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Only one occurrence of the following findings was encountered so these findings do not appear on the 
preceding chart.   

1. Audited 6/30/10 cash balance differs from 7/1/10 school balance 
 

2. Transmittal forms incomplete/incorrect   
3. Building use funds not remitted to PWCPS   
4. Sign out sheets not used for athletic ticket sales   
5. Check written to "cash"   
6. Deposits in transit on year end bank rec. could not be verified   
7. Sales Tax paid on purchase in excess of $100.   
8. Receipt posted to general ledger after funds deposited at bank   
9. The school uses a signature stamp for financial purposes   
10. Transfers inadequate to cover credit card purchases   
11. Advances given to staff in cash   
12. Void checks not mutilated to prevent re‐use   
13. Transportation fees not remitted   
14. Due to student body account not cleared out at year end   
15. Excessive service charge fees paid to bank   
16. Request from bank copies of cancelled checks    
17. Create separate build use acct for events 100% kept by school   
18. Separate fundraiser account needed to record transactions   
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Alvey Elementary School 
 
Findings 
 
We noted check #2009 was voided but not properly mutilated to prevent reuse.  We recommend 
voided checks be properly defaced or torn to minimize the potential for reissuance of the check. 
 
It was noted during our audit that the faculty fund had a deficit balance at June 30, 2011.  According 
to the Financial Guidelines Manual, funds should not end the year with a deficit balance.  We 
recommend that transfers be made to any funds with a deficit balance at year-end and better fund 
management utilized to avoid the over spending of funds. 
 
During our audit, we noted that check #2067 was made out to the principal and was also signed by 
the principal.  We recommend that checks be signed by an authorized individual other than the 
payee. 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school had balances in both of these accounts at June 30, 
2011. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements made from the book fair and pepsi accounts.  
We recommend only posting that activity which is directly related to the activity and transferring any 
profits to other accounts to make purchases as needed.   
 
Management’s Response 
 

• We inquired with other bookkeepers and determined that the most common practice is 
to cut the checks into a fan style pattern to avoid reissue.  In the future, all checks will 
be cut in such a manner before filing with the Voided Check Report. 

 
• In the future, all deficit accounts will be reviewed prior to the close of the school year, 

in order to determine what caused the deficit.  The accounts will then be adjusted to 
avoid over expenditure for the following year.  All accounts, excluding E5900 Bad 
Checks, will be checked and corrected for positive balances before year end. 

 
• In researching the given check number, we found that the check was written on 

4/15/11.  During this time frame, we did not have an Assistant Principal, the usual third 
person with approval for signing checks.  We will have Mrs. Macerelli added to the 
account as an authorized signer, so that she can be utilized should it again be necessary 
for a check to be made payable to myself or Mrs. Brothers. 

 
• We have reviewed the Financial Guidelines Manual and will be sending the funds to 

PWCS in the future.  The librarian has used the funds from the lost library books account 
when she orders for the school, usually in combinations with the book fair profits, in the 
form of a check.  In the future, we have requested that said funds be spent by PD after 
being sent to the PWCS accounts. 

 
• We will be reviewing the allowed usage for each account.  The book fair account will 

also be reviewed with the librarian, so that we can be sure everyone understands their 
responsibilities.   Review of the regulations will be done semi-annually, so that we stay 
on the right track. 
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• If any further information is need, please feel free to contact myself or Mrs. Brothers.  
We have reviewed the regulations regarding School Activity Funds together, as well as 
the responses to our findings.  Paper copies will be sent by courier directly following the 
emailed copies. 

 
 
Antietam Elementary School 
 
Findings 
 
During our audit, it was determined that receipt #4982 and #5069 were not deposited in a timely 
manner.  According to the Financial Guidelines Manual, deposits should be made daily if $25 is 
accumulated and at a minimum on Friday.  We recommend the school adhere to PWCS policy.   
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school did not adhere to this policy. 
 
The school issued several checks for reimbursement to the principal and the bookkeeper.  Check 
#3421 and #3497 were written to the principal and #3429 was written to the assistant principal and 
all were signed by the payee.  Since the school has three authorized check signers, we recommend 
that checks written to an authorized check signer be signed by someone other than the payee. 
 
Recommendations 
 
During our audit, we noted a significant fundraiser posted to the art account.  We recommend that 
large fundraisers be segregated into separate accounts to more easily reflect profitability of the 
fundraiser.  Profits from the fundraiser can then be transferred and used for authorized purposes. 
 
We noted several transmittal forms that did not include the date that the funds were received by the 
bookkeeper.  All transmittal forms should be dated by the individual remitting the funds to 
determine the timeliness of deposits. 
 
Management’s Response 
 

• We will strive to make timely deposits of all revenue collected at the school each day 
barring inclement weather and absence of bookkeeper. 

 
• This will be done semi-annually starting the school year. 

 
• This practice will no longer proceed.  We have 3 check signers and a third party will 

always sign checks made out to another check signer. 
 
• A revenue account for square one art will be established as to show the profits of the 

fund raiser before a transfer of those profits is made. 
 
• Every attempt will be made to inform staff of how to fill out and turn in a transmittal 

form to include date, activity and signature. 
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Ashland Elementary School 
 
Findings 
 
During our audit, it was determined that the receipts reported on the school’s book fair sales report 
and the receipts reported on the general ledger differ by $460. The school’s financial report is less 
than the book fair sales report.  Thus, the school either under collected receipts or incorrectly 
completed the book fair sales report and over-paid Bookworm Central and Scholastic Inc.  This 
difference should be investigated to determine if the school is due a refund from the company.  It is 
recommended that in the future, the school bookkeeper and librarian reconcile receipts to ensure 
what is reported to Bookworm Central or Scholastic Inc. matches what is recorded in the school’s 
general ledger. 
 
At June 30, 2011 the school had three checks that have been outstanding for more than one year.  
We recommend that these checks be written off and added back to the school’s cash balance. 
 
We recommend that all checks be supported by adequate approved supporting documentation before 
a check is issued.  Documentation for check #1511 written to Ashland Elementary School could not be 
located. 
 
Recommendation    
 
The school did not have any school store sales during the year but a large disbursement was made 
out of the account.  We recommend that transactions in this account be directly related to the profit 
center to avoid skewing the financial results of the account.  The profit resulting from these 
activities can be transferred to the appropriate account and used for authorized purposes.   
 
Management’s Response 
 

• The bookkeeper and librarian reconciled the book fair receipts and found no 
discrepancies in funds.  They will work closely to avoid future mistakes. 

 
• Outstanding checks were voided on 7/27/11.  The bookkeeper will be more attentive to 

check dates in the future and stale dated checks will be voided in a timely manner. 
 
• Check #1511 was actually written to Jamestown-Yorktown Foundation and all supporting 

documentation was provided at the time the check was written.  In the future the 
bookkeeper will ensure that all supporting documentation is on hand before any check is 
issued. 

 
• The funds in the school store account were rolled over from the previous year.  The 

merchandise and invoice were not received until over the summer.  In the future monies 
will be transferred to the appropriate account before being expended. 

    
 
Battlefield High School 
 
Findings 
 
The school currently does not utilize a sign out sheet for the sale of tickets at athletic events.  This 
sheet should list the beginning and ending ticket numbers issued for sale and at the end of the 
sporting event reconcile back to the number of tickets returned to the bookkeeper. 
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It was noted during our audit that several accounts had deficit balances at June 30, 2011.  According 
to the Financial Guidelines Manual, funds should not end the year with deficit balances.  We 
recommend that transfers be made to any funds with a deficit balance at year-end. 
 
The school and especially DECA, had several fund raisers for charities such as Haiti and diabetes, 
where the funds were never remitted to the charitable organization.  We recommend that funds 
collected for charitable organizations be remitted to the charity by year end.  
 
Management’s Response 
 

• A Ticket Inventory Log Sheet has been created for events this year and is being 
maintained by the bookkeeper. 

 
• Accounts that have a deficit, at the end of the year, will be corrected with appropriate 

transfers.  The Director of Student Activities will ensure sponsors and coaches 
understand they are to confirm funds are available before they make purchases. 

 
• We have met with club sponsors to review the guidelines and basic principles for school 

activity funds.  Additional meetings have been scheduled with the DECA advisors to 
ensure they fully understand the requirements to remit funds to the appropriate 
charitable organizations for which the funds were collected during the year in which the 
funds were raised. 

 
• We at Battlfield truly believe that “Success is a Choice!” in all that we do.  

Consequently, success in accurate and complete accounting recording is the choice of 
our entire staff. 

 
 
Bel Air Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school did not adhere to this policy. 
 
Recommendation 
 
In reviewing the school’s financial report several accounts were not assigned to any of the normal 
account classes.  We recommend that these accounts be grouped with the appropriate group of 
accounts (i.e. instructional, fundraising).  
 
Management’s Response 
 

• We have not done this previously due to the small amount of money in this account and 
the constant paying for lost books and then finding the books resulting in having to 
refund the money.  We normally remitted to PWCS mid June.  We will adhere to this 
policy in the future. 

 
• The recommendation was that several accounts were not assigned to any of the normal 

account classes.  They recommend that these accounts be grouped with the appropriate 
group of accounts (i.e. instructional, fundraising).  Ms. Cole has gone back and assigned 
a normal account class to the three accounts that did not have one. 

 



 

102 

Belmont Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library fees are to be remitted semi-annually to 
PWCS and all funds should be remitted by the end of the fiscal year.  The school did remit all fees 
collected by June 30, 2011, but did not remit fees semi-annually as required by PWCS policy. 
 
Management’s Response 
 

• Although payment was not remitted on the due date according to the end of year 
calendar (due to approved leave), the payment for Lost Library Book Fees was 
completed on June 30, 2011.  The payment was received in Finance and posted to FY11.  
Please see the attached FY11 Account Analysis Detail Report showing a zero balance for 
this account as of June 30, 2011. 

 
 
Bennett Elementary School 
 
Finding 
 
It was noted during our audit that the interest revenue account had a deficit balance at June 30, 
2011.  According to the Financial Guidelines Manual, funds should not end the year with deficit 
balances.  We recommend that transfers be made to any funds with a deficit balance at year-end. 
 
We recommend that all checks be supported by adequate approved supporting documentation and all 
checks written have two authorized signatures.  Check #11568 lacked adequate documentation.   
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school had not remitted all of its current year collections as of June 30, 2011. 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $200.  The school had $1,478.53 of transfers into its 
faculty accounts for the year. 
 
Management’s Response 
 

• Deficit in this account balance has been carried forward every year since at least fiscal 
year 2000-2001.  In the future, transfers of funds will be made to ensure that we always 
close the year without a negative balance.  Bennett plans to change banks in the near 
future which might also help to ensure that exorbitant fees being charged to our 
account will lessen. 

 
• Check number #11568 did not have supporting documentation attached.  This check was 

to refund a parent for fees regarding the Lego Club at Bennett.  Bookkeeper neglected 
to make a copy of said documentation before submitting it with Grant info for 
reimbursement.  Bookkeeper will be more careful in the future. 

 
• In the future Bookkeeper will remit these fees to PWCS instead of using them to allow 

Librarian to purchase new/replacement books with Blue Bear funds. 
 
• Bookkeeper and Principal will review the Financial Guidelines Manual and ensure that 

we comply with the $200 limit for transfers into the non-faculty accounts. 
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Louise A. Benton Middle School 
 
Finding 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $300.  The school had $1,040 of transfers into its 
faculty accounts for the year. 
 
Recommendation 
 
We recommend that the school consider investing a portion of its idle cash in a money market 
account or certificate of deposit.  The balance of the checking account at June 30, 2011 was 
$142,547.34. 
 
Management’s Response 
 

• It was recommended that the school consider investing a portion of its idle cash in a 
money market account or certificate of deposit.  The balance of the checking account at 
June 30, 2011 was $142,547.34.  We intend to purchase and implement new technology 
and software enhancements for our students. 

 
• It was noted the maximum amount of transfers that can be made to faculty accounts 

from non-faculty accounts is $300.  The school had $1040 of transfers into its faculty 
accounts for the year.  One thousand dollars was a donation from the Benton PTA, that 
was transferred from the donation account. 

 
 
Stuart M. Beville Middle School 
 
Findings 
 
At June 30, 2011 the school had a deposit in transit listed for $1,006 on its bank reconciliation.  This 
deposit cleared the bank on June 30, 2011 and thus should not have been a reconciling item on the 
bank statement.  The deposit was also recorded twice in the general ledger.  An adjustment was 
made as of July 1, 2011 to rectify this error. 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
Management’s Response 
 

• This memo is in response to the audit findings.  According to the audit findings, we did 
not adhere to the policies in the Financial Guidelines Manual because we did not submit 
monies collected for lost library books and lost textbooks.  As stated in the Financial 
Guidelines Manual, funds should be submitted semi-annually.  Please be advised that we 
did not have money in either of these accounts on the first due date of December 5, 
2010. 

 
• In addition, the other finding indicating that a deposit was recorded twice had already 

been corrected. 
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Brentsville District Senior High School 
 
Finding 
 
According to the Financial Guidelines Manual, drivers’ education fees are supposed to be remitted to 
PWCS on a monthly basis.  This procedure was not followed during FY 2011 by the school and a 
balance of $3,450 remained in the account at June 30, 2011.  Likewise, revenues collected by the 
school for parking totaled $37,052 ($693 paid for the parking stickers) but only $32,371 was remitted 
to PWCS.   
 
Recommendation 
 
During our audit, we noted numerous unrelated disbursements posted to the school’s yearbook 
account.  We recommend that transactions in these accounts be directly related to the profit center 
to avoid skewing the financial results of the account.  The profit resulting from these activities can 
be transferred to the appropriate account and used for authorized purposes.   
 
Management’s Response 
 

• This year, in a pilot program agreed upon by Brenstville administration, Mr. Fred Milbert 
and Mr. Michael Mulgrew, Brentsville is working to demonstrate that a driver’s education 
program at a base school which services a couple schools can be self-supporting. 
Therefore, BDHS has fronted the money for a driver’s education instructor with the 
expectation the money will be recouped via driver’s education fees. Therefore, BDHS 
will keep all monies collected as fees in a separate account and provide monthly reports 
to Mr. Milbert and Mr. Mulgrew regarding money collected until the salary for the 
instructor is collected. Once $76782 dollars has been collected, all monies will be 
remitted to PWCS monthly. 

 
• All revenues collected for parking passes will be submitted quarterly, noting the 50% to 

be returned to the school’s budget and with the exception of any money spent on 
parking decals. 

 
• Unrelated disbursements will not be made from the yearbook account and transactions 

will be related to the business requirements and decisions made by the yearbook 
sponsor and staff. 

 
 
Bristow Run Elementary School 
 
Findings 
 
During our audit, we noted that both of the school book fairs held during the year had substantial 
discrepancies between funds collected by the school and the inventory sold per Bookworm Inc.  The 
fall book fair showed receipts per the school’s general ledger $2,261.66 less than cash sales per the 
book fair sales report.  Likewise, the spring book fair showed receipts of $1,688.50 less on the 
general ledger than reported on the book fair sales report.  The school and School Board have spoken 
to Bookworm Inc. concerning these discrepancies and the investigation is still ongoing.  We 
recommend the school implement procedures to reconcile book fair sales per the librarian’s records 
with amounts recorded in the general ledger on a daily basis during the book fair. 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school did not adhere to this policy. 
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According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school had several accounts with a deficit balance at June 30, 2011.  Transfers should 
be made from other accounts to alleviate this deficit. 
 
Recommendation 
 
During our audit, we noted a significant fundraiser posted to the SCA account.  Additionally, we 
noted unrelated disbursements posted to the pictures account.  We recommend that large 
fundraisers be segregated into separate accounts to more easily reflect profitability of the fundraiser 
and that activity in these accounts be related to the fund raiser or profit center.  Profits from the 
fundraiser or profit center can then be transferred and used for authorized purposes. 
 
Management’s Response 
 

• We first learned about these discrepancies during a meeting with Bookworm Central on 
June 6, 2011 after the fall and spring book fairs.  These discrepancies were immediately 
reported to both our level associate and Risk Management.  We have been assisting Risk 
Management in the investigation of these discrepancies.  There are no school book fairs 
scheduled at our school for the 2011-2012 school year.   

 
• We have reviewed the financial guidelines with Linda Kinchloe and will submit lost 

library and textbook fees on December 5th and as directed in the annual End-of-Year 
Close-Out notice.   

 
• Funds were transferred in July to the appropriate accounts in order to correct the 

deficit balances.   
 

• The large fundraiser in the SCA account was for Pennies for Patients and was posted by 
a temporary bookkeeper placed at our school between January and March.  In the future 
all fundraisers will be posted to proper activity accounts and be transferred and used for 
authorized purposes.   

 
 
Buckland Mills Elementary School 
 
Findings 
 
During our audit of cash receipts, it was discovered that receipt #2433 was received on 10/7/10 and 
deposited on 10/17/10.  Additionally, receipt #2433, #2887, and #3021 did not have the standard 
cash transmittal form in accordance with PWCS policy.  According to the Financial Guidelines Manual, 
deposits should be made daily if $25 is accumulated and at a minimum on Friday.  We recommend 
the school adhere to PWCS policy.   
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS and all funds should be remitted by the end of the fiscal year.  The school did not remit any 
fees collected during the fiscal year.  Additionally, the lost library book account ended the year with 
a deficit balance of $11.36. 
 
Management’s Response 
 

• The report of the audit findings and recommendations provided by Robinson, Farmer, 
Cox Associates provided information that was very helpful and will be instituted within 
our school. 
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• With response to their findings, we have reviewed the Financial Guidelines Manual and 
will ensure that all of the proper policies are accurately followed. 

 
• “Cash receipt #2433 was received on 10/07/10 and deposited on 10/17/10”.   

 
- Response:  This deposit was made late, as this was during the new bookkeeper’s 
training at the Kelly Center and the receipt was inadvertently left in the Financial 
Services Office. 

 
• “Receipt #2433. #2887 and #3021 did not have the standard cash transmittal form in 

accordance with PWCS policy.” 
 

- Response:  These deposits were submitted by teachers without the proper cash deposit 
and the bookkeeper accepted them with the hand written receipts.  All deposits will be 
required to have the proper cash deposit forms accompany them. 

 
• “Lost Library book fees are to be remitted semi-annually to PWCS and all funds should 

be remitted by the end of the fiscal year and that the account ended the year in a 
deficit balance of $11.36.”   

 
- Unfortunately the bookkeeper was unaware of this policy and will strictly adhere to it 
in the future.  With respect to the account deficit, the Financials Services Office was 
contacted prior to this deficit being created and approved the transaction. 

   
 
Bull Run Middle School 
 
No findings or recommendations. 
 
 
Cedar Point Elementary School 
 
Findings 
 
During our audit, we noted check #2134 lacked the principal’s approval.  It is imperative that all 
invoices are approved by the principal or his designee and supporting documentation examined 
before any check is issued. 
 
During our audit, it was determined that numerous receipts were not deposited in a timely fashion.  
According to the Financial Guidelines Manual, deposits should be made daily if $25 is accumulated 
and at a minimum on Friday.  We recommend the school adhere to PWCS policy. 
 
During our audit, we noted that some adjustments were not approved by the principal.  We 
recommend that all adjustments be approved by the principal. 
 
At June 30, 2011 the school had four checks that have been outstanding for more than a year.  The 
checks were written in off in July 2011. 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school had not remitted its current year collections as of June 30, 2011. 
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Management’s Response 
 

• Check #2134, dated 10/7/10, which lacked the principal’s approval, was an oversight.  
Supporting documentation was attached and the bookkeeper did sign, however the 
principal’s signature was missing. 

 
• Regarding receipts not deposited in a timely fashion, this was during a time when Cedar 

Point was in transition and the new bookkeeper had not been trained yet in Blue Bear 
system. 

 
• It was noted some adjustments were not approved by the principal.  The principal was 

aware.  Not getting signature was an oversight.  We will be more careful to ensure all 
transfers/adjustments are signed off by the principal. 

 
• The four (4) checks that had not been written off prior to June 30, 2011 were written 

off in July 2011.  We will be more attentive and ensure checks outstanding for more 
than a year are written off prior to closing the year. 

 
• Lost library book fees collected have now been remitted to PWCS.  Bookkeeper was not 

aware of this requirement.  We will be more diligent, ensuring these fees are remitted 
semi-annually to PWCS. 

 
 
Coles Elementary School 
 
Repeat of Prior Year Findings 
 
During our audit, it was determined that numerous receipts were not deposited in a timely fashion.  
According to the Financial Guidelines Manual, deposits should be made daily if $25 is accumulated 
and at a minimum on Friday.  We recommend the school adhere to PWCS policy.   
 
At June 30, 2011 the school had two checks that have been outstanding for more than a year.  We 
recommend these checks be written off and added back to the school’s cash balance. 
 
Current Year Findings 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #3862 lacked supporting documentation.   
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school had several accounts with a deficit balance at June 30, 2011.  Transfers should 
be made from other accounts to alleviate this deficit. 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school did not adhere to this policy. 
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Management’s Response 
 
Repeat of Prior Year Findings 
 

• Bookkeeper response: I always attempt to make a deposit the same day funds are 
collected and turned in to me.  However, there are days the office atmosphere (short 
staffed, sick children with no nurse, other duties assigned) play a big role in my ability 
to count money daily and or leave the office to make the deposit.  In any event I am 
unable to count money and make a deposit, all funds are locked in a vault which is 
locked in my office.  I will continue to do my best in following county policy by counting 
money and making a deposit daily or at a minimum of Wednesday and Friday. 

 
• Bookkeeper’s Response:  These checks were made out to employees who had not 

received and/or lost the check.  The checks were voided and rewritten on August 08, 
2011.  Both checks have cleared in our bank reconciliation. 

 
Current Year Findings 
 

• Principal’s Response:  Before check requisitions are created, the bookkeeper has 
provided me with documentation for prior- approval.  Once approval is given, the check 
is then created. 

 
I do not sign-off on checks without proper documentation or at least a rationale.  The 
bookkeeper has been very consistent with providing this documentation to me.  
Therefore, I will work with her on your findings. 

 
Bookkeeper’s Response:  Check #3862 was a final payment for a Faculty Holiday Party.  I 
did not attend the party therefore I did not collect a receipt for the final payment 
directly.  I never received a receipt from a faculty member that did attend.  Since 
discovering there wasn’t supporting documentation on file for the final payment, I have 
contacted the vendor several times to request a reprint of the receipt.  They have been 
unable to reprint a receipt dated that far back.  
 

• Principal’s Response:  The bookkeeper was advised by the principal to work diligently to 
collect remaining balances from grade levels.  However, we wanted to show each grade 
level how much they were short in collecting field trip money, readers, etc…. The 
transfer balances should have taken place before June 30th, but only after showing each 
grade level how much each account was short.  I will work with the bookkeeper on this 
matter. 

 
• Bookkeeper’s Response:  All accounts in deficit were brought to a $0.00 balance before I 

closed out my year 2011.  Transfers were made on August 08, 2011.  In the future I will 
be more diligent to the date of transfer to ensure they are made prior to June 30, 2011 
which will comply with the Financial Guidelines Manual. 

 
• Principal’s Response:   Library books and textbooks are usually determined as misplaced 

or lost at the end of the school.  We will monitor this starting during each quarter to 
make sure payment is not in order.  The bookkeeper will provide the principal with a 
quarterly report of outstanding library books or textbooks. 

 
Bookkeeper’s Response:  I have re-read the Financial Guidelines Manual and will make 
sure I adhere to them by remitting these funds semi-annually verses annually. 
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Dale City Elementary School 
 
Finding 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #10489 and #10521 lacked supporting 
documentation.  
 
Recommendation 
 
In reviewing the school’s financial report we noted two accounts that were not assigned to any of the 
normal account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. clearing).  
 
Management’s Response 
 

• Supporting documentation for the two checks mentioned, #10489 and #10521, was filed 
in the incorrect account file folder.  All documentation has now been filed in the proper 
account folder. 

 
• Account 91000.00, Due to Student Body, and 99999.90, Special Clearing Accounts, are 

two accounts that must have been transferred over from the Manatee system.  The two 
accounts have never been used and both show a zero balance and no activity.  These 
accounts have now been deleted. 

 
 
Dumfries Elementary School 
 
Finding 
 
At June 30, 2011 the school had one check that has been outstanding for more than one year.  We 
recommend that this check be written off and added back to the school’s cash balance. 
 
Recommendations 
 
During our audit, we noted unrelated disbursements posted to the pictures account.  We recommend 
that transactions be related to the account to which they are posted to avoid skewing the financial 
results of the account.  Profits from this account can be transferred to the appropriate account and 
used for authorized purposes. 
 
In reviewing the school’s financial report three accounts were not assigned to any of the normal 
account classes.  We recommend that these accounts be grouped with the appropriate group of 
accounts (i.e. instructional, fundraising).  
 
Management’s Response 
 

• There were two recommendations made by the auditors concerning the FY 2011 Student 
Activity Funds for Dumfries Elementary.  The following is the response to the auditor 
recommendations: 

 
• It was noted by the auditor that transactions should be related to the account in which 

they are posted and funds transferred to the appropriate accounts.  We will transfer 
funds from the appropriate accounts when making payment. 

 



 

110 

• It was noted by the auditor that accounts should be assigned to normal account classes.  
Accounts will be created if needed and grouped with the appropriate group of accounts. 

 
• There was one finding made by the auditor concerning one check that had been 

outstanding for more than one year.   
 

• The check that was outstanding for more than one year was voided on August 1, 2011. 
 
 
Suella Ellis Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $200.  The school had $375.81 of transfers into its 
faculty account for the year. 
 
Management’s Response 
 

• Book keeper will submit fees according to Financial Guidelines Manual and will remit 
semi-annually. 

 
• Spoke to Linda Kinchloe in Finance. Book keeper has been out due to family emergency. 

We will make sure that the $200.00 amount is not exceeded. 
 
 
Enterprise Elementary School 
 
Finding 
 
It was noted during our audit that receipt #7367 was received on February 23, 2011 but was not 
deposited to the bank until March 1, 2011.  According to the Financial Guidelines Manual, deposits 
should be made daily if $25 is accumulated and at a minimum on Friday.  We recommend the school 
adhere to PWCS policy. 
 
Management’s Response 
 

• We investigated this deposit of $30.00 on March 1, 2011 and are unable to determine 
the cause of the delay in the receipt of the money and the date deposited. 

 
• In the future, we will ensure that all financial guidelines are followed and make sure 

that all collections and deposits are made within those guidelines.  Classroom teachers 
will be reminded of their responsibility to turn in money each day to the Bookkeeper. 
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Featherstone Elementary School 
 
Finding 
 
We noted one occasion, receipt #1394, when funds remitted to the bookkeeper were not 
accompanied by a cash transmittal form.  We recommend cash transmittal forms be utilized each 
time funds are transmitted to the bookkeeper.  Additionally, this receipt was made out to 
“yearbooks”.  In order to allow for an adequate audit trail, receipts should be written out to the 
individual remitting the funds. 
 
Recommendation 
 
During our audit, we noted that a payment for a 5th grade field trip charter bus was paid out of the 
school store fund.  We recommend that transactions be related to the account to which they are 
posted to avoid skewing the financial results of the account.  Profits from this account can be 
transferred to the appropriate account and used for authorized purposes. 
 
Management’s Response 
 

• We are writing in response to the report of audit findings for FY 2010-2011 for 
Featherstone Elementary.  In the past, yearbook transactions have been directly 
submitted to the bookkeeper, therefore no individual was responsible for remitting the 
funds.  In the future, we will have the yearbook sponsor responsible for submitting the 
funds and cash transmittal form to the bookkeeper. 

 
• In the recommended finding, we would like to make a note to correct that the 5th grade 

field trip was paid out of the school office account rather than the school store fund 
(see attached).  In the future, where funds are being paid by the school office account 
to assist with field trips a transfer will be made to the appropriate account before 
issuing a check. 

 
 
Fitzgerald Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
Management’s Response 
 

• Fannie W. Fitzgerald Elementary School recognizes that according to the Financial 
Guidelines Manual lost library books and lost textbooks fees are to be remitted semi-
annually to PWCS.  The school recognizes this has not been done in the past but it will 
be done in the future.  These funds will be remitted in January 2012 and June 2012. 

 
 
Forest Park High School 
 
Repeat of Prior Year Finding 
 
During our audit, we also noted several instances in which funds had been deposited to the bank 
prior to the receipt being posted to the school’s accounting system.  We recommend receipts be 
posted as received and then deposited to the bank. 
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Current Year Findings 
 
During our audit, we noted check #9320 lacked the principal’s approval.  It is imperative that all 
invoices are approved by the principal or his designee and supporting documentation examined 
before any check is issued. 
 
During our audit, we noted that check #9320 was made out to the bookkeeper and was also signed by 
the bookkeeper.  We recommend that checks be signed by an authorized individual other than the 
payee. 
 
Recommendation 
 
We noted that the school’s transmittal forms did not include the date that the funds were received 
by the bookkeeper.  All transmittal forms should be dated by the individual remitting the funds to 
determine the timeliness of deposits. 
 
Management’s Response 
 

• Receipts will be posted as received and then deposited to the bank.  Coordinating with 
Activities Director to insure deposit slips are turned in to Bookkeeper and are made in 
Blue Bear daily prior to Activities Director making sports related deposits with the bank. 

 
• Check #8964 had required signatures.  As a result of an inadvertent oversight, the check 

requisition generated by Blue Bear was missing the principal’s signature.  Care will be 
taken to insure all required forms are signed. 

 
• Check #9320 was signed by the principal and the bookkeeper.  As a result of an 

inadvertent oversight, the check should have been signed by an authorized assistant 
principal in lieu of the bookkeeper.  Care with the taken to insure accuracy in the 
future. 

 
• The Forest Park High School deposit slip has an area for the individual remitting the 

funds to indicate the date of deposit; the bookkeeper’s initials; and dates the deposit 
slip at the bottom of the form indicating date of deposit.  Forest Park High School will 
continue to strive for excellence on the annual Student Activity Fund Audit. 

 
 
Freedom High School 
 
Repeat of Prior Year Finding 
 
During our audit, it was determined that the yearbook lost approximately $9,200 during fiscal year 
2011.  We recommend that staff investigate the reason for the loss and price yearbooks in 
subsequent years to cover costs associated with the purchase of the yearbook. 
 
Recommendation 
 
We recommend that the school consider creating a separate building use account for each building 
use fundraiser held at the school.  According to the Financial Guidelines Manual, the school is 
allowed to keep 100% of the building rent (less custodial fees) for five fundraising events during the 
year.  These events are commingled with normal building use rental collections which it make it 
difficult to ascertain the amount of funds that the school should remit to PWCS. 
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Management’s Response 
 

• Yearbooks are to support our students and we will continue to do our best to advertise 
the sale of yearbooks.  We are giving free Senior ads to students who purchase a 
yearbook from September through November.  We will encourage Senior parents to 
purchase an ad to support the child.  We are selling previous years Yearbooks at a 
discount. 

 
• I will be sure not to commingle the building use fundraising event rent in the future.  All 

building use money collected was deposited.  When the check was sent to Risk 
Management a transfer was made to our PTSO account for the fundraising event rent. 

 
 
Gainesville Middle School 
 
Repeat of Prior Year Finding 
 
It was noted during our audit that three accounts had deficit balances at June 30, 2011.  According 
to the Financial Guidelines Manual, accounts should not end the year with a deficit balance.  We 
recommend that transfers be made to any accounts with a deficit balance at year-end and better 
fund management utilized to avoid the over spending of accounts. 
 
Current Year Findings 
 
During our audit, we noted several receipts written to generic titles such as “students”.  In order to 
allow for an adequate audit trail, receipts should be written out to the individual remitting the 
funds. 
 
Management’s Response 
 
Repeat of Prior Year Finding 
 

• Account B2136 had a deficit balance due to a pending field trip refund.  The requested 
refund was received and posted on July 27, 2011 resulting in a positive balance.  
Accounts B2605 and B2615 had deficit balances due to a field trip deposit made for the 
coming 2012 school year  The negative balances reflected the end of year accounting 
circumstances.  These issues were discussed with Linda Kincheloe prior to year end and 
agreed upon that this was the appropriate action. 

 
Current Year Findings 
 

• During the school year, students pay for replacement agendas and lunch purchases on 
the Principal’s Lunch Card.  In the future we will note the name of the office staff 
member in charge of such collections on the deposit slip. 

 
 
Garfield High School 
 
Findings 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $500.  The school had $3,145.58 of transfers into its 
faculty account for the year. 
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According to the Financial Guidelines Manual, drivers’ education fees are supposed to be remitted to 
PWCS on a monthly basis.  This procedure was not followed during FY 2011 by the school and a 
balance of $3,450 remained in the account at June 30, 2011.   
 
Management’s Response 
 

• All money transferred to the faculty fund account was directly from the faculty soda and 
snack machine commissions generated by faculty only.  

 
• The money remaining in account was for summer 2011 driver’s education and was sent 

to PWCS in September 2011 when all funds were collected.  PWCS regulation pertaining 
to monthly remittance is duly noted. 

 
 
Glenkirk Elementary School 
 
Finding 
 
During our audit, it was determined that the yearbook lost approximately $2,670 during fiscal year 
2011.  $2,163 of the $4,162 collected for yearbooks was a refund for the prior year yearbook.  We 
recommend that staff investigate the reason for the loss and price yearbooks in subsequent years to 
cover costs associated with the purchase of the yearbook. 
 
Recommendations 
 
During our audit, we noted unrelated disbursements made from the coke account.  We recommend 
only posting that activity which is directly related to the activity and transferring any profits to other 
accounts to make purchases as needed.   
 
The school paid over $800 in bank service charges in FY 11.  We recommend the school check with its 
bank to see if this charge can be eliminated.   
 
Management’s Response 
 

• Yearbook: Due to error in billing the school will be receiving $7,388.68 back and actually 
made a profit of $2,162.87 just on online sales.  Email below explaining the 
overpayment to Lifetouch:  
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• Funds taken from Coke Fund to cover unrelated cost have been corrected for this year’s 
budget. 

 
• In discussions with the bank to work on lowering/eliminating fees for this school. 

 
 
Mills E. Godwin Middle School 
 
Recommendation 
 
In reviewing the school’s financial report we noted two accounts that were not assigned to any of the 
normal account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. club).  
 
Management’s Response 
 

• As requested, please accept this as a response to what corrective action was taken as a 
result of the auditor’s recommendation: 

 
• We have placed the appropriate accounts in their print group. 

 
 
Governor School 
 
Finding 
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school’s school office account had a deficit balance of $98.14 at June 30, 2011.  
Transfers should be made from other accounts to alleviate this deficit. 
 
Management’s Response 
 

• In regards to the requested response relating to our recent internal audit, our school 
office account had a deficit of $98.14 at the end of the fiscal year because we were 
waiting to receive credit from the bank for charges that were inadvertently charged to 
our account.  We have not yet received this credit, our account will no longer be in 
deficit. 

 
 
Graham Park Middle School 
 
Findings 
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school had two accounts with a deficit balance at June 30, 2011.  Transfers should be 
made from other accounts to alleviate these deficits. 
 
The school collected donations for Tsunami relief during the year.  However, the funds were never 
remitted to the charitable organization.  Funds collected for a specific charitable purpose should be 
remitted to the organization after the donation drive has ended. 
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Recommendation 
 
We noted that the school’s transmittal forms did not include the date that the funds were received 
by the bookkeeper.  All transmittal forms should be dated by the individual remitting the funds to 
determine the timeliness of deposits. 
 
Management’s Response 
 

• The negative $53.38 in account D4360 (School Office) was caused by clearing out our old 
bank account from United Bank to BB&T.  The second negative balance in account 
A1025, (Cheerleaders/Middle School) was caused by nonpayment for cheer uniforms.  
The school is still seeking payment to offset this negative balance. 

 
• The appropriate address was not available from the club sponsor as of June 30, 2011.  

Check #3393 has been processed and sent to American Red Cross “Disaster Relief” in Des 
Moines, IA. 

 
• Teachers will begin submitting a class roster with money collected from each student 

every day money is collected.  The bookkeeper will also stamp each deposit slip with 
date received stamp. 

 
 
Samuel L. Gravely Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school’s robotics account had a deficit balance of $364 at June 30, 2011.  Transfers 
should be made from other accounts to alleviate this deficit. 
 
It was noted during our audit that receipt #1306 was received on January 7, 2011 but was not 
deposited to the bank until January 13, 2011.  According to the Financial Guidelines Manual, deposits 
should be made daily if $25 is accumulated and at a minimum on Friday.  We recommend the school 
adhere to PWCS policy. 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  We noted several checks that lacked adequate 
supporting documentation.  Additionally, check #1223 was written for reimbursement for the 
purchase of gift cards.  There was no indication as to who received the gift cards or what the gift 
cards were used for.  Finally, check # 80 was written to “Cash” on a manual check that was used for 
book fair change, which was signed only by the bookkeeper.  Checks should be written to the 
individual cashing the check and not to “cash” and all checks should contain two authorized 
signatures. 
 
According to the Financial Guidelines Manual, lost library book and lost textbook fees are to be 
remitted semi-annually to PWCS.  The school had balances in both of these accounts a June 30, 2011 
and did not adhere to this policy. 
 
Recommendation 
 
In reviewing the school’s financial report, we noted that the payment for the school’s book fair 
account was not posted to the book fair account.  We recommend that all activity related to the 
book fair be recorded in the book fair account. 
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Management’s Response 
 

• Gravely Elementary had a vacancy in the bookkeeper position from January 7th, 2011- 
June 27th, 2011.  The position was vacated due to the transfer of Ms. Tami Griffith to 
Piney Branch Elementary.  During this time, Gravely Elementary was able to secure Ms. 
Griffith, Ms. Kincheloe and Ms. Pascua, the bookkeeper from Ellis, in a temporary 
capacity, to assist with our needs until Ms. Gildner, Gravely’s current bookkeeper, was 
hired.  Ms. Griffith and Ms. Pascua are to be commended for their time and talent in 
assisting Gravely during this transition, while maintaining their responsibilities at their 
schools.  Ms. Kincheloe’s support proved invaluable in assisting at critical budget times.  
I am confident that the following areas will be in compliance during the next audit. 

 
• Transfers will be made if necessary to avoid a reoccurrence. 

 
• A backup system is in place for deposits in the absence of the bookkeeper. 

 
• Prior audits have shown that adequate documentation has been provided.  I am 

confident future audits will prove the same findings.  In reference to gift cards, we have 
a system for documenting use and for the name of the receiving party.  We are 
reviewing that system and looking into the disposition of check #1223.  Dual signatures 
will be monitored by the principal, the assistant principal, and the bookkeeper. 

 
• With the bookkeeper position being filled on a permanent basis, I am confident this will 

not occur again. 
 
 
Henderson Elementary School 
 
Findings 
 
During our audit, we noted that chair of the social’s social committee regularly received advances 
for purchases and then subsequently remitted receipts and change remaining for the advance.  
However, we noted only one instance where change was remitted and two checks (#5245 and #5258) 
where the receipts did not total the $100 advance received.  Additionally, these two checks included 
the purchase of gift cards.  There was no indication as to who received the gift cards or what the gift 
cards were used for.  According to the Financial Guidelines Manual, a sign-out sheet should be 
utilized for all advances and this procedure was not in place at the school.  The school has agreed to 
cease the use of advances in the future.  
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #5237 lacked supporting documentation.  
Additionally, check #5222 was only signed by the bookkeeper and not the principal.   
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school’s book fair account had a deficit balance at June 30, 2011.  Transfers should be 
made from other accounts to alleviate this deficit. 
 
At June 30, 2011 the school had two checks that have been outstanding for more than one year.  We 
recommend that these checks be written off and added back to the school’s cash balance. 
 
According to the Financial Guidelines Manual, lost library book fees should be remitted semi-annually 
to PWCS.  The school was not adhering to this policy. 
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Recommendation 
 
During our audit we noted unrelated disbursements made from the pictures, fundraiser art, faculty 
coke and book fair accounts.  We recommend only posting transactions that are directly related to 
the activity in these respective accounts and transferring any profits to other accounts to make 
purchases as needed.   
 
Management’s Response 
 

• The social committee will no longer be given cash advances.  They must now go through 
the bookkeeper for items necessary.  Gift cards will not be given. 

 
• Check #5222 was not signed by the principal- this was an accident.  Moving forward, the 

new principal and the bookkeeper will make sure all checks are signed and all 
supporting documentation are attached to each check.  Check 5237 was sent to the 
auditor for review and are waiting on their findings. 

 
• Book Fair account, moving forward the account will not be left with a deficit.  The 

school’s book fair account was over by $156.48.  All monies will be transferred to 
elevate account deficit. 

 
• On June 30 the school had two checks that were outstanding.  This was a complete 

oversight on the bookkeeper.  These checks were written off and added back into the 
school’s cash balance. 

 
• The lost library book fees will be remitted semi-annually to PWCS. 

 
• Henderson will only post transactions that are directly related to the activity in the 

respective accounts and transferring any profits to another account to make purchases. 
 

• In addition, Henderson Elementary has put new measures into place to elevate any 
discrepancies. 

 
- Safe in the bookkeeper’s office. 
  
- Sign in / sign out log for the principal, assistant principal and bookkeeper when 

using the credit card. 
  
- Keys for the safe in the bookkeeper’s office will be in the vault room locked in the 

key box. 
 

 
C.D. Hylton High School 
 
Finding 
 
According to the Financial Guidelines Manual, lost textbook and lost library fees were not being 
remitted to PWCPS.  Lost textbook fees and lost library book fees should be remitted semi-annually 
to PWCS. 
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Management’s Response 
 

• At the end of the 2011 school year we were very busy entering orders to spend our 
money and these two accounts, lost textbook and lost library books were overlooked.  It 
will not happen again.  We have since sent these funds over to the Department of 
Financial Services with an Expense Transfer Request Form. 

 
 
Independent Hill School 
 
Finding 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #8518 lacked supporting documentation. 
 
Management’s Response 
 

• Check and supporting documentation was located attached to another check in the audit 
folder. 

 
 
Kerrydale Elementary School 
 
REPEAT OF PRIOR YEAR FINDING FOR FIFTH CONSECUTIVE YEAR 
 
During our audit, adequate supporting documentation could not be located for check #9182 nor 
#9182.  We also noted numerous check requisitions that were not approved by the principal.  It is 
imperative that all invoices are approved by the principal or his designee and supporting 
documentation examined before any check is issued.   
 
Current Year Findings 
 
During our audit, we noted that check #9208 was made out to the bookkeeper for $100 but not 
approved by the principal and was also signed by the bookkeeper.  We recommend that checks be 
signed by an authorized individual other than the payee. 
 
The school’s bank reconciliations for December 2010 and June 2011 were prepared over thirty days 
after the close of the month.  Bank reconciliations should be prepared in a timely manner after the 
bank statement is received in order to quickly resolve any discrepancies. 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school had not remitted current year collections as of June 30, 2011. 
  
Recommendation 
 
During our audit, it was noted that cash transmittal forms remitted by teachers contained no date.  
We recommend that all transmittal forms show the date of receipt of the funds from the individual 
remitting the funds and not just the date of deposit. 
 
Management’s Response 
 
Repeat of prior year finding 
 

• The bookkeeper is instructed to ensure that for every check that is issued there must be 
documentation attached to support the being issued.  
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• The bookkeeper is instructed to review the check and supporting documentation after 

the check is completely signed and before the check is issued to the payee.  If there is a 
signature missing he is to return the check to the principal or his designee to obtain the 
required signature on the check requisition form. 

 
Current year findings: 
 

• In the future if the circumstances arise requiring that a check be made out to a person 
authorized to sign the check the bookkeeper is instructed to ensure that the person does 
not sign the check.  Further if for some reason a second signature can’t be obtained the 
check is not to be issued. 

 
• The bookkeeper is instructed to ensure that the bank statements are to be reconciled on 

a timely basis.  The bookkeeper knows that the statement should be received within the 
first week of the month so the bookkeeper should take any necessary actions to ensure 
that the statement is reconciled within the month. 

 
• The bookkeeper has been instructed to review the account and remit any lost library 

fees to the PWCS. 
 
Recommendation: 
 

• Kerrydale agrees that this recommendation would enhance the internal controls of the 
receipts turned in from the teacher.  The bookkeeper is instructed to record the date 
that the teachers turn in the cash for deposit on the transmittal form. 

 
 
Kilby Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted to PWCS semi-
annually and in total by the end of the fiscal year.  The school had $56.04 on hand at June 30, 2011.  
Likewise instrument rental fees are supposed to be remitted to PWCS by June 30, 2011 and there was 
$50 on hand at year end. 
 
During our audit, it was determined that numerous receipts were not deposited in a timely fashion.  
According to the Financial Guidelines Manual, deposits should be made daily if $25 is accumulated 
and at a minimum on Friday.  We recommend the school adhere to PWCS policy. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements made from the pictures, and faculty coke 
accounts.  We recommend only posting transactions that are directly related to the activity in these 
respective accounts and transferring any profits to other accounts to make purchases as needed.   
 
Management’s Response 
 

• We will strive to make timely deposits of all revenue collected at the school each day 
barring inclement weather and absence of bookkeeper.  For the school year 2010/2011 
the bookkeeper for Kilby Elementary was out on extended sick leave for the entire 
school year.  A bookkeeper from another school was helping out and was not able to 
come and make deposits every day. 
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• This will be done semi-annually starting this school year. 
 

• This balance was for supplies fee that the strings teacher collects.  A separate strings 
account will be set up for this fee. 

 
• More accounts will be created so that funds can be transferred into them to make these 

disbursements. 
 
 
Martin Luther King Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school’s faculty retirement had a deficit balance of $39.97 at June 30, 2011.  Transfers 
should be made from other accounts to alleviate this deficit. 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted to PWCS semi-
annually and in total by the end of the fiscal year.  The school had $475.44 on hand at June 30, 2011.   
 
Management’s Response 
 

• In response to the external audit report for FY11, the Blue Bear account that was in the 
negative was cleared in July.  In future the accounts with be finished by June 30 of the 
fiscal year. 

 
• Likewise, the Lost Library fees will be remitted semi-annually. 

 
 
Lake Ridge Elementary School 
 
Findings 
 
We noted several receipts that were not accompanied by transmittal forms.  All receipts for 
collections from individuals remitting funds to the bookkeeper should be accompanied by a cash 
transmittal form. 
 
According to the Financial Guidelines Manual, lost library book, instrument rental and lost textbook 
fees are to be remitted semi-annually to PWCS.  The school had balances in all of these accounts at 
June 30, 2011. 
 
Management’s Response 
 

• The bookkeeper has created a user-friendly deposit slip/cash transmittal form, which 
will be used by all staff members when collecting any money from students/parents. 

 
• Category E Clearing Accounts:  The bookkeeper will ensure, by the end of the school 

year that all applicable clearing account balances are remitted to the Finance 
Department for crediting toward the school’s site-base management accounts as 
appropriate. 
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Lake Ridge Middle School 
 
No findings or recommendations. 
 
 
Leesylvania Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  No textbook or lost library book fees were remitted to PWCS 
during FY 2011 by the school. 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #5025 lacked supporting documentation.   
 
Management’s Response 
 

• The report indicated the fees for lost/damaged text books and lost library books were 
not remitted to PWCS by the end of the FY 2011. They have been remitted in the 
amount of $416.93 for lost library books and $131.00 for lost/damaged text books. It 
was an oversight that the funds were not remitted at the end of the fiscal year. 

 
• Check #5025, payable to Anthony McMillian in the amount of $250.00 lacked the 

supporting documentation. Mr. McMillian has been the same provider of DJ services for 
this event for the last 5 years.  The team representative has been notified that we need 
the supporting documentation.  This too was an oversight and every effort will be made 
in the future to make sure this does not occur again.  

 
 
Loch Lomond Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
  
It was noted during our audit that sales tax was reimbursed to an individual on check #12175.  
According to the Financial Guidelines Manual, sales tax should not be reimbursed on any purchases 
and that the school should utilize its tax exemption status. 
 
Recommendation 
 
In reviewing the school’s financial report we noted one account that was not assigned to any of the 
normal account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. instructional).  
 
Management’s Response 
 

• In the future we will comply with the guidelines set forth concerning the lost book 
account by submitting the revenue along with an EB to increase our library book fund 
account of 4016. 
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• On this particular occasion, an employee made a purchase with her own funds for a 
social committee activity and she did not have access to our tax exempt information at 
her time purchase.  In the future we will not allow employee reimbursement for sales 
tax. 

 
• Please advise us if another course of action is preferred.  Thank you for bringing these 

findings to our attention and allowing us to take corrective action to ensure these 
practices do not reoccur. 

 
 
Fred Lynn Middle School 
 
Current Year Findings 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted to PWCS semi-
annually and in total by the end of the fiscal year.  The school had $140 on hand at June 30, 2011. 
 
During our audit, it was determined that the yearbook lost approximately $650 during fiscal year 
2011.  We recommend that staff investigate the reason for the loss and price yearbooks in 
subsequent years to cover costs associated with the purchase of the yearbook. 
 
Recommendation 
 
During our audit, we noted a few unrelated disbursements posted to the book fair account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profit relating from this activity can be transferred to 
appropriate funds and used for authorized purposes. 
 
Management’s Response 
 
Current Year Findings 
 

• The bookkeeper will adhere to the Financial Guidelines Manual by remitting any library 
book fees semi-annually and in total by the end of the fiscal year.  

 
• It was determined that the school overestimated the number of yearbooks ordered as 

opposed to the number needed. The sale resulted in a deficit. A new procedure that will 
require prepay prior to ordering yearbooks will be put in place. This procedure was 
based on feedback received from the bookkeeper and staff.  

 
• With the bookkeeper’s help, the principal will ensure that profit funds from the book 

fair will be transferred to appropriate funds and used for authorized purposes only.  
 
 
Thurgood Marshall Elementary School 
 
Findings 
 
During our audit, we noted check # 4740 was signed by only the principal.  We recommend all checks 
contain the signature of two authorized signatories. 
 
During our audit, we noted check #4695 and #4705 lacked the principal’s approval.  It is imperative 
that all invoices are approved by the principal or his designee and supporting documentation 
examined before any check is issued. 
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Management’s Response 
 

• Check #4695 check requisition only signed by bookkeeper.  Check was signed by both principal 
and bookkeeper. 

 
• Check #4705 check requisition only signed by bookkeeper.  Check was signed by Assistant 

Principal and Bookkeeper. 
 

• Check #4740 issued with only one signature.  Check requisition form was signed by both 
bookkeeper and principal.  Principal signed check, however not signed by bookkeeper.  A 
second review by the bookkeeper and principal at the time of the requisition form and check 
signing “session” will be conducted for each requisition form. 

 
• The bookkeeper fully understands the importance of all checks/check requisition forms 

having dual signatures supporting prior approval before being issued.  The principal will initial 
all documentation and sign all checks.  We will implement a second review process to ensure 
proper procedures are followed and all signatures are present. 

 
 
E.H Marstellar Middle School 
 
Finding 
 
The school on occasions used a signature stamp to indicate principal approval on adjustments and 
transfers made to the accounting system.  We recommend that authorized signatures be used for all 
financial transactions. 
 
Recommendation 
 
We recommend that the school consider investing a portion of its idle cash in a money market 
account or certificate of deposit.  The balance of the checking account at June 30, 2011 was 
$207,554.70. 
 
Management’s Response 
 

• Authorized signatures will be on all transactions entered into the accounting system.  
The signature stamp will no longer be used. 

 
• Consideration will be taken for the recommendation above. 

 
 
Marumsco Hills Elementary School 
 
Findings 
 
During our audit, adequate supporting documentation could not be located for check #8712.  It is 
imperative that all invoices are approved by the principal or his designee and supporting 
documentation examined before any check is issued. 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
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Recommendation 
 
We noted several transmittal forms that did not include the date that the funds were received by the 
bookkeeper.  All transmittal forms should be dated by the individual remitting the funds to 
determine the timeliness of deposits. 
 
Management’s Response 
 

• We have the documentation and do not understand why the auditors did not see it.  A 
copy is enclosed. 

 
• We will submit the lost library fees information in the future. 

 
 
Christa McAuliffe Elementary School 
 
Findings 
 
At June 30, 2011 the school had two checks that have been outstanding for more than a year.  We 
recommend these checks be written off and added back to the school’s cash balance.  Additionally, 
the school had an uncleared adjustment on its June 30, 2011 bank reconciliation that is over one 
year old.  This adjustment should be investigated and cleared as soon as possible. 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
 
Management’s Response 
 

• The two outstanding checks have been written off and added back to the school’s cash 
balance, and we have cleared the adjustment. 

 
• Check #5766 was remitted to PWCPS for the 2010-2011 lost library book fees. 

 
 
Minnieville Elementary School 
 
Findings 
 
It was noted during our audit that receipt #10703 was received on April 25, 2011 but was not 
deposited to the bank until May 5, 2011.  According to the Financial Guidelines Manual, deposits 
should be made daily if $25 is accumulated and at a minimum on Friday.  We recommend the school 
adhere to PWCS policy. 
 
According to the Financial Guidelines Manual, lost/damaged textbook fees are to be remitted semi-
annually to PWCS.  No lost/damaged book fees were remitted to PWCS during FY 2011 by the school. 
 
Management’s Response 
 

• Regarding the lost library books we let the librarian order new books for the amount and 
would reimburse site based funds then.  We will make sure we transfer that amount into 
site based reimbursement and send a check into PWCS. 

 
• The check for custodial covered other expenses for a Planetarium and an assembly.  In 

the future we will send the custodial amount into PWCS and have checks issued from 
site based for the other items. 
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• The rationale to write checks from site based funds was communicated to Mrs. 
Quintanilla from the Robinson and Cox auditors, approximately two years ago. We 
understand the rationale to write checks from the appropriate accounts and look 
forward to clear and consistent communication between the PWCS finance department 
and the cooperating auditing agencies. 

 
 
Montclair Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  At June 30, 2011 there was a balance of $128 and $83.98 
respectively, in these accounts. 
 
Recommendation 
 
During our audit, we noted numerous unrelated disbursements posted to the school’s faculty vending 
and one unrelated disbursement in the school pictures account.  We recommend that transactions be 
related to the account to which they are posted to avoid skewing the financial results of the 
account.  Profit relating from these activities can then be transferred to appropriate funds and used 
for authorized purposes. 
 
Management’s Response 
 

• For the 2011-2012 school year, the bookkeeper will send any balances in the lost library 
book and lost/damaged textbook according to the Financial Guidelines Manual. 

 
• Bookkeeper will only post disbursements to the faculty vending and picture accounts 

that are related to those accounts. 
 
 
Mountain View Elementary School 
 
Recommendation 
 
In reviewing the school’s financial report we noted one account that was not assigned to any of the 
normal account classes.  We recommend that these accounts be grouped with the appropriate group 
of accounts (i.e. clubs). 
 
Management’s Response 
 

• The one account that was not assigned to any of the normal account classes has now 
been assigned to the appropriate account class. 

 
 
George P. Mullen Elementary School 
 
Findings 
 
It was noted during our audit that the school had two accounts with deficit balances at June 30, 
2011.  According to the Financial Guidelines Manual, funds should not end the year with a deficit 
balance.  We recommend that transfers be made to any funds with a deficit balance at year-end, and 
better fund management utilized to avoid the over spending of funds.   
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The school had one check that has been outstanding for more than one year.  We recommend this 
check be written off and added back to the school’s cash balance.  
 
Management’s Response 
 

• There was a negative amount in both our C and D accounts.  According to the directions 
from Finance C is not an account that we have to transfer money to cover negative 
amounts.  The guidelines we followed were sent by Ms. Kincheloe entitled, “Steps to 
Close the Year in School Books.”  In the future, we will make sure that there are no 
negatives in the C accounts.  This will be monitored using the Account Analysis Report. 

 
• The negative amount in account D was noted during the end of the year closing.  An 

Account Analysis Summary Report was printed for July 1, 2010 through June 30, 2011 
during the end of the year closing.  A negative amount in account D was noted at that 
time.  A transfer Journal was completed that day to resolve the negative amount.  This 
will be avoided in the future by going through all account balances during the month of 
May.  All transfers will be completed at that time. 

 
• A check was not voided after the six month grace period.  This was an oversight as the 

check was mistakenly combined with other checks with similar dates but not within this 
audit year.  To eliminate this from occurring in the future, the dates on the non-cleared 
checks will be looked at more closely. 

 
 
Neabsco Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted to PWCS semi-
annually and in total by the end of the fiscal year.  The school had $227 on hand at June 30, 2011.   
 
Recommendation 
 
The school’s bank stopped sending the school copies of its cancelled checks about midway through 
fiscal year 11.  We recommend the school request from the bank, copies of its cancelled checks to be 
sent with its bank statement.  
 
Management’s Response 
 

• It was noted that the school had $277 on hand in our lost library account on June 30, 
2011.  The Finance Officer had emergency surgery on June 24, 2011 and was unable to 
return to work until July 20, 2011 at which time funds were transferred.   We are aware 
that these funds must be remitted to PWCS semi-annually and in total by the end of the 
fiscal year. 

 
• Request has been made to Wells Fargo Bank to include copies of cancelled checks to be 

sent with our bank statement.  Should this request be ignored, we will transfer our 
funds to another bank. 

 
 
New Directions Alternative School 
 
No findings or recommendations. 
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New Dominion Alternative School 
 
No findings or recommendations. 
 
 
Nokesville Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  The school did not remit these fees to PWCS during fiscal 
year 2011. 
 
We recommend that all checks be supported by adequate documentation approved by the principal 
before being processed for payment.  We noted check #2930 lacked adequate supporting 
documentation during our audit. 
 
It was noted during our audit that certain receipts were not deposited to the bank in a timely 
manner.  According to the Financial Guidelines Manual, deposits should be made daily if $25 is 
accumulated and at a minimum on Friday.  We recommend the school adhere to PWCS policy. 
 
In reviewing the school’s financial report we noted one account, (due to student body) that was not 
assigned to any of the normal account classes and had a balance at June 30, 2011.  We recommend 
that this account be cleared at June 30 so the ending cash balance is reported in the appropriate 
account class. 
 
Management’s Response 
 

• Bookkeeper will make sure that Lost/Damaged Textbook fees and Lost Library Book fees 
are remitted to PWCS by recommended time line. 

 
• Check #2930- Auditors may have overlooked the supporting documentation to check 

#2930 because it was attached to the paperwork.  Please see attached. 
 

• Bookkeeper will make daily deposits if $25 is accumulated or at least on Friday. 
 

• Account has now been moved to the appropriate group of accounts. 
 
 
Occoquan Elementary School 
 
Finding 
 
At June 30, 2011 the school had two checks that have been outstanding for more than a year.  We 
recommend that these checks be written off and added back to the school’s cash balance. 
 
Management’s Response 
 

• Noell Hardison, Occoquan’s bookkeeper forgot to void 2 outstanding checks after 180 
days.  She now understands that she will need to implement a system to reconcile 
statements and any outstanding checks need to be voided after they are outstanding for 
180 days.  She has voided the 2 checks in question. 
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Old Bridge Elementary School 
 
Findings 
 
At June 30, 2011 the school’s bank reconciliation showed an outstanding check in the amount of 
$2,730 from May 2010.  This check was voided in July 2011 but had the effect of understating the 
school’s cash balance at June 30, 2011.  The cash balance per the audit report will be adjusted for 
this void check. 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements made from the faculty vending account.  We 
recommend only posting transactions that are directly related to the activity in this account and 
transferring any profits to other accounts to make purchases as needed. 
 
Management’s Response 
 

• In response to the school’s bank reconciliation showing outstanding check of $2,730 
from May 2010.  The check was voided in July 2011 but had the effect of understating 
the school’s cash balance at June 30, 2011.  It was noted by the bookkeeper that the 
check had not been cashed by the vendor by the end of the school year.  The cash 
balance per the audit report was adjusted for the voided check.  

 
• Old Bridge Elementary will remit lost library book fees semi-annually to PWCS. 

 
• The Principal and Bookkeeper will work closely to ensure that transactions are posted 

only to the related activity in the account and will transfer any profits to other accounts 
to make purchases as needed.  This will be closely monitored for the faculty vending 
account.  

 
 
Osbourn Park Senior High School 
 
Repeat of Prior Year Finding 
 
We observed untimely preparation and approval of monthly bank reconciliations and adjustments by 
the school.  There were lags of several months between month-end and the preparation of bank 
reconciliations.  In addition, adjustments posted to the accounting system in January were not 
approved by the principal until May.  We recommend that bank reconciliations be prepared and 
approved in a timely manner after the month is closed and that adjustments be approved by the 
principal as they are prepared. 
 
Current Year Findings 
 
During our audit, we noted several receipts written to generic titles such as “students”.  In order to 
allow for an adequate audit trail, receipts should be written out to the individual remitting the 
funds. 
 



 

130 

According to the Financial Guidelines Manual, parking permit fees should be remitted to PWCS by the 
end of the year.  At June 30, 2011, the school had $2,957.40 in parking permit fees that had not 
been remitted to PWCPS.  We recommend these funds be remitted to PWCPS as soon as possible. 
 
According to the Financial Guidelines Manual, lost textbook fees were not being remitted to PWCPS.  
Lost textbook fees should be remitted semi-annually to PWCS. 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $500.  The school had $1,200 of transfers into its 
faculty accounts for the year. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements made from the pictures account.  We 
recommend only posting transactions that are directly related to the activity in this account and 
transferring any profits to other accounts to make purchases as needed. 
 
Management’s Response 
 

• The preparation of the monthly bank reconciliations and adjustments will be completed in a 
timely manner for the duration of FY12.  The first two statements of the new fiscal year are 
complete and have been submitted in a timely manner.  
 

• Parking Permit fees and lost textbooks fees along with other clearing accounts will be 
submitted on a quarterly basis to ensure that no funds remain in those accounts at the end of 
the fiscal year.  

 
• In reference to the transfer that was made to a faculty account from a non-faculty account 

that was over the maximum amount of $500; we have reviewed the Financial Guidelines 
Manual and are now aware of the regulation pertaining to faculty accounts. 

 
• In response to a disbursement being made from the picture account rather than an account 

directly related to the activity, this was a processing error where a step was missed in 
creating the transaction. We are aware of this error and will be cognizant of the proper 
procedure during future fiscal years.  

 
 
Rosa Parks Elementary School 
 
No findings or recommendations. 
 
 
Parkside Middle School 
 
Findings 
 
It was noted during our audit that the school had several accounts with deficit balances at June 30, 
2011.  According to the Financial Guidelines Manual, funds should not end the year with a deficit 
balance.  We recommend that transfers be made to any funds with a deficit balance at year-end, and 
better fund management utilized to avoid the over spending of funds.   
 
The school had two checks that have been outstanding for more than one year.  We recommend 
these checks be written off and added back to the school’s cash balance. 
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During the first half of the school year under the former bookkeeper, we noted instances where 
receipts were written out of sequence.  This is normally the result of posting receipts to the 
accounting system after the funds have been deposited to the bank.   
 
The school posted one deposit for $412 twice during the month of October and this deposit is still 
showing up as an un-cleared deposit at June 30, 2011.  An adjustment should be made to correct this 
duplicate deposit and remove it from the school’s general ledger. 
 
During our audit, we noted check #3489 lacked the principal’s approval.  It is imperative that all 
invoices are approved by the principal or his designee and supporting documentation examined 
before any check is issued. 
 
Recommendations 
 
During our audit, we noted unrelated disbursements made from the yearbook, athletic fundraiser, 
pictures, and faculty coke accounts.  We recommend only posting transactions that are directly 
related to the activity in these respective accounts and transferring any profits to other accounts to 
make purchases as needed. 
 
In reviewing the school’s financial report we noted one account that was not assigned to any of the 
normal account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. instructional).  
 
Management’s Response 
 

• I have discussed the accounts with deficit balances of June 30, 2011, with my former 
bookkeeper and I will have my new bookkeeper, who will join our staff October 17, 
2011, do the transfers to cover these accounts per the Financial Guidelines Manual. 

 
• The two outstanding checks will be written off and added back to the school’s cash 

balances as soon as the new bookkeeper starts. 
 

• Receipts written out of sequence should not happen again once our new bookkeeper 
joins our staff. 

 
• An adjustment will be made to correct the duplicate deposit and remove it from the 

schools general ledger. 
 

• The lack of principal’s approval on #3489 has been discussed with the former 
bookkeeper and will be discussed with the new bookkeeper when she joins our staff. 

 
 
John F. Pattie, Sr. Elementary School 
 
Findings 
 
The school has one check that has been outstanding for more than one year.  We recommend this 
check be written off and added back to the school’s cash balance. 
 
The amount reported on the Scholastic book fair sales report and what was posted on the school’s 
general ledger differs by $308.47.  Receipts are less in the general ledger than on the Scholastic sales 
form.  It is recommended that the school bookkeeper and librarian reconcile receipts to make sure 
what is reported to Scholastic matches what is recorded in the school’s general ledger. 
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It was noted during our audit that receipt #9886 was received on November 12, 2010 but was not 
deposited to the bank until November 23, 2010.  According to the Financial Guidelines Manual, 
deposits should be made daily if $25 is accumulated and at a minimum on Wednesday and Friday.  
We recommend the school adhere to PWCS policy. 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  The school did not remit these fees to PWCS during fiscal 
year 2011. 
 
Recommendations 
 
During our audit, we noted unrelated disbursements posted to the book fair account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profits from the book fair can be transferred to the appropriate 
account and used for authorized purposes. 
 
In reviewing the school’s financial report we noted one account that was not assigned to any of the 
normal account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. instructional).  
 
Management’s Response 
 

• The one outstanding check that was noted, has been written off and added back to the 
school’s cash balance.  The bookkeeper will monitor this closely in the future. 

 
• The bookkeeper and the librarian will reconcile receipts to make sure that what is 

reported in the Scholastic report matches what is recorded in the school’s general 
ledger. 

 
• The bookkeeper will consistently follow the Financial Guidelines Manual and the PWCS 

policy in regards to making timely deposits 
 

• The bookkeeper will familiarize herself again with the Financial Guidelines Manual, will 
follow the procedures accordingly, and remit the fees per the schedule on page 70. 

 
• Mrs. Hayes will continue to request assistance and implement the information offered to 

her from the Finance Office.  We appreciate the assistance that the Finance Office has 
given us with our questions and concerns. 

 
 
Penn Elementary School 
 
Findings 
 
The school had two outstanding checks that were over one year old, one of which was a negative 
amount (most likely a void check).  These checks should be adjusted off of the school’s bank 
reconciliation and general ledger as soon as possible. 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  No lost textbook fees or lost library book fees were remitted 
to PWCS during FY 2011 by the school. 
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Management’s Response 
 

• There was a computer adjustment error on the two checks that needed to be fixed that 
the bookkeeper was unable to solve.  After informing the Finance Department of the 
issue, the error was fixed by the finance department.   

 
• The bookkeepers understanding was to purchase the books with the fees collected to 

replace the damaged or lost books.  The bookkeeper will now deposit the funds 
collected into the Site Base Management Funds using an EB form semi-annually.  The 
bookkeeper will then replace the books using Site Base Management Funds.  

 
 
Pennington Traditional School 
 
Finding 
 
It was noted during our audit that one account had a deficit balance at June 30, 2011.  According to 
the Financial Guidelines Manual, accounts should not end the year with a deficit balance.  We 
recommend that transfers be made to any accounts with a deficit balance at year-end, and better 
fund management utilized to avoid the over spending of funds. 
 
Recommendation 
 
During our audit, we noted that the fall book fair payment to Scholastic Inc. was paid out of the 
library account rather than the book fair account where the collections were recorded.  We 
recommend that all activity related to the book fair be recorded in the book fair account.  Profit 
relating from the book fair can be transferred to appropriate funds and used for authorized purposes. 
 
Management’s Response 
 

• During the 2011-2012 school year, necessary steps will be taken to ensure that transfers 
are made to applicable accounts leaving no account with a deficit balance as of June 30, 
2012.  Closer monitoring will be implemented in order to avoid over spending of funds. 

 
• Payments will be made directly from the Book Fair account to Scholastic Inc., during the 

2011-2012 school year.  In addition, profit from the book fair will be transferred to the 
appropriate funds and used for authorized purposes. 

 
 
Mary Porter Traditional School 
 
Findings 
 
It was noted during our audit that the school had several accounts that had deficit balances at June 
30, 2011.  According to the Financial Guidelines Manual, accounts should not end the year with a 
deficit balance.  We recommend that transfers be made to any accounts with a deficit balance at 
year-end, and better fund management utilized to avoid the over spending of funds. 
 
The school had five outstanding checks that were over one year old on its June 30, 2011 bank 
reconciliation.  These checks should be written off and added back to the school’s cash balance as 
soon as possible. 
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Management’s Response 
 

• Audit found several accounts with deficit balances on June 30, 2011.  Several of these 
accounts had inventory items to sell to recover funds.  As recommended, fund transfers will 
be made to accounts with a deficit balance at year end. 
 

• Audit found outstanding checks on June 30, 2011 bank reconciliation.  Bookkeeper had closed 
out month before writing off outstanding checks.  These checks were written off before year 
end closing for audit and were added back to the school’s cash balance. 

 
 
Potomac Middle School 
 
Findings 
 
During our audit, we noted check #1903 was signed by only the bookkeeper.  We recommend all 
checks contain the signature of the principal. 
 
The school had an un-cleared adjustment of $280.50 on its June 30, 2011 bank reconciliation.  This 
adjustment was made twice and needs to be removed from the school’s general ledger. 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  The school was maintaining a balance in these accounts at 
June 30, 2011. 
 
It was noted during our audit that several accounts had deficit balances at June 30, 2011.  According 
to the Financial Guidelines Manual, accounts should not end the year with a deficit balance.  We 
recommend that transfers be made to any accounts with a deficit balance at year-end, and better 
fund management utilized to avoid the over spending of funds. 
 
Recommendation 
 
In reviewing the school’s financial report we noted one account that was not assigned to the normal 
account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. instructional, clearing).  
 
Management’s Response 
 

• Per the finding of Check #1903 only having one signature I have met with Mrs. McKinley 
(Bookkeeper) to discuss that all checks are required to have two signatures before being 
sent out. 

 
• The un-cleared adjustment of $280.50 on the June 30, 2011 bank reconciliation has 

been cleared by Mrs. McKinley (Bookkeeper). 
 

• The lost/damaged textbook account has been cleared and sent to PWCS to clear the 
account per the Financial Guidelines Manual. 

 
• I have discussed the accounts with deficit balances with Mrs. McKinley (Bookkeeper) and 

the transfers to cover these accounts are being made per the Financial Guidelines 
Manual. 
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Potomac Senior High School 
 
REPEAT OF PRIOR YEAR FINDINGS FOR THE FOURTH CONSECUTIVE YEAR 
 
During our audit, it was determined that the yearbook lost approximately $9,300 during fiscal year 
2011.  We recommend that staff investigate the reason for the loss and price yearbooks in 
subsequent years to cover costs associated with the purchase of the yearbook. 
 
It was noted during our audit that several accounts had deficit balances at June 30, 2011.  According 
to the County Financial Guidelines Manual, accounts should not end the year with a deficit balance.  
We recommend that transfers be made to any accounts with a deficit balance at year-end, and 
better fund management utilized to avoid the over spending of funds. 
 
Current Year Findings 
 
During our audit, we noted numerous receipts that were written out of numerical sequence and 
deposited to the bank before a receipt was issued.  Receipts should be recorded to the general 
ledger and deposited on a daily basis. 
 
On the school’s June 30, 2011 bank reconciliation there was an uncleared adjustment of $1,190 for a 
duplicate deposit entered with the wrong date on January 14, 2011 and an outstanding check 
(#30981) for $1,295.90 that had already cleared the bank.  Both of these items should be 
investigated and removed from the school’s bank reconciliation with an adjustment. It is imperative 
that bank reconciliations prepared on a monthly basis are accurate and agree with the school’s 
financial report. 
 
The school had eleven outstanding checks that were over one year old on its June 30, 2011 bank 
reconciliation.  These checks should be written off and added back to the school’s cash balance as 
soon as possible. 
 
There were $75,926 in disbursements posted to the school’s credit card reimbursement accounts.  
There were only transfers of $38,489 into these accounts.  All disbursements from the credit card 
account should be offset with a transfer from the appropriate account to which the disbursement 
relates. 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before they are processed for payment.  Check #31026 lacked detailed supporting 
documentation to support a meal reimbursement paid to a staff member.   
 
According to the Financial Guidelines Manual, drivers’ education fees are supposed to be remitted to 
PWCS on a monthly basis.  This procedure was not followed during FY 2011 by the school and a 
balance of $9,591.51 remained in the account at June 30, 2011.  Likewise, revenues collected by the 
school for parking totaled $17,520, but no fees were remitted to PWCS.   
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  No lost textbook or lost library fees were remitted to PWCS 
during FY 2011 by the school. 
 
Recommendation  
 
During our audit, we noted unrelated disbursements posted to the choral fundraiser account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profit relating from these activities can be transferred to 
appropriate funds and used for authorized purposes. 
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Management’s Response 
 
REPEAT OF PRIOR YEAR FINDINGS FOR THE FOURTH CONSECUTIVE YEAR 
 

• Deficit yearbook account is a yearly concern and will continue to be.  The cost of 
production, coupled with the economy has resulted in a decrease of sales to students 
over the years.  The school administration is adamant about keeping the cost of the 
book at a price that is not cost prohibitive for students. 

 
• The bookkeeper and the Activities Director have developed a plan for the 2011-2012 

school year that will assist with clearing deficit accounts.  Unfortunately, the school did 
not have enough funds in either the activities accounts or the savings account to 
accomplish this at one time; this was a “lingering” situation. 

 
Current Year Findings 
 

• Due to the lapse of time between the retirement of one bookkeeper and the hiring of 
another, Potomac High School was continually behind with posting bank deposits to the 
Blue Bear Account.  This will be “turned around” this school year. 

 
• The finance department at the Kelly Learning Center has cleared the issue of the 

outstanding adjustment of $1,190.00. 
 

• The outstanding checks have been written off and returned to the school’s cash 
balance. 

 
• The current bookkeeper has established a credit card use process that will offset uses 

and charges. 
 

• All checks will be supported by the appropriate documentation. 
 

• Driver’s education fees will be collected and processed according to policy, as will 
parking pass monies. 

 
• PWC policy will be followed with respect to lost and damaged textbooks, as well as any 

library monies collected for losses, fines or copy machine use. 
 
Recommendation: 
 

• The auditor recommended that the choral department have additional accounting lines 
in order to accurately track financial results of the accounts.  This will be easy to do. 

 
 
Potomac View Elementary School 
 
Findings 
 
During our audit, it was determined that the school’s beginning balance per its year-end financial 
report was $10 higher than the prior year ending audit balance.  It is unclear as to the reason for the 
increase but all activity related to the current year should be recorded in the current year and not 
posted as a prior year transaction. 
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It was noted during our audit that the school’s field trip 2nd grade account had a deficit balance at 
June 30, 2011.  According to the Financial Guidelines Manual, accounts should not end the year with 
a deficit balance.  We recommend that transfers be made to any accounts with a deficit balance at 
year-end and better fund management utilized to avoid the over spending of funds. 
 
According to the Financial Guidelines Manual, lost library book fees fines are to be remitted semi-
annually to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
 
Management’s Response 
 

• A check for $10 was posted twice.  This check was for a second grade field trip on 
10/12/11. 

 
• We will work to ensure that the field trip accounts do not have a balance. 

 
• The balance in lost library books has been transferred to the appropriate budget by BB 

on 9/13/11, and will be done on a semi-annual basis. 
 
 
Rippon Middle School 
 
Findings 
 
During our audit, it was determined that the yearbook lost approximately $1,800 during fiscal year 
2011.  We recommend that staff try to maintain yearbook orders at a quantity that is expected to be 
sold.   
 
According to the Financial Guidelines Manual, lost/damaged textbook fees are to be remitted semi-
annually to PWCS.  No textbook fees were remitted to PWCS during FY 2011 by the school. 
 
During our audit of cash receipts, it was discovered that receipts #1757, #1958, #2122 and #2231 
were not deposited timely.  According to the Financial Guidelines Manual, deposits should be made 
daily if $25 is accumulated and at a minimum on Friday.  Receipt #1958 and #2231 were also written 
out of sequence and receipt #1800 lacked the required cash transmittal form as supporting 
documentation. 
 
The school had one uncleared adjustment totaling $100 on its June 30, 2011 bank reconciliation. We 
recommend this adjustment be investigated and cleared from the monthly bank reconciliation. 
 
Management’s Response 
 

• The total number of yearbooks sold for 2010-11 did not generate the required funds to 
cover the production costs. At the end of the year, there was approximately an $1,800 
deficit showing in the account.  Following the 2009-10 audit, the auditors recommended 
we purchase the lowest number of yearbooks allowed by the vendor.  We complied with 
this recommendation, but still ended the school year with a deficit in the account.  This 
year we are reviewing additional options in order to lower the production cost of the 
yearbook.  We will continue to order the fewest number of yearbooks required by the 
vendor in addition to selecting a soft cover binding for the yearbook.  This will lower the 
production cost and the amount charged to students.  We believe the lower price will 
entice more yearbook sales. 
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• Each year textbooks are lost by students and replacement must be ordered.  Being a site 
based school and all textbook purchases are made with our allotted budget, these 
monies were used to replace lost or stolen books.  There was a balance of $1419.48.  
Several incidences occurred this year where students had lost their book and paid for a 
new one.  Later on the original book was found and a refund had to be made.  The 
refund came from this account.  It is essential for schools to have a textbook account 
that can be used to replace lost or stolen books by the students. 

 
• Attached to this memo is a copy of the receipts in question.  The money was submitted 

to the financial secretary on Sept 21, 2010.  The teacher was receipted the day it was 
received.  Please note the dates on the attached forms.  No corrective action is 
required. 

 
• The total amount received from these two receipts was less than the required deposit 

amount 25.00.  When the bookkeeper received an additional amount of money to 
surpass the required $25.00 a bank deposit was made.  Copies of the deposit slips are 
attached to this memo. 

 
• The auditor was shown a copy of receipt #1800 that was given to the teacher.  This 

documentation shows that an original receipt was printed on Oct. 10, 2010, but the copy 
for the bookkeeper’s records was misplaced.  Filing will occur each day in order to 
secure all receipts that have been written.  A copy of the transmittal is attached to this 
memo. 

 
• This finding by the auditor was not fully explained.  The bookkeeper was unclear on how 

to respond to this finding.  We will comply with the finding, but need clarification. 
 

• The auditor found that an adjustment of $100 had been entered twice.  This error has 
been corrected.  Documentation is attached showing the correction. 

  
 
River Oaks Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  No lost textbook fees or lost library book fees were remitted 
to PWCS during FY 2011 by the school. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements posted to the pictures and faculty coke 
accounts.  We recommend that transactions be related to the account to which they are posted to 
avoid skewing the financial results of the account.  Profit relating from these activities can be 
transferred to appropriate funds and used for authorized purposes. 
 
Management’s Response 
 

• Transactions be related to the account to which they were posted. 
 

• We will ensure that all transactions are posted to the correct accounts. 
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Rockledge Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  No lost textbook fees or lost library book fees were remitted 
to PWCS during FY 2011 by the school. 
 
Management’s Response 
 

• In response to the finding of lost/damaged textbook and lost library book fees 
remittance, fees will be remitted twice annually with the first remittance in January 
2012 and the final remittance by the end of June 2012. 

 
 
Herbert J. Saunders Middle School 
 
Findings 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fines are 
to be remitted semi-annually to PWCS.  The school did not remit the entire amount of the lost 
textbook or lost library book fees collected to PWCS by the end of the fiscal year. 
 
According to the Financial Guidelines Manual, the maximum amount of transfers that can be made to 
faculty accounts from non-faculty accounts is $300.  The school had $3,434.55 of transfers into its 
faculty accounts for the year. 
 
It was noted during our audit that the school’s building use account had a deficit balance at June 30, 
2011.  According to the Financial Guidelines Manual, funds should not end the year with a deficit 
balance.  We recommend that transfers be made to any funds with a deficit balance at year-end and 
better fund management utilized to avoid the over spending of funds.  According to the school the 
deficit account was due to tenant being late with rent payment and was cleared up in July 2011. 
 
During our audit, it was determined that the yearbook lost approximately $700 during fiscal year 
2011.  We recommend that staff investigate the reason for the loss and price yearbooks in 
subsequent years to cover costs associated with the purchase of the yearbook. 
 
Recommendation 
 
In reviewing the school’s financial report we noted three accounts that were not assigned to any of 
the normal account classes.  We recommend that these accounts be grouped with the appropriate 
group of accounts (i.e. fundraising).  
 
Management’s Response 
 

• It was noted by the auditor that E accounts, including Lost/Damaged Textbooks (E5090) 
and Lost Library Books/ Library Fines (E5030), were not disbursed to the site based 
funds at the end of fiscal year 2011 and opening the books for fiscal year 2012, the 
bookkeeper has since moved the fees from the E accounts to site-based funding.  This 
will be reflected in the fiscal year 2012 books. 

 
• It was noted by the auditor that transfers in excess of $300.00 were made into Faculty 

“F” accounts.  In the future, we will not make transfers in excess of $300.00 into 
Faculty accounts.  Instead, we will use the appropriate administrative accounts. 

 



 

140 

• It was noted by the auditor that the building use income account (E5005) had a deficit 
balance at year end.  However, it was explained to the auditors during the exit 
interview that the building use tenant at that time was consistently late with payments.  
All outstanding payments from the tenant were received and deposited in July 2011. 

 
• It was noted by the auditor that the yearbook account (C3820) lost approximately 

$700.00 in profit from the previous year.  We will raise individual yearbook prices to 
compensate for additional yearbook publishing expenses. 

 
• It was noted by the auditor that three accounts were not assigned to a normal account 

class; therefore it was recommended that these accounts be reassigned.  The 
bookkeeper has since corrected each of these accounts to reflect the appropriate 
account class. 

 
 
Signal Hill Elementary School 
 
Findings 
 
During our audit, we noted that check #5292 was made out to the bookkeeper and was also signed by 
the bookkeeper.  We recommend that checks be signed by an authorized individual other than the 
payee. 
 
During our audit, we noted check #5280 was signed by only the principal.  We recommend all checks 
contain the signature of two authorized signatories. 
 
It was noted during our audit that the school’s panda pride fundraiser account had a deficit balance 
at June 30, 2011.  According to the Financial Guidelines Manual, funds should not end the year with a 
deficit balance.  We recommend that transfers be made to any funds with a deficit balance at year-
end and better fund management utilized to avoid the over spending of funds.  
  
We recommend that all checks be supported by approved adequate supporting documentation.  
Check #5223 written for $13 lacked adequate documentation. 
 
During our audit, we noted two receipts written to generic titles such as “yearbook”.  In order to 
allow for an adequate audit trail, receipts should be written out to the individual remitting the 
funds. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements posted to the book fair account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profits from the book fair can be transferred to the appropriate 
account and used for authorized purposes. 
 
Management’s Response 
 

• Check #5292: We’ll make sure no checks are signed by the person they are made out to, 
if she/he is an authorized signer. 

 
• Check #5280: The bookkeeper will be more careful next time, since this was something 

she’s overseen. 
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• Check #5223: The funds for this check were given to the bookkeeper by Ms. Verner, 
fourth grade teacher, for Scholastic books funds. A receipt was stapled to the check, but 
no explanation or adequate documentation was attached to it.  In the future, the 
bookkeeper will make sure to attach an explanation for this type of funds that she 
receives. 

 
• The school’s panda pride fundraiser account had a deficit balance. This account will be 

corrected to reflect a zero balance, according to the Financial Guidelines Manual. 
 

• Receipts will be written to individual remitting the funds and not to generic titles such 
as “yearbook”. 

 
• In the future only related expenses will be paid from the book fair accounts and funds 

will be transferred to the appropriate account. 
 
 
Sinclair Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
 
Management’s Response 
 

• During the 2010-11 school year Sinclair had a new bookkeeper who had to be trained in 
the myriad systems and regulations that PWCS utilizes. His reading of the manual led 
him to believe that a positive balance could be maintained in the activity library books 
account. He did not understand the transfer requirements. This was pointed out to him 
on the day of the audit, August 10, 2011. He promptly called the Finance Trainer who 
gave him instructions. The funds were transferred before the end of the day.  Since he 
is now aware and trained, this error will not occur again. 

 
 
Springwoods Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fees are 
to be remitted semi-annually to PWCS.  The school did not remit the entire amount of the 
lost/damaged textbook or lost library book fees collected to PWCS by the end of the fiscal year. 
 
Management’s Response 
 

• In the future, the funds from these accounts will be remitted to PWCS semi-annually. 
 
 
Stonewall Middle School 
 
Recommendation 
 
In reviewing the school’s financial report we noted that the picture commission received was not 
posted to the picture commission account.  We recommend that activity from profit centers be 
posted to the appropriate account. 
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Management’s Response 
 

• Bookkeeper will ensure that all future commission checks will be posted to the correct 
account. 

 
 
Stonewall Jackson High School 
 
Finding 
 
According to the Financial Guidelines Manual, lost/damaged textbook and lost library book fines are 
to be remitted semi-annually to PWCS.  The school did not remit the entire amount of the 
lost/damaged textbook or lost library book fees collected to PWCS by the end of the fiscal year.  
Additionally, instrument rental fees were not remitted to PWCS by the end of the fiscal year. 
 
Management’s Response 
 

• The lost/damaged textbook fines and lost library book fines were remitted to PWCS one 
time during the 2010-2011 school year.  Any future fines collected during June of each 
year will be remitted by the end of June as stated in the new Financial Guidelines 
Manual. 

 
• All 2010-2011 instrument rental fees were remitted to PWCS by the end of the fiscal 

year.  The funds that remained in this account were deposited in June and were for 
summer rentals and will be for the 2011-2012 school year. 

 
 
Sudley Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book and lost/damaged textbook fees are 
to be remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
At June 30, 2011 the school had one check that has been outstanding for more than a year.  We 
recommend this check be written off and added back to the school’s cash balance.   
 
Recommendation 
 
During our audit, we noted unrelated disbursements posted to the book fair account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profits from the book fair can be transferred to the appropriate 
account and used for authorized purposes. 
 
Management’s Response 
 

• Remitted fees, check #2893 for $700.00 on 6/21/11.  The bookkeeper left a remaining 
balance of $180.49 for refunds on library book returns.  Clarification was given to the 
bookkeeper that a balance of $25.00 is all that can be left in this account.  With that 
understanding a balance of no more than $25.00 will be left in the Lost Library book 
account. 

 
• An adjustment was made to void check #2779 for $7.00. 
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• The auditor explained that the funds in the Book Fair account are for collecting and 
paying invoices to the vendor only.  The bookkeeper will transfer funds to the 
appropriate Library account to purchase books with book fair funds. 

 
 
Swans Creek Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book and lost/damaged textbook fees are 
to be remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
During our audit, we noted check #2229 lacked the principal’s approval.  It is imperative that 
documentation is approved by the principal or his designee before any check is issued. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements (payment for the yearbook) posted to the book 
fair and faculty vending accounts.  We recommend that transactions be related to the account to 
which they are posted to avoid skewing the financial results of the account.  Profits from the activity 
can be transferred to the appropriate account and used for authorized purposes. 
 
Management’s Response 
 

• The bookkeeper will submit funds semi-annually from the lost library book and lost textbook 
accounts. 

 
• The bookkeeper will monitor check requisitions for the proper signatures. 

 
• Check #2231, written on 11/5/10, was incorrectly posted to the book fair account.  The 

mistake was corrected on 11/23/10 by transferring money from the yearbook account to the 
book fair account. 

 
 
Triangle Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book and lost/damaged textbook fees are 
to be remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
It was noted during our audit that several accounts had deficit balances at June 30, 2011.  According 
to the Financial Guidelines Manual, accounts should not end the year with a deficit balance.  We 
recommend that transfers be made to any accounts with a deficit balance at year-end, and better 
fund management utilized to avoid the over spending of funds. 
 
Management’s Response 
 

• Semi-annual payments for lost library books will be submitted to PWCS in accordance 
with County Guidelines. 

 
• All accounts with negative balances were covered August 1, 2011.  Efforts will be made 

to clear deficit balances before June 30 in the future. 
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Tyler Elementary School 
 
Finding 
 
As a result of our audit we noted two receipts, #3769 and #3820 that were not deposited in 
accordance with the Financial Guidelines Manual, which requires deposits be made daily if $25 is 
accumulated and at a minimum on Friday.  We recommend the school adhere to PWCS policy.  
 
Management’s Response 
 

• Tyler Elementary will adhere to the County Guidelines for making deposits daily if $25 is 
accumulated and at a minimum on Friday. 

 
 
Vaughan Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  No lost library book fees were remitted to PWCS during FY 2011 by the school. 
 
Recommendation 
 
During our audit, we noted unrelated disbursements posted to the book fair and school pictures 
accounts.  We recommend that transactions be related to the account to which they are posted to 
avoid skewing the financial results of the account.  Profits from these activities can be transferred to 
the appropriate account and used for authorized purposes. 
 
Management’s Response 
 

• It was noted the lost library book fees were not remitted to PWCS during FY 2011, we 
will ensure in the future lost library book fees will be remitted semi-annually to PWCS.  
Our school will follow the recommendations regarding the unrelated disbursements 
posted to book fair and school pictures accounts.  We will make certain that 
disbursements transactions be related to the appropriate account.  

 
 
Victory Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book and lost/damaged textbook fees are 
to be remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
It was noted during our audit that the interest revenue account had a deficit balance at June 30, 
2011.  According to the Financial Guidelines Manual, funds should not end the year with a deficit 
balance.  We recommend that transfers be made to any funds with a deficit balance at year-end and 
better fund management utilized to avoid the over spending of funds. 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before being processed for payment.  We noted check #1433 lacked adequate supporting 
documentation during our audit. 
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Recommendations 
 
During our audit, we noted unrelated disbursements posted to the book fair account.  We 
recommend that transactions be related to the account to which they are posted to avoid skewing 
the financial results of the account.  Profits from the book fair can be transferred to the appropriate 
account and used for authorized purposes. 
 
In reviewing the school’s financial report we noted one account that was not assigned to the normal 
account classes.  We recommend that this account be grouped with the appropriate group of 
accounts (i.e. instructional, clearing).  
 
Management’s Response 
 

• Bookkeeper was not aware of policy to remit funds for lost library books and 
lost/damaged book fees to PWCS.  Funds will be transferred immediately. 

 
• Deficit in interest revenue account was cleared on 7/29/11.  Account was mistakenly 

debited for transaction in Patrols account (A1300). 
 

• Check #1433 was paid to parent who collected school funds in checks made out in her 
name.  Received funds are reflected on Receipt#2683. 

 
• The “unrelated” disbursement from the Book Fair account went for the purchase of 

Library books using these funds.  In the future, a transfer will be made to Library 
account prior to disbursing funds to PWCS. 

 
• Account D4300 for Recycling has now been assigned to account class Group D.  Error was 

made during setup of account. 
 
 
Westgate Elementary School 
 
Findings 
 
According to the Financial Guidelines Manual, lost library book fees are to be remitted semi-annually 
to PWCS.  The school did not adhere to this policy. 
 
During our audit, it was determined that the receipts reported on the school’s fall book fair sales 
report and the receipts reported on the general ledger differ by $236.83. The school’s financial 
report is less than the book fair sales report.  Thus, the school either under collected receipts or 
incorrectly completed the book fair sales report and over paid Bookworm Central.  This difference 
should be investigated to determine if the school is due a refund from the company.  It is 
recommended that in the future, the school bookkeeper and librarian reconcile receipts to make 
sure what is reported to Bookworm Central matches what is recorded in the school’s general ledger. 
 
Management’s Response 
 

• According to the Financial Guidelines Manual, lost library books fee are to be submitted 
semi-annually to PWCS. I have reviewed these guidelines with the school financial 
officer and she will now ensure that these funds are submitted as outlined in the manual 
in December and June of each year. 
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• The discrepancy that was discovered by Robinson, Farmer, and Cox Associates regarding 
the fall book fair is being investigated.  Our procedures at West Gate have always been 
that the librarian is in charge of submitting all deposit receipts to the bookkeeper and 
keeping track of transactions for the book fair.  Contact has been made with the finance 
office of Bookworm Central to resolve the $236.83 difference that was discovered. At 
this time we are not exactly sure where the discrepancy is and the librarian did not 
keep records of all the transactions.  In the future, the bookkeeper will take over the 
responsibility of all book fair transactions and make sure the school has kept adequate 
records. 

 
 
Westridge Elementary School 
 
Finding 
 
According to the Financial Guidelines Manual, lost library book and lost/damaged textbook fees are 
to be remitted semi-annually to PWCS.  The school did not adhere to this policy. 
 
Management’s Response 
 

• Lost Library book and lost/damaged textbook fees should have been transferred to 
PWCS (flex funds)- I was unaware that this money was to be transferred to PWCS (flex 
funds) on a semi-annually basis.  I will review the Financial Guidelines Manual to become 
more familiar with procedures.  In the future, I will make sure that this money is 
transferred by December 5th and the end of the school year. 

 
 
Mary Williams Elementary School 
 
Finding 
 
During our audit, we noted numerous occasions where it appeared that the bookkeeper completed 
the cash transmittal form rather than the teacher who remitting the funds.  We recommend that 
receipt transmittal forms be completed and dated by the individual remitting the funds.  
 
Management’s Response 
 

• Teachers have been informed to fill out the deposit slips completely, if they do not, the 
deposit slip will be returned to them to correct. 

 
 
Woodbine Preschool 
 
Finding 
 
During our audit, we noted several receipts where the cash transmittal forms were completed 
incorrectly (i.e. wrong name on receipt).  We recommend that due care be exercised by staff to 
ensure the accuracy of receipts recorded in the system. 
 
Management’s Response 
 

• In explanation of this finding, our bookkeeper’s process is to write the name of the 
student on receipts as checks from parents are received and documented.  She does this 
because parents and students sometimes have different last names. 
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• Beginning today, the names for both parent (or signatory of the check) and the student 
will be written on the receipts.  

 
 
Woodbridge Middle School 
 
Findings 
 
We recommend that all checks be supported by adequate documentation and approved by the 
principal before being processed for payment.  We noted check #3503 lacked adequate supporting 
documentation during our audit. 
 
At June 30, 2011 the school had one check that has been outstanding for more than a year.  We 
recommend that this check be written off and added back to the school’s cash balance. 
 
According to the Financial Guidelines Manual, 75% of building use fees is supposed to be remitted to 
PWCS. Additionally, the school has not billed renters for building use since March of 2011.  A total of 
approximately $17,000 was collected from two churches with $0 remitted to PWCS.  Likewise 
revenues collected by the school for lost textbooks, lost library books and for transportation was not 
remitted to PWCS.  Lost textbook fees and lost library book fees should be remitted semi-annually 
and transportation fees within five days of collection. 
 
According to the Financial Guidelines Manual, accounts should not end the year with a deficit 
balance.  The school had four accounts with deficit balances at June 30, 2011.  Transfers should be 
made from other accounts to alleviate this deficit. 
 
During our audit of cash receipts it was discovered that receipts #14066 and #14559 were not 
deposited timely.  According to the Financial Guidelines Manual, deposits should be made daily if $25 
is accumulated and at a minimum on Friday. 
 
The school had not paid their yearbook invoice at the time of our audit.  The invoice in the amount 
of $7,488 is approaching two months past due. 
 
Recommendation 
 
In reviewing the school’s financial report we noted one account that was not assigned to any of the 
normal account classes.  We recommend that these accounts be grouped with the appropriate group 
of accounts (i.e. fundraising).  We also noted several accounts assigned to fundraising that were not 
“C” accounts.  
 
Management’s Response 
 

• There were a number of findings in regards to the Woodbridge Middle School Audit due 
to the fact that we did not have a bookkeeper during the period from March through the 
middle of July.  Most of the findings were one time instances that will not occur again.  
In response to the findings on FY 2010-2011 Student Activity Fund Audit, the following 
corrections will be made. 

 
• All checks will have the required prior approval and supporting documentation prior to a 

check being written. 
 

• The check that has been outstanding for more than one year has been voided and in the 
future, all checks that are outstanding for 180 days or more will be voided. 

 



 

148 

• The building use accounts and records had not been updated since the previous year; 
however, the current bookkeeper, Debbie White has met with Tiffany Minor in Risk 
Management and all past due and current invoices have been issued.  In addition, all 
past due payments have been received from our building users and all payments have 
been submitted to Risk Management.  All building use accounts are current and up to 
date and will remain so from now on. 

 
• It has been noted that several accounts had negative balances at the time of the audit.  

These accounts have been cleared by transfers and in the future, no accounts will be 
negative at the end of the fiscal year. 

 
• The two deposits which were noted as not being deposited on a timely basis were due to 

there not being a bookkeeper in the building on a regular basis for several months.  
However, all money that was submitted for deposit each day was dropped in the BB&T 
night depository and held there until a substitute bookkeeper was available to make 
deposits.  No cash was left in the building at any time overnight. 

 
• The invoice for the school’s yearbook had not been paid at the end of the fiscal year 

because the original invoice was incorrect and the yearbook sponsor was corresponding 
with the vendor to obtain a corrected invoice.  However, this transpired at the end of 
the school year so the yearbook coordinator was working on this from home.  Once the 
corrected invoice was received and submitted to the bookkeeper, payment was made.  
However, the date of payment was after the close of the fiscal year. 

 
• A recommendation was made to be sure that all accounts are grouped properly, as there 

was one account that was not grouped and several accounts that were grouped as 
Fundraising accounts.  Debbie White will work with Linda Kincheloe to be sure that all 
accounts are grouped correctly.  This will be taken care of immediately. 

 
 
Woodbridge Senior High School 
 
Finding 
 
During our audit, it was determined that drivers education fees were not being remitted to the 
bookkeeper in a timely manner.  The bookkeeper cannot make deposits in accordance with policy if 
funds are not received timely.  According to the Financial Guidelines Manual, deposits should be 
made daily if $25 is accumulated and at a minimum on Friday.  We recommend the school adhere to 
PWCS policy.     
 
Management’s Response 
 

• As the result of the audit we have one lone finding.  The claim states the driver 
education fees were not remitted on time.  I know the money you receive is always 
delivered on time to Mrs. Koca; however, the issue is with the date at the top of the 
receipt.  As I understand you are simply writing the date the student signs up on the top 
of the receipt whether or not they pay for the services.  This becomes a problem when 
the student actually does pay for the services as the dates do not match on the receipt.  
In the future, the receipt should be dated the day the student pays for the services. 
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Yorkshire Elementary School 
 
Finding 
 
At June 30, 2011 the school had one check that has been outstanding for more than a year.  We 
recommend this check be written off and added back to the school’s cash balance. 
 
Management’s Response 
 

• I have spoken to my bookkeeper who assures me that in the future she will monitor 
outstanding checks and void any checks that are not cashed within 90 days of the date 
of issue.  The check mentioned in the report (#11417 in the amount of $11.99) was 
written off on September 14, 2011. 
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