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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.
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Expenditures  
 
The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely, 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 

3. Review unpaid invoices for long overdue invoices. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

Fundraisers 

1.   Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for fundraisers.              
      Select a sample of 10% to test the following attributes: 
 

a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1.   Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for the 
following attributes: 
 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,         
particularly the purchasing policy. 

     Comment:   One exception was noted due to payment of a late fee.
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: Five exceptions noted due to ticket reconciliations and concessions inventory not 
agreeing with deposit total. 

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment:  Two exceptions were noted due to ticket reconciliations not being properly prepared.
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Expenditures 
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Review unpaid invoices for long overdue invoices. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

Fundraisers 

1.  Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for   
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: One exception noted where a financial summary was not completed. 

 



Vernon Parish School Board 
Leesville, Louisiana 

 
Student Activity Funds 

Agreed-Upon Procedures 
June 30, 2025 

 
Hornbeck High School 

 

13 

Credit Cards 

2. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for   the 
following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies, 
particularly the purchasing policy. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 



 

14 

 LEESVILLE HIGH SCHOOL



Vernon Parish School Board 
Leesville, Louisiana 

 
Student Activity Funds 

Agreed-Upon Procedures 
June 30, 2025 

 
Leesville High School 

 

15 

Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: Two exceptions were noted due to receipts not being issued for all monies on hand and 
undeposited monies representing over three days of receipts.  

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip.  

  b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.  

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Expenditures  
 
The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely, 
and checks written appear to have documentation. 

Comment: Two exceptions noted due to invoices being over 30 days outstanding.  

2. Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: One exception noted where invoice date was not current when compared to date of 
check, one exception noted where accounting classification was not correctly posted, and one 
exception noted where expenditure for teacher meal was provided as a token of appreciation, which 
is not in accordance with the School Board’s financial policies.  

 

3. Review unpaid invoices for long outstanding amount. 
 
Comment: No exceptions were noted as a result of applying the agreed upon procedure.  
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Fundraisers 

2.  Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for   
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: One exception noted where financial conclusion sheet was not prepared.  

 

Credit Cards 

3. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for   the 
following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,      
particularly the purchasing policy. 

        Comment: One exception noted where interest was paid on credit card statement and one exception 
noted where sales tax was paid on a receipt, both of which are against the School Board’s financial 
policies.  
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No cash was on hand at the time of the visit. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Expenditures  
 
The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely, 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, particularly 
the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Review unpaid invoices for long outstanding amount. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

Fundraisers 

1.  Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for   
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for   
the following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,   
particularly the purchasing policy. 

        Comment: No exceptions were noted as a result of applying the agreed upon procedures.
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No cash was on hand at the time of the visit. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3.    Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.
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Expenditures  
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment:  One exception was noted for evidence of receipt of goods or services and one exception 
was noted for invoice date being current when compared to the date of the check. 

3. Review unpaid invoices for long outstanding amount. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

Fundraisers 

1.  Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for   
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for   
the following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,    
particularly the purchasing policy. 

Comment:  No exceptions were noted as a result of applying the agreed upon procedures.
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No cash on hand was on hand at the time of the visit.  

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: Three exceptions noted where deposit was not made timely, one exception noted where 
individual receipts within deposit could not be traced to the deposit because no receipt was 
provided. Could not tell when monies for this deposit were received or if the amount matched the 
deposit.  

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

 a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment:  One exception noted where there was a $120 variance between ticket reconciliation 
and deposit amount because gatekeepers paid themselves out of the cash box which is against 
School Board policy. 
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Expenditures  
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely, 
and checks written appear to have documentation. 

Comment: One exception noted where invoice was over 30 days outstanding and four exceptions 
noted where no documentation was provided for the checks.  

2. Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy. 

Comment: No exceptions noted as a result of applying the agreed upon procedures.  

3. Review unpaid invoices for long outstanding amount. 

Comment: No exceptions noted as a result of applying the agreed upon procedure.  

Fundraisers 

1.  Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for   
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: No exceptions noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for   
the following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,         
particularly the purchasing policy. 

Comment:  No exceptions noted as a result of applying the agreed upon procedures.
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.
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Expenditures  
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely 
and checks written appear to have documentation. 

Comment:  Noted two checks written in the past month that was for travel dating back to December 
2024. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy. 

Comment: One exception noted where a check written for travel was missing the travel form and 
one exception noted where a purchase order was missing a signature. 

3. Review unpaid invoices for long outstanding amount. 

Comment: There were no unpaid invoices at the time of the visit. 

Fundraisers 

1. Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for       
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1.   Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for the 
following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies, 
particularly the purchasing policy. 

Comment:  No exceptions were noted as a result of applying the agreed upon procedures.
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No cash on hand at the time of the visit.  

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.  

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment:   No exceptions were noted as a result of applying the agreed upon procedures.
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Expenditures  
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2.  Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Review unpaid invoices for long outstanding amount. 

Comment: No exceptions were noted as a result of applying the agreed upon procedure.  

Fundraisers 

4. Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for       
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

    Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

2.   Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for the 
following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies, 
particularly the purchasing policy. 

Comment:  One exception noted where the total of the receipts did not agree with the check 
amount. 
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Receipts 
 

The following procedures were performed: 

 

1. Perform a cash count when on the premises to determine that receipts have been issued for all monies 
on hand and that undeposited monies represent no more than three days’ receipts. 

Comment: No cash on hand at the time of the visit. 

2. Select fifteen receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: Three exceptions noted for deposit not made on a timely basis. 

3. Obtain copies of the game schedules for football, basketball, baseball, and softball and perform the 
following procedures for a sample of games: 

a. Trace from the date of the game to the ticket reconciliation and deposit for each game.   

b. Determine deposit was made on a timely basis. 

c. Determine that ticket reconciliation was properly prepared. 

d. Trace the total deposit to proper posting. 

Comment:   Two exceptions where the ticket count was not correct.
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Expenditures  
 

The following procedures were performed: 

 

1. Review checks written for the past month while on the premises to determine that bills are paid timely, 
and checks written appear to have documentation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

2. Select twenty-five disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

3. Review unpaid invoices for long outstanding amount. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures.

Fundraisers 

1. Obtain a copy of all fundraisers during the year and a copy of the School Board’s policy for       
fundraisers.  Select a sample of 10% to test the following attributes: 

 
a. Procedures were in compliance with the School Board’s approved policy. 

b. Established controls were properly followed. 

         Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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Credit Cards 

1. Obtain a list of all credit cards and store credit cards.  Select two months for each card and test for 
the following attributes: 

a. Evidence that goods or services were received. 

b. Charge is supported by proper documentation. 

c. Accounting distribution /classification is correctly posted. 

d. Charge appears to be necessary and reasonable. 

e. Ascertain that expenditures are in accordance with the School Board’s financial policies,   
particularly the purchasing policy. 

Comment: One exception noted due to a missing receipt. 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: One exception noted where deposit was not made timely and two exceptions noted 
where the concession inventory was off from the amount deposited by 25 cents.  

 

Expenditures  
 

The following procedures were performed: 

 

1.   Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: Two exceptions noted where accounting classification was not correctly posted.  
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WEST ELEMENTARY SCHOOL 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 

Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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VERNON MIDDLE SCHOOL 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 

Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment:   One exception noted where sales tax was paid on a purchase.
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SIMPSON HIGH SCHOOL 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: Four exceptions noted where deposit was not made timely.  

 

Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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PARKWAY ELEMENTARY SCHOOL 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment:  No exceptions were noted as a result of applying the agreed upon procedures. 

 

Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy. 

Comment: Three exceptions noted where invoice date was not current when compared to the date 
of the check.



  

52 

 

 

 

 

 

 

 

 

 

 

 

 

 

ANACOCO ELEMENTARY SCHOOL 
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 

 

Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy. 

 Comment:  One exception noted where interest was paid on credit card charges.  
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Receipts 
 

The following procedures were performed: 

 

1. Select ten receipts on a random basis and perform the following procedures: 

a. Trace to validated deposit slip. 

b. Determine deposit was made on a timely basis (within 3 business days). 

c. Trace the individual receipts within the deposit to the cash receipts journal to determine that the 
receipt batch matches the deposit total. 

d. Trace the individual receipts within the deposit to the related account ledger card, teacher 
log/receipt, and concessions inventory or admission ticket reconciliation. 

Comment: One exception noted where timeliness of deposit could not be determined as the 
receipt was missing the date. 

 
Expenditures  
 

The following procedures were performed: 

 

1. Select fifteen disbursements on a random basis and test for the following attributes: 

a. Documentation is canceled to prevent duplicate payment. 

b. Check is signed by authorized personnel. 

c. Evidence of receipts of goods or services. 

d. Invoice amount agrees with check amount. 

e. Charge is supported by proper documentation. 

f. Invoice date is current when compared to date of check. 

g. Accounting distribution/classification is consistent and correctly posted. 

h. Charge appears to be necessary and reasonable. 

i. Ascertain that expenditures are in accordance with the School Board's financial policies, 
particularly the purchasing policy.  

Comment: No exceptions were noted as a result of applying the agreed upon procedures. 
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