Internal Audit Unit
MONTGOMERY COUNTY BOARD OF EDUCATION
Rockville, Maryland

December 16, 2020

MEMORANDUM
To: Mrs. Carolynn Walsleben, Principal
Candlewood Elementary School
From: Mary J. Bergstresser, Supervisor, Internal Audit Unit " S
Subject: Report on Audit of Independent Activity Funds for the Period

October 1, 2018, through October 31, 2020

Independent Activity Funds (IAFs) of Montgomery County Public Schools (MCPS) are
established to promote the general welfare, education, and morale of students, as well as to finance
the recognized extracurricular activities of the student body. School principals are the fiduciary
agents for the IAFs charged with determining the manner in which funds are raised and expended
for activities such as field trips, admission events, and fundraisers. They are responsible for
ensuring that the IAFs are administered in accordance with Board of Education policies and MCPS
regulations and procedures.

The IAF audits are conducted regularly to evaluate compliance with policies, regulations, and
procedures, and to review processes for continuous improvement. Generally accepted audit
procedures guide the work of the auditors who examine samples of the IAF records and financial
accounts selected from documentation of various activities to verify their accuracy, as well as to
assess the effectiveness of financial control procedures. An IAF audit does not review every
transaction or school activity, but seeks to provide reasonable assurance that any significant errors
or omissions in the financial records are detected.

At our November 23, 2020, meeting with you, and Ms. Karen S. Lipscomb, school administrative
secretary (secretary), we reviewed the prior audit report dated December 18, 2018, and the status
of present conditions. This audit report presents the findings and recommendations resulting from
our examination of the IAF records and financial accounts for your school for the period designated
above. It should be noted that your appointment as principal was effective July 1, 2020; and your
secretary, Mrs. Lipscomb, was assigned her position effective December 9, 2019.

Findings and Recommendations

Unless prohibited, a principal may delegate in writing the authority to transact financial business to
another individual. Any delegation impacting IAF actions shall be updated each fiscal year and filed
in the school financial office (refer to the MCPS Financial Manual, chapter 20, page 4). Although we
found no annually updated written delegation on file, we noted various documents signed by an
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assistant principal acting in the principal’s absence. We recommend that the principal sign, at the
beginning of each fiscal year, a memorandum designating an acting principal.

Sponsors of school activities which involve the collection or disbursement of IAF must be
provided an account history report for each month in which transactions have been recorded in
their accounts and be required to verify that transactions have been correctly recorded. We noted
that the secretary did not provide account history reports to the sponsors. The secretary must
prepare and deliver the monthly account history reports to the sponsors, and sponsors must review
and resolve any discrepancies in their accounts and return the signed statements to the secretary
who will file them for review by the Internal Audit Unit (refer to the MCPS Financial Manual,
chapter 20, page 9).

MCPS Form 280-54, Independent Activity Funds Request for a Purchase, is used to obtain
principal approval to proceed with an intended purchase. The purpose of each disbursement must
be fully explained on this form in order to properly record expenditures in appropriate accounts
and to ensure that expenditures comply with IAF requirements. Invoices for goods or services must
be signed by the purchaser to indicate satisfactory receipt. Upon disbursement, the secretary will
stamp or mark the supporting documentation as “paid” (refer to the MCPS Financial Manual,
chapter 20, page 4). In our sample of disbursements, we found instances in which MCPS Form
280-54 was not signed by the principal prior to procurement, documentation was not annotated by
recipient to indicate purchased goods or services were satisfactorily received, and not all receipts
were stamped “paid”. By requiring prior approval and complete documentation, the principal
retains control over the expenditure of IAFs. We recommend that MCPS Form 280-54 be prepared
by staff and signed by you at the time verbal approval is sought, and that invoices/packing slips be
marked “received”, signed and dated by the receiver once merchandise has been satisfactorily
received. We also recommend that documentation be stamped or marked “paid” upon issuance of
the check (refer to the MCPS Financial Manual, chapter 20, page 6).

Cash and checks collected by sponsors and others for IAF activities must be remitted promptly to
the secretary. These receipts must be deposited promptly and all receipts must be deposited on the
last working day of each month and before each weekend or holiday (refer to the MCPS Financial
Manual, chapter 7, pp. 4-5). We noted staff collecting funds were holding funds rather than
remitting them timely to the secretary. Also, the secretary was not always making timely deposits
and was holding money in excess of permitted amounts. To minimize the risk of loss and provide
assurance that available funds will be fully utilized to meet school needs, all funds collected must
be remitted to the secretary daily. In addition, all remittances on hand must be deposited before
each weekend or holiday. Cash must be counted in the presence of the remitter and a receipt that
is supported by the remittance slip must be issued promptly. We noted that sponsors were not
receiving a receipt generated from the School Funds Online (SFO) accounting program. Staff
should monitor their remittances to the secretary to ensure they receive a receipt in a timely
manner.

A review of field trip activities revealed that not all field trip sponsors are providing completed
financial information to the secretary at the completion of a trip. Sponsors should record cost and
fee information for each field trip on MCPS Form 280-41, Field Trip Accounting, or equivalent,
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and submit the data to the school administrative secretary when a trip is completed (refer to the
MCPS Financial Manual, chapter 20, page 10). The record of the names of participants and sums
collected strengthens internal controls by enabling the administrative secretary to perform a
reconciliation of receipts collected to sums recorded in the field trip account. We recommend all
sponsors be required to use Form 280-41, or equivalent, and follow the procedures outlined above.

Notice of Findings and Recommendations

e Written delegations of the principal’s authority to transact IAF financial business, updated
for each fiscal year, shall be filed with the IAF records.

e Monthly account history reports must be provided to sponsors for affirmation of transaction
correctness and returned to the secretary.

e Purchase requests must be approved by the principal prior to procurement (repeat).

e Purchaser must confirm receipt of goods or services prior to disbursement (repeat).

e Purchase invoices and receipts must be annotated as paid to indicate disbursement was
made (repeat).

e Cash and checks (funds) remitted by sponsors must be promptly verified and receipted,
prior to being deposited in the bank by the secretary (repeat).

e Field trip records prepared by sponsors must provide comprehensive data to account for all
eligible to participate, including volunteers and chaperones, and to reconcile funds
collected with account history report (repeat).

Other matters were discussed and satisfactorily resolved. We appreciate the cooperation and
assistance of your staff. In accordance with MCPS Regulation DIA-RA, Accounting for Financial
Operations/Independent Activity Funds, using the attached form, please provide a written response
to the Internal Audit Unit within 30 calendar days of this report. In your response, please share a
detailed plan for addressing these issues, including appropriate staff training and support.

Prior to returning your completed audit action plan, please contact Dr. Sarah E. Sirgo, director of
learning, achievement, and administration, Office of Teaching, Learning, and Schools. Based on
the audit recommendations, Dr. Sirgo will indicate whether she will conduct an electronic review
of your action plan or schedule a time to meet in person with you and your school administrative
secretary to support you with developing a well-defined plan to address the findings.

MJB:ABP:Ish
Attachment

Copy to:
Members of the Board of Education
Dr. Smith
Dr. McKnight
Ms. Stratman
Dr. Wilson
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Mrs. Williams
Ms. Dyson
Mrs. Camp
Mrs. Chen
Mr. Marella
Mr. Reilly

Dr. Sirgo

Mr. Tallur
Ms. Webb



MCPS

CLEAR FORM

FINANCIAL MANAGEMENT ACTION PLAN

Report Date: FY19-FY21

Fiscal Year: FY19-FY21

School: CandlewoodES- 508

Principal:

CarolynnWalsleben

OTLS
Associate Superintendent: Mrs. CherylDyson

OTLS
Director: Dr. SarahSirgo

Strategic Improvement Focus:

As noted in the financial audit for the period 10/1/18-10/31/2C strategic improvements are required in the following business processes :

Delegationin writing, AccountHistory Reports, IAF 280-54,Field Trip CollectionFunds,JAF moneycollections Sponsorsot givenreceipts

. Person(s) Resources Monitoring Tools / Monitoring: .
LU ST Responsible Needed Data Points Who & When REBIEI SRS
Carolynn Written Signedanddatedietter KarenLipscomb, |Signedanddateletter
Delegationin writing: Walsleben, Memorandum Admin. Secretary
Updateeachfiscal yearandfile with the schoolfinancial Principal Beginningof year
office amemorandundesignatinghe assistanprincipalas Fiscalyear
actingin theabsencef the principalto sign financial
documents.
AccountHistory Reportsnot providedto Sponsors: KarenLipscomb,| Account SignanddatedSponsor KarenLipscomb, |All SponsoReportsare
Accounthistoryreportsto sponsorssponsorseviewfor Adm. Secretary | History Reports Admin. Secretary; |reviewedandsigned
accuracyandfor file andSponsors | Reports Carolynn monthlyandfiled
Walsleben,
Principal
IAF 280-54wasnot alwayssignedby the principal: KarenLipscomb,| Form280-54 | 280-54completed KarenLipscomb, |ProperlydocumentedAF
Staffwill getapprovalbeforepurchasestaffwill initial as | Admin. MCPS Admin. Secretary; | RequesandReceipts
receivedandadmin.secretarywill stamppaid. Secretary; Financial Carolynn
Carolynn ManualCh.20 Walsleben,
Walsleben, pg.6 Principal
Principal, Staff
Field Trip CollectionFunds: SponsorsKaren | Form280-41 | Form280-41will beturned | Sponsors, Form280-41will beturned
Teacherwill submitaccountingorms280-41atheendof | Lipscomb, in attheendeveryfield trip | KarenLipscomb, |in attheendof everyfield
everyfield trip. Admin. secretaryill dofield trip Admin. Admin. Secretary; |trip
reconciliations. Secretary Carolynn
Walsleben,
Principal
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. Person(s) Resources Monitoring Tools / Monitoring: .
e HEs Responsible Needed Data Points Who & When Ul EveEE:
IAF moneycollectionsby staff: Staff,admin.sec| Remittance | Moneywill beturnedin Staff, Karen Moneywill beturnedin
Staffwill turnin moneydaily to theadmin;countanycash | admin form 280-34 | daily anddeposited Lipscomb,admin. | daily anddeposited
in front of adminsec;receiptecby admin.anddeposited sec.andCarolynn
daily whenpossible. Walsleben,
principal
Admin. Secretaryasnot giving Sponsorseceipts: Staff;admin.sec| Sponsor Sponsorsvill havereceipts | Staff, Karen Sponsorwill havereceipts
Admin. Secr.will giveall sponsorgopiesfor receiptsand | admin receipts in aseparatdolderandcan | Lipscomb,admin. |in aseparatéolderandcan
staffwill retainthecopies berequestedtanytime. sec.andCarolynn | berequestedtanytime.
Walsleben,
principal
Note: Carolynn Presentation | Correctproceduresvill be | Staff, Karen Correctprocedures
EachPre-servicaWeek,staff memberswill betrainedand | Walsleben, andFinancial | followed by all staff Lipscomb,admin. | followed by all staff
providedwith acopy of the currentMCPSfinancial Principaland package sec.andCarolynn
procedures. KarenLipscomb, Walsleben,
Admin. Secr Principal
Note: Carolynn MCPSIAF Reportsfrom Book Keeper | Carolynn Reportsfrom Book Keeper
Admin. SecretanstartedDec.2019andPrincipalstarted | Walsleben, Financial Walsleben, andfutureaudits
effectiveJuly 1, 2020andevaluatecturrentpracticesand | Principaland Manualand PrincipalandKaren
proceduresndarecorrectingprior practicesand KarenLipscomb,| Audit, training Lipscomb,Admin.
procedures. Admin. Secr Secr

OFFICE OF TEACHING, LEARNING, AND SCHOOLS (OTLS) REVIEW & APPROVAL

O Approved

1 Please revise and resubmit plan by

Comments: Mrs. Walsleberis in herfirst yearasprincipalandthis auditis consideredgnentrypointfor herwork. Thereis a clearandfocusedsetof actionstepsto
‘addresshefindingsandit is expectedhatanimproved,if noterrorfree,auditwill occurduringthenextfinancialreview.

Director:

Date: 1-13-2021
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	ALL SCHOOLS: [508]
	1: Carolynn Walsleben
	3: Mrs. Cheryl Dyson
	4: Dr. Sarah Sirgo
	6:  Delegation in writing, Account History Reports , IAF 280-54, Field Trip Collection Funds, IAF money collections  Sponsors not given receipts  
	9: 
	0: 
	0: 
Delegation in writing:
Update each fiscal year and file with the school financial office a memorandum designating the assistant principal as acting in the absence of the principal to sign  financial documents. 
	1: Account History Reports not provided to Sponsors:
Account history reports to sponsors, sponsors review for accuracy and for file 
 
	2: IAF 280-54 was not always signed by the principal: 
Staff will get approval before purchase; staff will initial as received and admin. secretary will stamp paid. 

	3: Field Trip Collection Funds:
Teachers will submit accounting forms 280-41at the end of every field trip. Admin. secretary will do field trip reconciliations. 


	3: 
	0: IAF money collections by staff: 
Staff will turn in money daily to the admin; count any cash in front of admin sec; receipted by admin. and deposited daily when possible. 
	1: Admin. Secretary was not giving Sponsors receipts: 
Admin. Secr. will give all sponsors copies for receipts and staff will retain the copies 

	2: Note: 
Each Pre-service Week, staff members will be trained and provided with a copy of the current MCPS financial procedures.  
	3: Note: 
Admin. Secretary started Dec. 2019 and Principal started effective July 1, 2020 and evaluated current practices and procedures and are correcting prior practices and procedures. 


	10: 
	0: 
	0: Carolynn Walsleben, Principal 
	1: Karen Lipscomb, Adm. Secretary and Sponsors
	2: Karen Lipscomb, Admin. Secretary;
Carolynn Walsleben, Principal, Staff
	3: Sponsors, Karen Lipscomb, Admin. Secretary

	3: 
	0: Staff; admin. sec;
admin
	1: Staff; admin. sec;
admin
	2: Carolynn Walsleben, Principal and Karen Lipscomb, Admin. Secr
	3: Carolynn Walsleben, Principal and Karen Lipscomb, Admin. Secr


	11: 
	0: 
	0: Written Memorandum 
	1: Account History  Reports
	2: Form 280-54
MCPS Financial Manual Ch.20 pg. 6
	3: Form 280-41

	3: 
	0: Remittance form 280-34
	1: Sponsor receipts
	2: Presentation and Financial package
	3: MCPS IAF Financial Manual and Audit, training



	12: 
	0: 
	0: Signed and dated letter
	1: Sign and dated Sponsor Reports
	2: 280-54 completed 
	3: Form 280-41 will be turned in at the end every field trip

	3: 
	0: Money will be turned in daily and deposited
	1: Sponsors will have receipts in a separate folder and can be requested at any time.
	2: Correct procedures will be followed by all staff
	3: Reports from Book Keeper


	13: 
	0: 
	0: Karen Lipscomb, Admin. Secretary
Beginning of year Fiscal year
	1: Karen Lipscomb, Admin. Secretary;
Carolynn Walsleben, Principal
	2: Karen Lipscomb, Admin. Secretary;
Carolynn Walsleben, Principal
	3: Sponsors, 
Karen Lipscomb, Admin. Secretary;
Carolynn Walsleben, Principal

	3: 
	0: Staff, Karen Lipscomb, admin. sec. and Carolynn Walsleben, principal
	1: Staff, Karen Lipscomb, admin. sec. and Carolynn Walsleben, principal
	2: Staff, Karen Lipscomb, admin. sec. and Carolynn Walsleben, Principal
	3: Carolynn Walsleben, Principal and Karen Lipscomb, Admin. Secr


	14: 
	0: 
	0: Signed and date letter
	1: All Sponsor Reports are reviewed and signed monthly and filed
	2: Properly documented IAF Request and Receipts
	3: Form 280-41 will be turned in at the end of every field trip

	3: 
	0: Money will be turned in daily and deposited
	1: Sponsors will have receipts in a separate folder and can be requested at any time.
	2: Correct procedures followed by all staff
	3: Reports from Book Keeper and future audits
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	18: Mrs. Walsleben is in her first year as principal and this audit is considered an entry point for her work.  There is a clear and focused set of action steps to address the findings and it is expected that an improved, if not error free, audit will occur during the next financial review. 
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