ROBINSON, FARMER, CO3 ASSOCIATES

CERTIFIED PUBLIC ACCOUNTANTS A PROFESSIONAL LIMITED LIABILITY COMPANY

Report of Audit Findings and Recommendations

Date: August 13, 2010

To the Prince William County School Board
County of Prince William, Virginia

This report is to follow up our recent audit of the cash basis financial statements of the County of
Prince William, Virginia School Activity Funds for the year ended June 30, 2010. During our audit we
became aware of certain matters that should be brought to your attention. This report is primarily
to state our findings and recommendations and to communicate them in writing.

All Schools

Due to the nature of school activity funds, there is an inherent risk of misappropriation of assets
associated with the lack of segregation of duties over the accounts, records, and financial reporting.
Although this risk exists, the costs of segregating these duties would likely outweigh the benefits.
We recommend those charged with governance and management implement review procedures and
other monitoring activities to mitigate the risks associated with the lack of segregation of duties.

The Treasurer of Virginia recently distributed a memorandum regarding 2010 Amendments to the
Security for Public Deposits Act. These amendments become effective July 1, 2010. As a result of
these amendments, School Board finance officers should inform school bookkeepers and principals of
this change in legislation. School bookkeepers, principals or School Board finance officers should
contact all banks and ensure that the school activity fund accounts are reported as public deposits
and collateralized in accordance with the amended Security for Public Deposits Act. School
personnel should periodically obtain documentation from each bank holding school activity fund
accounts to confirm that these funds are reported as public deposits and properly collateralized.

Alvey Elementary School

Findings

We noted reimbursements to individuals that included sales tax. These purchases exceeded $100.
We recommend that when possible the school utilize its sales tax exemption form to avoid the
payment of sales tax.

At June 30, 2010 the school had three 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.

It was noted during our audit that several funds had deficit balances at June 30, 2010. According to
the County 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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Recommendations

During our audit, we noted unrelated disbursements posted to “profit center” accounts, i.e. school
store, faculty coke, and faculty Pepsi 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 then be transferred and used for authorized purposes. ‘

The school’s cash balance decreased approximately $67,000 during the year leaving the school with
only $18,516.44 remaining at year end. Financial management will be extremely important in FY 11
to avoid overspending the school’s cash balance.

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.

Antietam Elementary School

Recommendation

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.

Ashland Elementary School

Finding

During our audit, we noted that receipt #2460 in the amount of $6,601 was remitted to the
bookkeeper as one day’s school kit collections. It is unlikely this large amount was collected in one
day. We recommend that teachers remit funds to the bookkeeper on a daily basis.

Battlefield High School

Findings

We noted the ticket sales deposited for the varsity football game on 8/27/09 were $960 less than the
amount reported on the ticket sale reports. We determined that there were four individuals
collecting money for the event and one of the ticket reports showed a total collected of $955. The
funds were later deposited with the receipts from the 9/11/09 varsity football game. We noted this
occurred several other times. All the football receipts were eventually deposited but they were
often held for over a month prior to being deposited. It is our understanding that the school athletic
director held the funds for gate change at other events. We recommend that all ticket sale funds be
deposited with the school’s bookkeeper after each event. If additional change is needed for the gate
sales this should be handled through the PWCPS change fund procedures.

During our audit, it was determined that the yearbook lost approximately $2,300 during fiscal year

2010. 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.
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Recommendation

The school had $195,624 in disbursements posted to the school’s site based management credit card
reimbursement account. We recommend that disbursements paid for via the PWCPS credit card are
posted to the account that that the disbursement was related to as otherwise this skews the financial
results of the entire school.

Bel Air Elementary School

Finding

During our audit, it was determined that receipt #3882 was not deposited in a timely fashion.
According to the County 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
County policy.

Belmont Elementary School

No findings or recommendations.

Bennett Elementary School

Finding

It was noted during our audit that several accounts had deficit balances at June 30, 2010. According
to the County 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.

Recommendations

In reviewing the school’s financial report, we noted none of the accounts were assigned to any of the
normal account classes. We recommend that these accounts be grouped with the appropriate group
of accounts (i.e. instructional).

The school had three uncleared adjustments totaling $23.05 on its June 30, 2010 bank reconciliation.
We recommend these adjustments be investigated and cleared from the monthly bank reconciliation.

Louise A. Benton Middle School

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, 2010 was
$136,111.50.
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Stuart M. Beville Middle School

Finding
During our audit, it was determined that the yearbook lost approximately $1,400 during fiscal year

2010. 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.

Brentsville District Senior High School

Findings

We noted reimbursements to individuals that included sales tax. These purchases exceeded $100.
We recommend that when possible the school utilize its sales tax exemption form to avoid the
payment of sales tax.

It was noted during our audit that on several occasions, cash receipts were posted to the general
ledger a day after being deposited to the bank. We recommend that receipts be posted to the
accounting system when received, verified to the deposit report and then deposited to the bank.

At June 30, 2010, 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.

Recommendations

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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).

The school had $102,300 in disbursements posted to the school’s site based repayment credit card
reimbursement account. We recommend that disbursements paid for via the PWCPS credit card are
posted to the account that that the disbursement was related to as otherwise this skews the financial
results of the school.

Bristow Run Elementary School

Findings

At June 30, 2010, the school had three 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.

During our audit, it was noted that there was only one signature on check #3682. All checks should
be singed by two authorized signatories.

Recommendation

In reviewing the school’s financial report, we noted four 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. instructional).
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Buckland Mills Elementary School

Findings

We recommend that all checks be supported by adequate approved supporting documentation and all
checks written have two authorized signatures. Check #1377 lacked adequate documentation.
Additionally, check #1408, and #1420 were not approved by the principal. Finally, there was only one
signature on check #1350.

During our audit, we noted that the fall book fair sales reported on the GL were $200.00 less than
the sales reported to Scholastic. This is due to the fact that the school included the change fund in
its book sales reported and thus overpaid Scholastic by this amount.

During our audit of cash receipts, it was discovered that receipts #2035 and #2039 were received on
2/17/10 and deposited on 2/24/10. Receipt #2367 was received on 6/30/10 but not deposited until
7/30/10. Additionally, receipt #2289 did not have the standard cash transmittal form and was
written to “school kits”. According to the County 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 County policy. Finally, to allow for an adequate audit trail, receipts should be
written out to the individual remitting the funds and not to generic titles such as “school kits”.

Recommendation

During our audit, we noted numerous unrelated disbursements posted to several “profit center”
accounts, i.e. book fair, yearbook, and faculty vending. We recommend that transactions in these
accounts be directly related to the fundraiser or 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.

Bull Run Middle School

Recommendations

During our audit, we noted numerous unrelated disbursements posted to “profit center” accounts,
i.e. pictures and faculty coke. We recommend that transactions in these accounts be directly
related to the fundraiser or 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.

In reviewing the school’s financial report, we noted several accounts that were not assigned to any
of the normal account classes. The bookkeeper did correct this situation during our audit.

Cedar Point Elementary School

Findings

During our audit, we determined that receipt #1789 was held for over two weeks by a teacher before
being remitted to the school’s bookkeeper. We recommend that staff remit all funds received on a
daily basis.

Check #2045 lacked principal approval on the invoice. All checks should be approved by the principal
before a check is issued for payment.
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Recommendation

The school issued several checks for reimbursement to the principal and the bookkeeper. Check
#2034 was written to the bookkeeper and also signed by the bookkeeper. 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.

Coles Elementary School

Findings

During our audit, it was determined that numerous receipts were not deposited in a timely fashion.
According to the County 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
County policy.

At June 30, 2010 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.

We recommend that all checks be supported by adequate documentation and approved by the
principal before they are processed for payment. Check #3750 and #3803 lacked supporting
documentation. Additionally, a signature stamp was used to approve the check requisitions and sign
the check on behalf of the principal for check #'s 3804 and 3805.

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).

Dale City 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 this account be grouped with the appropriate group of
accounts (i.e. clearing).

Dumfries Elementary School

Recommendations

During our audit, we noted unrelated disbursements posted to the faculty snack 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, two 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).

99



Suella Ellis Elementary School

Recommendation

In reviewing the school’s financial report, two 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).

Enterprise Elementary School

Findings

All receipts for the fall book fair were deposited on October 21, 2009 in the amount of $1,971.09. It
is unlikely this large amount was collected in one day. We recommend that the librarian remit funds
to the bookkeeper on a daily basis.

It was noted during our audit that receipt #7012 was received on May 14, 2010 but was not deposited
to the bank until May 24, 2010. According to the County 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 County policy.

We were unable to locate the cancelled checks for check #'s 8596-8644. All checks that have
cleared the bank should be included with the school’s audit materials.

At June 30, 2010, 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.

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).

Featherstone Elementary School
Findings

Funds collected at the school’s book fair were not deposited daily as received; instead the majority
of the funds were lumped together and transmitted in one large deposit. According to the County
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 County policy.

We noted several occasions 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.

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.
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Fitzgerald Elementary School

Findings

We recommend that all checks be supported by adequate documentation and approved by the
principal before they are processed for payment. Check #5067 lacked supporting documentation.

The school collected over $21,000 in building use funds. At year end after transferring $4,170 to
other funds, the school owed $2,894.25 to PWCPS. We recommend the school remit the applicable
percentage to PWCPS as soon as possible.

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.

Forest Park High School

Findings

We noted several instances where standard transmittal forms utilized by the school were not dated
by the individual remitting the funds. 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.

During our audit, it was determined that the yearbook lost approximately $5,000 during fiscal year
2010. 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 the drivers’ education fund had a deficit balance at June 30, 2010.
According to the County 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 collected over $43,000 in building use funds. At year end after transferring $18,503 to
other accounts, the account had a balance of approximately $1,500 in current year building use
funds remaining. We recommend the school remit the applicable percentage remaining of the
$43,000 collected during the year to PWCPS as soon as possible.

Freedom High School

Finding

During our audit, it was determined that the yearbook lost approximately $14,500 during fiscal year
2010. 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

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, 2010 was
$234,787.78.
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The school collected over $223,388 in building use funds. $140,000 was paid to PWCPS and the
remaining amount was kept by the school. We recommend the school remit the applicable
percentage of its collections to PWCPS as soon as possible.

Gainesville Middle School

Finding

It was noted during our audit that three accounts had deficit balances at June 30, 2010. 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 accounts.

Recommendations

During our audit, we noted unrelated disbursements made from the faculty 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.

In reviewing the school’s financial report, we noted several 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. instructional).

Garfield High School

Recommendation

In reviewing the school’s financial report, we noted accounts that were not assigned to the
appropriate account classes. We recommend that these accounts be grouped with the appropriate
group of accounts (i.e. football equipment was grouped with club accounts).

Glenkirk Elementary School

Finding

On the school’s June 30, 2010 bank reconciliation, there is an outstanding deposit that is remaining
from May 2009. This item was outstanding due to the date on the deposit accidentally being from
FY09 when it should have been a deposit in FY08. It was manually corrected in FY 09, but it is still
showing up on the 2010 year end bank reconciliation. We recommend that this deposit be adjusted
and removed from the school’s bank reconciliation.

Recommendations

During our audit, we noted unrelated disbursements made from the pictures and coke 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.

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. fundraising).
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The school collected over $21,300 in building use funds. $15,000 was paid to PWCPS and the
remaining amount was kept by the school. We recommend the school remit the applicable

percentage of its collections to PWCPS as soon as possible.

Mills E. Godwin Middle School

Recommendation

The school had $8,861.50 in disbursements posted in the school’s site based repayment credit card
reimbursement account. We recommend that disbursements paid for via the PWCPS credit card are
posted to the account that that the disbursement was related to as otherwise this skews the financial
results of the school.

Graham Park Middle School

No findings or recommendations.

Samuel L. Gravely Elementary School

Findings

The school collected over $21,000 in building use funds. At year end after transferring $4,170 to
other funds, the school owed $2,894.25 to PWCPS. We recommend the school remit the applicable
percentage to PWCPS as soon as possible.

Check #1095 consisted of a reimbursement for a gift card purchased for a teacher. There was no sign
out sheet to indicate that the card had been distributed. We recommend that all gift card purchases
contain documentation as to the recipient of the card.

Recommendations

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. club).

During our audit, we noted unrelated disbursements posted to the book fair and faculty coke
account. We recommend that transactions in these accounts be directly related to the activity to
avoid skewing the financial results of the account. The profit resulting from the activity can be
transferred to the appropriate account and used for authorized purposes.

Henderson Elementary School
Findings

On the school’s June 30, 2010 bank reconciliation, check #5169 in the amount of ($670) was listed as
outstanding. It is unclear how an outstanding check could be negative. We recommend this check
be investigated and any necessary adjusting entries made.

We recommend that all checks be supported by adequate documentation and approved by the
principal before they are processed for payment. Check #5064, #5141, #5067, #5111 and #5137
lacked supporting documentation.
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Recommendations

The school’s cash balance decreased approximately $21,000 during the year leaving the school with
only $9,958.26 remaining at year end. Financial management will be extremely important in FY 11

to avoid overspending the school’s cash balance.

During our audit, we noted unrelated disbursements made from the yearbook, school office,
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.

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.

C.D. Hylton High School

Finding

During our audit, we noted two instances where receipts were not remitted to the bookkeeper in a
timely manner. The date on the cash transmittal form was changed to match the date remitted to
the bookkeeper. These receipts were #32155 and #32213. We recommend that receipts be remitted
to the bookkeeper on a daily basis by teachers and staff.

Recommendation
The school has five building use accounts where it appears that funds are being held by the school

and not being remitted to PWCPS. We recommend the school remit the applicable percentage of its
collections for these rental fees to PWCPS as soon as possible.

Independent Hill 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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).

Kerrydale Elementary School

REPEAT OF PRIOR YEAR FINDINGS FOR FOURTH CONSECUTIVE YEAR

During our audit, of receipts we noted numerous occasions where receipts were not supported by a
standard cash transmittal form to substantiate the amount of cash received from teachers and other
staff. We recommend cash transmittal forms are utilized by staff when remitting funds to the
bookkeeper.

During our audit, adequate supporting documentation could not be located for check #9149, #9151
nor #9178. 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.
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During our audit, it was determined that the school was maintaining a balance in its instrument
rental account at year end. Furthermore, money received from before and after care for janitorial
services does not appear to have been remitted at all to PWCPS. We recommend these funds be
remitted to PWCPS as soon as possible.

Current Year Findings

It was noted during our audit that the field trip 2™ grade, jump rope for heart and school office
accounts had deficit balances at June 30, 2010. According to the County 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. Additionally, there were several fundraising activities, such as Hands for
Haiti being accounted for in the school office account. Fundraising activities should be accounted
for in a separate account and not commingled with other school activity.

Funds collected at the school’s book fair were not deposited daily as they were received; instead the
majority of the funds were lumped together and transmitted in one large deposit. According to the
County 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 County policy.

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.

Kilby Elementary School

No findings or recommendations.

Martin Luther King Elementary School

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.

Lake Ridge Elementary School

Findings

During our audit of receipts, we noted that receipt #3116 was not deposited to the bank in a timely
manner. The transmittal form was dated 2/4/10 but the funds were not deposited until 2/24/10.
According to the County 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
County policy.

At June 30, 2010, the school had eleven 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.
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It was noted during our audit that the school had several accounts with deficit balances at June 30,
2010. 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.

Lake Ridge Middle School

Finding

It was noted during our audit that the school had several accounts with deficit balances at June 30,
2010. 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.

Leesylvania Elementary School

Findings

As a result of our audit, we noted receipt #'s 10604, 10605, 10606, 10607, 10608, 10610 were not
timely deposited to the bank. According to the County 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 County policy.

In fiscal year 2009, we commented that the school did not remit $33,415.44 in building use receipts
to PWCPS. In the current year we noted the school did remit their building use funds to PWCPS.
However, the beginning balance of $33,415.44 was never remitted to PWCPS, instead the funds were
transferred to the school’s building use local account. We recommend that the appropriate building
use fund balance from fiscal year 2009 be remitted to PWCPS as soon as possible.

Loch Lomond Elementary School

Findings

All receipts for the fall book fair were deposited on October 19, 2009 in the amount of $3,897. It is
unlikely this large amount was collected in one day. We recommend that the librarian remit funds to
the bookkeeper on a daily basis.

It was noted during our audit that receipt #5382 was received on October 1, 2009 by the music
teacher, but was not deposited to the bank until October 27, 2009. According to the County
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 County policy. Additionally, receipt
#5366 and #5606 did not have cash transmittal forms to support the amounts remitted.

On the school’s June 30, 2010 bank reconciliation there are uncleared adjustments totaling $16 that
should be investigated and removed from the bank reconciliation.

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. operating).
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Fred Lynn Middle School

Finding
During our audit, it was determined that the yearbook lost approximately $2,300 during fiscal year

2010. 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 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. clearing).

Thurgood Marshall Elementary School

Findings

The school issued several checks for reimbursement to the principal and the bookkeeper. However
these checks were all signed by the principal and the bookkeeper. Since the school has four
authorized check signers, we recommend that checks written to an authorized checks signer be
signed by someone other than the payee.

During our audit, it was determined that receipt #13039 was deposited on 5/1/10 but not posted to

the accounting system until 5/3/10. We recommend receipts be posted to the accounting system
when received and then deposited to the bank.

E.H Marstellar Middle School

Finding

During our audit, we noted two transfers in to the faculty account totaling $6,000 from the magazine
fundraising and building use accounts. The funds were expended for staff luncheons, staff breakfast,
staff mugs, and various other staff reimbursements. School activity fund monies are to be used for
the benefit of the students. We recommend that faculty disbursements be funded by collections
from the faculty and/or faculty vending machines.

Recommendations

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, 2010 was
$220,951.52.

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 these accounts be grouped with the appropriate
group of accounts (i.e. club, operating).

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.

107



Marumsco Hills Elementary School

Finding

During our audit, adequate supporting documentation could not be located for check #8640 or #8647.
It is imperative that all invoices are approved by the principal or his designee and supporting
documentation examined before any check is issued.

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.

Christa McAuliffe Elementary School

Findings

During our audit, it was noted that the school had not remitted instrument rental fees to PWCPS. We
recommend that the school remit these funds as soon as possible.

As a result of our audit, we noted two instances where receipts (#1237 and #1238) were deposited to
the bank before being posted to the accounting system. We also noted one receipt (#1004) that was
not timely deposited to the bank and according to the County Financial Guidelines Manual, deposits
should be made daily if $25 is accumulated and at a minimum on Wednesday and Friday. We
recommend receipts be posted before funds are taken to the bank for deposit and deposits be made
in accordance with County policy.

It was a discovered during our audit that journal entries posted to the Blue Bear accounting system
were not being approved by the principal. We recommend that all adjusting entries be approved by
the principal or her designee.

Minnieville Elementary School

Findings

We recommend that all checks should be supported by adequate documentation and approved by the
principal before being processed for payment. We noted check #209 and #226 lacked adequate
supporting documentation during our audit. Furthermore, check #207 was not approved by the
principal.

The vast majority of the school’s disbursements were posted to the site based management account,
such as payment of the yearbook, book fairs, fundraiser payment, etc. This distorts the financial
activity of the school by skewing the results of its individual activities. We recommend that financial
transactions be posted to the account to which they are related and not just site based
reimbursement.

Recommendation

During our audit, we noted numerous 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.
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Montclair Elementary School

Findings

We recommend that all checks should be supported by adequate documentation and approved by the
principal before being processed for payment. We noted check #5258 lacked adequate supporting
documentation during our audit.

We recommend that the school consider the use of a standard cash transmittal form to substantiate
the amount of cash received from teachers and other staff. Ideally, this form would require the
signature of the teacher remitting the funds, an amount and a description of the purpose for which
the funds were collected. This transmittal form would then be attached to the deposit report or
receipts printed from the school’s accounting system. This practice is currently in place at the other
schools throughout the County.

Recommendations

During our audit, we noted numerous unrelated disbursements posted to the school’s faculty vending
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.

Mountain View Elementary School

Findings

During our audit, we noted that receipt #3537 in the amount of $4,353 was remitted to the
bookkeeper as one day’s field trip collections. It is unlikely this large amount was collected in one
day. We recommend teachers remit funds to the bookkeeper daily.

The school issued check #7492 to the bookkeeper. However this check was also signed by the

bookkeeper. We recommend that checks written to an authorized check signer be signed by
someone other than the payee.

George P. Mullen Elementary School

No findings or recommendations.

Neabsco Elementary 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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).
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New Directions Alternative School

Finding

We recommend that the school consider the use of a standard cash transmittal form to substantiate
the amount of cash received from teachers and other staff. Ideally, this form would require the
signature of the teacher remitting the funds, an amount and a description of the purpose for which
the funds were collected. This transmittal form would then be attached to the deposit report or
receipts printed from the school’s accounting system. This practice is currently in place at the other
schools throughout the County.

New Dominion Alternative School

Finding

During our audit, it was discovered that receipts were written out of sequence beginning in January
2010. Furthermore on receipt #546, $45 was removed from the receipts with an explanation “NSF
check $45”. It is unclear how this would be known before the deposit was made.

Recommendation

Currently only the principal signs the checks for the school. To enhance internal controls over
disbursements we recommend that checks are signed by two authorized check signers.

Transfers were not approved by the principal. We recommend that any transfers or adjustments be
approved by the principal.

Nokesville Elementary 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 these accounts be grouped with the appropriate
group of accounts (i.e. operating).

Occoquan Elementary School

No findings or recommendations.

Old Bridge Elementary School

Findings

At June 30, 2010, the school’s bank reconciliation showed an outstanding deposit of $1,251.42.
However, this outstanding deposit is due to a receipt from the book fair being posted twice. As a
result, the school’s cash balance is overstated by $1,251.42. We recommend this receipt be
adjusted and removed from the school’s cash balance.

We recommend that all checks be supported by adequate documentation and approved by the
principal before being processed for payment. We noted check #1675 lacked adequate supporting
documentation during our audit.
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Osbourne Park Senior High School

Findings

At June 30, 2010, the school’s bank account was overstated by $744 due to a receipt being posted
twice in the accounting system. The bookkeeper will make the adjustment on her July bank
reconciliation.

The school has 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.

At June 30, 2010, the school had $35,650 in drivers’ education fees that had not been remitted to
PWCPS. We recommend these funds be remitted to PWCPS as soon as possible.

During our audit, we noted that receipts totaling $17,279 were deposited to the bank on 10/29/2009
but were not recorded in the general ledger until 11/04/2009. This necessitated an adjustment by
the bookkeeper to balance the October bank reconciliation and had the effect of overstating the
receipts and disbursements of the school office account. The $17,279 was removed from the
school’s financial report for audit purposes. We recommend that receipts be posted to the general
ledger as funds are received. We also noted several receipts that were not timely deposited to the
bank. For example, receipt #948506 was received on 4/22/10 but not deposited until 4/27/10.
Finally, the cheerleading sponsor made a deposit of $34,177.50 with the bookkeeper on 6/23/10. It
is highly unlikely that these funds were all received on the same day. Teachers and sponsors should
deposit any funds collected with the bookkeeper on a daily basis. According to the County Financial
Guidelines Manual, deposits should be made daily if $25 is accumulated and at a minimum on
Wednesday and Friday. We recommend the school receipts be deposited in accordance with County
policy.

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 October were not
approved by the principal until April. 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.

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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).

Rosa Parks Elementary School

Findings

The beginning balance of the school’s financial report differed from our prior year audited balance
by $84.63 which represents coke commission received by the school. This amount was deposited to
the school’s bank account on 6/8/10 but was somehow posted back to FY 2009.

At June 30, 2010, there was an outstanding deposit listed for $164.99. This receipt was posted to
the accounting system on June 15, 2010 and was composed of the $84.63 coke commission posted to
the school’s beginning balance and other receipts and an unknown adjustment of $91.40. These
amounts were all deposited to the bank and should not be shown as outstanding items on the
school’s bank reconciliation. The actual cash balance of the school at June 30, 2010 should be
$3,870.23.

111



Parkside Middle School

Findings

During our audit, it was determined that check #3159 for $13 contained only the signature of the
bookkeeper. We recommend that all checks require two authorized signatures.

It was noted during our audit that the Busch Gardens and 8" grade teams accounts had deficit
balances at June 30, 2010. According to the County 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. Additionally, the 2010 MUFR account ended the year with a balance of $17,177 which should
have been transferred to the Busch Gardens account to offset the trip expenses.

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.

During our audit of receipts, it was determined that several cash transmittal forms could not be
located to support the receipts. Additionally, cash transmittal forms that were used had no place for
the date that the funds were collected by staff. Finally, 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. We recommend that a standard cash transmittal
form be used that contains the date the funds were originally collected by staff and that receipts be
posted to the accounting system when received and then deposited.

John F. Pattie, Sr. Elementary School

Finding

The school has four 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. Additionally, the school
had two outstanding adjustments on the June 30, 2010 bank reconciliation that should be
investigated and adjusted as soon as possible.

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.

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.

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 these accounts be grouped with the appropriate
group of accounts (i.e. operating).
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Penn Elementary School

Findings

It was noted during our audit that the faculty wearing apparel account had a deficit balance at June
30, 2010. 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.

During our audit, we noted check #2561 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 numerous unrelated disbursements posted to the pictures, popcorn, 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.

During our review of the school’s internal control questionnaire, it was discovered that all checks

received are not immediately stamped on the back with a restrictive endorsement such as “for
deposit only”. We recommend the school implement this policy as soon as possible.

Pennington Traditional School

Findings

It was noted during our audit that two accounts had deficit balances at June 30, 2010. 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.

During our audit, we noted check #2692 only contained one authorized signature. We recommend all
checks have two authorized signatures.

We discovered several checks on the school’s June 30, 2010 outstanding check list that had been
voided. We recommend clearing the check transaction along with the void transaction when they
occur rather than allowing these transactions to be “outstanding” on the bank reconciliation.
Additionally, we noted the school had several checks that had been outstanding for more than a
year. We recommend these checks be written off and added back to the school’s cash balance.

Recommendation

During our audit, we noted unrelated disbursements posted to the faculty coke 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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Mary Porter Traditional School

Finding

At June 30, 2010, the school had several uncleared adjustments totaling (584.36) on its bank
reconciliation. These adjustments should be investigated and removed from the school’s bank
reconciliation.

The school collected over $11,500 in building use funds but only remitted $5,531.93 to PWCPS. We
recommend the school remit the applicable percentage to PWCPS as soon as possible.

Recommendations

During our audit, we noted that art fundraiser was posted to the art department 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. -

During our audit, it was noted that not all of the cash transmittal forms remitted by teachers were
dated. We recommend that all transmittal form show the date of receipt. Additionally, it appeared
that several of the cash transmittal forms were completed by the bookkeeper and not the individual
remitting the funds.

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).

Potomac Middle School

Findings

At June 30, 2010, there was an outstanding deposit on the bank reconciliation for $2,905.09. This
was from a deposit from the prior year being misdated to the current year (FY 2010). This error was
supposed to be corrected by an adjustment to clear the outstanding item. We recommend that an
adjustment be made as soon as possible to record this deposit in the correct fiscal year.

As a result of our audit, we noted several checks written that only contained one authorized
signature. We recommend all checks have two authorized signatures and be supported by approved
adequate documentation before being issued.

Recommendation

In reviewing the school’s financial report, we noted several accounts that were not assigned or not
assigned correctly to the normal account classes. We recommend that these accounts be grouped
with the appropriate group of accounts (i.e. instructional, clearing).

114



Potomac Senior High School

REPEAT OF PRIOR YEAR FINDINGS FOR THE THIRD CONSECUTIVE YEAR

During our audit, it was determined that the yearbook lost approximately $13,214 during fiscal year
2010. 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, 2010. 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.

We noted that on one occasion we were unable to reconcile athletic gate receipts to the amount
deposited. In this instance, the receipts from the athletic event were $80 less that the amount
deposited. We recommend that explanations be provided on the gate sales report when differences
exist between the cash collected and the number of tickets sold.

Repeat of Prior Year Finding

During our audit of receipts, we noted receipt #19411 was not deposited in a timely fashion.
Additionally, we noted the school does not consistently use the standard cash transmittal forms and
on one occasion when the form was used, the date field was not filled in. Finally, receipts #19221,
#19580 and #19584 were written out of numerical sequence.

Current Year Finding

On the school’s June 30, 2010 bank reconciliation there was an uncleared adjustment of $10 that has
been outstanding since October 2009. We recommend that the appropriate adjustment be made to
remove this item from the bank reconciliation.

Recommendations

There was $164,000 in disbursements posted in the school’s credit card reimbursement account. We
recommend that disbursements paid for via the PWCPS credit card are posted to the account that
that the disbursement was related to as this skews the financial results of the affected accounts such
as the yearbook account.

In reviewing the school’s financial report, we noted several accounts that were not assigned or not

assigned correctly to the normal account classes. We recommend that these accounts be grouped
with the appropriate group of accounts (i.e. instructional, clearing).

Potomac View Elementary School

No findings or recommendations.
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Rippon Middle School

Findings

During our audit, it was determined that the yearbook lost approximately $970 during fiscal year
2010. We recommend that staff try to maintain yearbook orders at a quantity that is expected to be
sold. Additionally, the yearbook as well as several other accounts ended the year with a deficit
balance. Transfers should be made to alleviate any deficit balances at year end.

During our audit, we noted numerous invoices that lacked the principal’s approval. Additionally,
check #25236 lacked adequate supporting documentation. It is imperative that all invoices are
approved by the principal or his designee and supporting documentation examined before any check
is issued.

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. instructional).

River Oaks Elementary School

Findings

It was noted during our audit that several accounts had deficit balances at June 30, 2010. 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.

At June 30, 2010, the school had three 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.

During our audit, it was discovered that the receipts from the school’s book fair were deposited in
the library account and the payment for the book fair was written out of the book fair account. We
recommend that all activity related to the book fair be recorded in the book fair account to avoid
skewing the financial results of the fundraiser. Profits can then be transferred to the library account
and used for authorized purposes.

Rockledge Elementary School

Findings

It was noted during our audit that the school’s faculty interest revenue account had a deficit balance
at June 30, 2010. 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.

During our audit, we noted the savings-money market account had a balance at June 30, 2010 of
$.74. This account has been closed for several years. We recommend the school post an adjustment
to correct the balance in the account.
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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. clearing).

Herbert J. Saunders Middle School

Findings

During our audit, it was determined that several receipts from December 2009 to February 2010 were
not made on a timely basis. The bookkeeper was out on medical leave during this time frame. In
addition, receipts were written out of sequence during this time frame. The school was in
compliance with the County Financial Guidelines Manual for the remaining months of the year.

During our audit, we could not locate adequate documentation for check #16210 (for the school’s fall
book fair), #16342, #16312 or #16357. Additionally, check #16205 was not approved by the principal
until our audit fieldwork had commenced. Finally, check #16217 was approved by the principal by
using a signature stamp. This invoice was also approved by the principal during our audit. All checks
should be supported by adequate approved documentation before being processed for payment.

Check #16205 written for $5,076.60 for cheerleading uniforms lacked the required documentation to
support compliance with PWCPS purchasing policies which states that all purchases between $3,000
and $10,000 should have three telephone quotations before the purchase is initiated.

Recommendations

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. fundraising).

There was $37,103 in disbursements posted in the school’s credit card reimbursement account. We

recommend that disbursements paid for via the PWCPS credit card are posted to the account that
that the disbursement was related to as this skews the financial results of the school.

Signal Hill Elementary School

Finding

All receipts for the school’s book fair were deposited on March 14, 2010 in the amount of $9,400. It
is unlikely this large amount was collected in one day. We recommend that the librarian remit funds
to the bookkeeper on a daily basis.

Recommendations

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. fundraising).

During our audit, we noted unrelated disbursements posted to the book fair and faculty Pepsi
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 book fair and vending can be
transferred to the appropriate account and used for authorized purposes.
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Sinclair Elementary 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 #1952, #1965, #1966 and #1967
lacked adequate supporting documentation during our audit.

At June 30, 2010, the school had three 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,
there is an adjustment on the June 30, 2010 bank reconciliation from 10/26/09 for $(13.50). This
adjustment should be investigated and removed from the school’s bank reconciliation.

Springwoods Elementary 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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).

Stonewall Middle School

Recommendation

In reviewing the school’s financial report, we noted several 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. instructional).

Stonewall Jackson High School

No findings or recommendations.

Sudley Elementary 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 #2797 lacked adequate supporting
documentation during our audit.

At June 30, 2010, 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. Additionally, the
school had two outstanding adjustments (one from 2009) on the June 30, 2010 bank reconciliation
which has the effect of understating the cash balance by $2,344. The outstanding adjustments
should be investigated and adjusted as soon as possible.
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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 $2,413.11. 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. When questioned, the
bookkeeper could not explain the variance. 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.

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.

During our audit, we noted that the school’s 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.

As a result of our audit it appears that the bookkeeper is not correctly posting the deposits to the
school’s general ledger. The deposit report indicates that a separate deposit was made for each
receipt. However, the receipts were grouped together by day and combined to make one large
deposit. This made determining whether a specific receipt was included in a particular deposit very
difficult. The amount of the deposit per the school’s deposit report should agree to the amount of
funds deposited to the bank for that day.

Swans Creek Elementary School

No findings or recommendations.

Triangle Elementary School

Findings

As a result of our audit, we noted two receipts, #2632 and #2640 that were not deposited in
accordance with the County Financial Guidelines Manual, which requires deposits be made daily if
$25 is accumulated and at a minimum on Wednesday and Friday. The receipts were received on
11/10/09 and 11/18/09 respectively but not deposited until 11/18/09 and 11/25/09 respectively.
Both receipts were for instrument rentals. Additionally, receipt #2640 was not posted to the
accounting system until 11/27/09. We recommend the school adhere to County policy.

We noted several occasions where transmittal forms were not completed by the teacher remitting
funds to the bookkeeper. Cash transmittal forms should be completed each time funds are deposited
by staff with the bookkeeper.

At June 30, 2010, the school had several 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.
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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.

Tyler Elementary School

Findings

At June 30, 2010, the school had one check (#1439) 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. Additionally
there is an adjustment on the June 30, 2010 bank reconciliation from 10/28/09 for $24. This
adjustment should be investigated and removed from the school’s bank reconciliation.

As a result of our audit, we noted two receipts, #3485 and #3493 that were not deposited in
accordance with the County Financial Guidelines Manual, which requires deposits be made daily if
$25 is accumulated and at a minimum on Wednesday and Friday. The receipts were received on
10/23/09 and 10/21/09 respectively but not deposited until 10/28/09. We recommend the school
adhere to County policy.

Recommendation

All activity related to the school’s book fair should be posted to the book fair account. The school
posted the receipts in the book fair account but posted the payment for the book fair in the library
account. Profit resulting from the book fair can then be transferred to the library account and used
for authorized purposes.

Vaughan Elementary School

Finding

The amount reported on the Scholastic book fair sales report and what was posted on the school’s
general ledger differs by $350.26. 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.

We recommend that all checks be supported by approved adequate supporting documentation.
Check #8259 lacked adequate documentation.

Recommendation

We recommend that the standard transmittal form utilized by the school be modified to include a
place for the date the funds were received and that the forms be signed by the individual remitting
the funds and by the bookkeeper after the funds are verified.

The school had no receipts in the current year from the school’s faculty vending machines.
According to the bookkeeper the vending machines were moved into the cafeteria from the teachers’
lounge in the current year but they are still in operation. In the past, the vending company would
leave a check in the office each time they restocked the machine. No funds were received in the
current year by the bookkeeper. We recommended the school research why no funds were received
from the vending machines in FY 2010.
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Victory Elementary School

Findings

The school had one outstanding adjustment on the June 30, 2010 bank reconciliation that should be
cleared as soon as possible. Also, at June 30, 2010 the school had two checks that had been
outstanding for more than one year. We recommend that this check be written off and added back
to the school’s cash balance.

During our audit, we noted check #1294 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.

We noted check #1313 was voided but not properly mutilated. This check was payable to the
bookkeeper who also signed the check and endorsed the back of the check, thus anyone in possession
of the check could cash it. We recommend voided checks be properly mutilated.

During our audit, it was determined that receipt #2036 was not deposited in a timely fashion.
According to the County 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
County policy.

West Gate Elementary School

No findings or recommendations.

Westridge Elementary School

Finding

We recommend that all checks be supported by adequate documentation and approved by the
principal before being processed for payment. We noted check #3861 lacked adequate supporting
documentation during our audit.

Mary Williams Elementary School

Findings

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 also noted the
transmittal forms were often not signed by the teacher remitting the funds. We recommend that
receipt transmittal forms be completed by the individual remitting the funds.

Adequate supporting documentation could not be located for check #10371. It is imperative that all
invoices are approved by the principal or his designee and supporting documentation examined
before any check is issued.

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).
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Woodbine Preschool

Findings

We recommend that a standard cash transmittal form be utilized by the school for all receipts
received from staff and be modified to include a place for the date the funds were received and that
the forms be signed by the individual remitting the funds and by the bookkeeper after the funds are
verified.

It was noted during our audit that the school’s t-shirt sales account had a deficit balance at June 30,
2009 and 2010. According to the County 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.

Woodbridge Middle School

Finding

We recommend that all checks be supported by adequate documentation and approved by the
principal before being processed for payment. We noted check #3110, #3330, #3244, #3328, #3329
and #3112 lacked adequate supporting documentation during our audit.

Recommendation

During our audit, we noted unrelated disbursements posted to “profit center” accounts, i.e. book
fair and faculty coke. 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 then be
transferred and used for authorized purposes.

Woodbridge Senior High School

Finding

We noted two outstanding adjustments that had the effect of understating the school’s cash balance
at year end. These adjustments were to correct a deposit entered with a date in the next fiscal
year. Adjustments were posted to reverse the deposits posted to the next year, but the adjustments
were posted to the current year rather than the next year. This had the effect of understating the
school’s cash by $1,693.

Recommendations

There were major fundraising activities posted to several club and athletic accounts such as
cheerleading, and JROTC. We recommend that each major fundraiser be tracked in a separate
fundraising account so the profit from fundraising activities will not be skewed by the presence of
other unrelated transactions.

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 these accounts be grouped with the appropriate
group of accounts (i.e. instructional).

During our audit, we determined the cash transmittal forms do not have a field for the teacher to
record the date funds were collected. To provide for an adequate audit trail cash transmittal forms
should have a date the items were collected by staff.
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Yorkshire Elementary School

No findings or recommendations.
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