observed there is evidence that the monthly statement or combined statement and
supporting documentation (e.g., original receipts for credit/debit card purchases, exception
reports for excessive fuel card usage) were reviewed and approved, in writing (or
electronically approved), by someone other than the authorized card holder.

Observed that finance charges and late fees were not assessed on the selected statements.

C. Using the monthly statements or combined statements selected under #B above randomly select
10 transactions (or all transactions if less than 10) from each statement, and obtain supporting
documentation for the transactions (i.e., each card should have 10 transactions subject to
testing). For each transaction, observe it is supported by: — Not applicable. See 8A above.

3.

h

Observed that transaction supported by an original itemized receipt that identifies precisely
what was purchased.

Observed transaction supported by written documentation of the business/public purpose.

Observed transaction is by supported documentation of the individuals participating in
meals (for meal charges only).
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