Office of Shared Accountability
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

March 19, 2013

MEMORANDUM
To: Ms. Diana L. Zabetakis, Principal
Fox Chapel Elementary School
From: Roger W. Pisha, Supervisor, Internal Audit |4 'jf'-:‘f—f o~
Subject: Report on Audit of Independent Activity Funds for the Period

April 1, 2010, through January 31, 2013

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. 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 IAFs are administered in accordance with MCPS policies,
regulations, and procedures.

IAF audits are conducted regularly to evaluate compliance with MCPS 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 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 there is compliance
with MCPS policies, regulations, and procedures, and that any significant errors or omissions in
the financial records are detected.

In our meeting on March 5, 2013, with you, and Mrs. Nicole Smithson, administrative secretary,
we reviewed the status of the conditions described in our prior audit report dated June 23, 2010,
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.

Findings and Recommendations

Effective internal control includes the receipt and review by the principal of the monthly bank
statement, bank reconciliation report and ledger reports in a timely manner. Review of these
important reports must be evidenced by the principal’s signature and date. We could find no
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indication that these important reviews were completed consistently during our audit period. We
recommend you initiate a process that ensures this important internal control process occurs
monthly (see MCPS Financial Manual, p. 20-8).

MCPS purchasing card members must record purchases on transaction logs and submit them
monthly with invoices and receipts attached for review and approval by the principal. Monthly
summary reports from American Express should also be reviewed, signed and dated by the
principal to ensure that purchases are appropriate and within established limits. We found that
logs and the summary reports were not reviewed by the principal. We recommend purchasing
card members comply with the requirements of the MCPS Purchasing Card Users Guide.

Sponsors of school activities which involve the collection or disbursement of IAF funds should
be provided an account statement for each month in which transactions have been recorded in
their accounts, and be required to verify that transactions have been correctly recorded.
Although these statements were being issued, we found that some sponsors did not verify and
return them. We recommend a procedure be established to ensure that all statements are
reviewed, signed after any discrepancies are resolved, and returned to the administrative
secretary (see MCPS Financial Manual, p. 20-9).

MCPS Form 280-54, Request for a Purchase, is used to obtain principal approval to proceed
with an intended purchase (see MCPS Financial Manual, p. 20-5). 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. In our
random sample of disbursements, prior approval was not consistently obtained. By requiring
prior approval, the principal retains control over the expenditure of IAF funds. We recommend
that Form 280-54 be prepared by staff and signed by the principal at the time verbal approval is
sought so that invoices or receipts bear a date subsequent to the approval date.

Sponsors of field trips should have a complete class or club roster of student names and annotate
how much each student paid, students who did not participate in the trip, and students who
received waivers, scholarships or reduced fees. This data should be submitted to the
administrative secretary at the completion of each trip, and compared to remittances recorded in
the trip account reconciliation report. The data should also be used to estimate the cost of future
trips. We again found that not all sponsors are submitting completed data at the conclusion of
each trip to be compared to the final account reconciliation report and to be used for planning
future trips. We recommend trip sponsors use MCPS Form 280-41, Field Trip Accounting, or
equivalent, for recording of trip fees and provide complete data at the completion of each trip.
We further recommend trip planning be reviewed to ensure established fees are commensurate
with trip expenses (see MCPS Financial Manual, p. 20-9).
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Summary of Recommendations

® Monthly financial reports must be signed and dated by the principal to indicate review;

e Purchase card activity must be in compliance with the MCPS Purchasing Card User’s
Guide;

e Monthly account transaction statements provided to sponsors must be affirmed for
correctness and returned to the administrative secretary;

e Expenditure of funds must be approved by the principal prior to procurement; and

e Field trip records prepared by sponsors must provide comprehensive data to account for
all students eligible to participate, and to reconcile funds collected with costs of the trip
(repeat).

Other matters were discussed and satisfactorily resolved. We appreciated the cooperation and
assistance of your staff. In accordance with MCPS Regulation DIA-RA, Accounting for
Financial Operations/Independent Activity Funds, please provide a response to the Internal
Audit office within 30 days of this report, with a copy to Dr. LaVerne G. Kimball, community
superintendent. The Office of School Support and Improvement will follow up on this audit.

RWP:RM:sd

Copy to:
Mr. Bowers
Dr. Statham
Dr. Schiavino-Narvaez
Dr. Marks
Dr. Kimball
Mrs. DeGraba
Mrs. Milwit
Mrs. Chen



(ledutiyg)

“jJooqpuey [00LdS 3} 0} PIPPE PUE IINAIIS-3.xd
SurInp pajnqLysIp aq [[im ssa004J *(A18)2193§
JANRISIUIUPY) *1dZzIuedio dgdetsd pajeasd
? YJim Suoje ssadoad o) durmrejdxa jjels o) peuryy

*A132.1938 A BIISIUIMIPE 1) 0} WLIOY
3} WANJAI PUE AJLISA JOU PIP SIMIAIIE
[o0y3s jo siosuods auios - JJe)s 03 UIAIZ
JI9M SJUIUII)B]S HONEDJLIdA YSNOYI[V

*sprodaa Liewauans
pue sgof ssaadxj uedLIWY Ijep pue ‘uss
‘AMA1AI 0) [JUOLI Yord Jo ABPUOTA] }SII} ) UO
199U M ATB}a133s danensiunupe pue [edpurig

"[edourad ay3 £q pajep
pue paugis ‘pamalsal aq jsnm sprodaa
Argununs pue sgo[ ssaadxy] uedLIUIY

*SIUSUWNIOP [BIIUBUL} IITJ0 MITAIL 0} APJIIM
j93uw pue Jiodaa 18pa] pue J10doa O RIIIUOIIL
yueq QUalud)e)s Yueq A[[IUOUI 37} 3)ep pue ‘ugis

‘MI1A1 0] JUOW YIEBI JO ARPUOJA] )S.I1} 3} WO
3o [[Eas A18)9199S dAnBNSIIMpE pue jedpurig

‘ajep pue
aanyeudis s jedpurid Lq psouapial pue
PAMIIAT A[JUIISISTOD 3q Isniu Liodax
193pa] put J1odax UOHRI[IDU0III YUue|
‘Juomid)e)s yueq A[IUOL Y} JO MIIANY

saosuods joorpds
Aq pausis $)UIWII LIS WOIBILJLIIA €10Z/19quaydag

— £10Z/1Hdy

SJmIWINI0p uo danjeudis s jedouiry oroz/Mmady
- €1oz/mady

910Z/Mdy
SJUAWINJIOP U0 3ANJeUSIS S [eduLLy - groz/mady

uopdfduio)) jo aduapIAyg suIfauL ],

3[qisuodsay] (s)uosizg puy
uonnjosday jo uondrdsaq

110day [erdURUL] S [00TIS JO
SUOL)BEPUIWITUOINY pue sSurpuly

€10Z ‘71 1ady :jeacadde jo aje(q

spjelaqe7 euel( :[edpung

€10T ‘S1 udy

[lequury] dWIA R “4(] Judpudjuriadns yrunwimod Aq pasocaddy

uBjd UONIY JUIMIISRUBJA] [BISL]

[ooydg Areyuawd|y [adey)) xo,f :jooyds

‘sounpasold pue sarorod [epURUY SION (1B UM 2oueldwod JUIISISUOD INSUS 0} JOPIO UI SUOTIRPUITUUIOD]
pue s3urpulj oy} ssaIppe 0} pado[aaap ussq sey uejd uonoe juoweSeurt [BOURUY V "¢ ‘| £ Atenue[ y3nosy ‘010z ‘1 [udy pouad
a1y 10 (V1) Ananoy juspusdapuy s [adey) X0 Jo yipny oY) uo Hodoy 9Y) 0} SUOHEPUSLILIOddI pue SFUIPUI} o) 0} asuodsal e st Fuimor[oj Y[

6S08-€S€-10€
9L80T "PIN ‘UMOIUBULIDD)
"PU 2[EPUILY STE61

Jooyog Areyuswals [pdeyn) xo




*sagueyd }I9[yaI
03 pajepdn aq s Jozrued o sqdern)
“IduuewW A[auIy g Ul A18)a.109s
AN RIISIUTWIPE YY) 0] PIUINII I [[IM
SJUAWMO0P [H-087 W0 SIDIA IV

€107/13quddag
- €rozmady

€107 ‘g ady

*sasuadxd
drn ypIs ojeInsusUIod 31u $33) PIYSIqEISI
3.amsud 03 Suruueld dun - [edduiad o3 yno
yodaa puE MO1ASI 0) A1)2.153S AT BLSTHITIPY
(L1e32100g 2anpR)STUTLAPY)
rIuuem A[PWY B Ul [H-087 W0 SADN
jrqns Jou op jey) sroquiatu jjeys Aue [edpurid
31} 03 110d3J 0} ST £1€13.1038 IAPLLSTUTUPY
(Tedpurry) -Sunssuw yye)s
10T ABJAL 93 JE [H-087 WLI0] SIOIN 2p9[dwmod
0] SU0NE)d3dX? Jo papurmaL 3q [[IM JJuIS
(A18)2123G A RISTUNUPY) Yooqpuey Jje)s oY)
ul pue 3d1A19s-2xd Suranp ‘sBunesm Jyeys ySnoay)
sa3ueyD 3saTY) EdIUNWIWO)) *soFuBYD £I1¥SSIIOU
dYew pue Jaziuedao dsgdeasd dun poy monaay

'sasuadxa dray yam
RINSUIWITIOD II® $IIJ PIYSI[GBISD
AINSUI 03 PAMIIAAL 3q Suraued
di yey) spuoureda yipny *dixy gowa
Jo wonspdwios ay) je eyep 99jdumod
apiaoad pue 533y driy yo Suipaosaax
10} TH-087 w0 SIDA 25n saosuods
duy spuswwodas ypny prodoa
UOLBI[IDU0291 JUNOIIE [eUl) 31} 0)
pa.reduwod aq 03 dia) yoea Jo uoisnpPuod
a1 3k ejep pajepdwods Junyruagns
a1e sxosuods duy ppey [e 3oN

PS-08¢ wiiog SdDTA
Aq paraedwodde aq Jm saseyaund [y

€107 oquadeg
- €107/Mdy

€107 ‘g nady

‘pajapdurod 3uraq
bS-08T WLI0,] SIDIA Inoy3im s3diadal 1o sadtoaur
$s320.d jou 1M £18)2.0035 IADRASTUTPY
*$3.1npadoad mataaa o) Suipling
9} 0} JJuIS MU [[© [IIM £[IIIIIP JOIUX [[IM UHBI]
JANBISTUIWPE 27 T, *391A135-01d SuLIMp PamIIAdL
pue jooqpuey jyeis ay) ui Apeaafe st saanpadoad
ST L, “3upnoaw gyeys €107 dy 3 3¢ Jye)s o)
PAJBDUNITOD 2 J[IM $s320ad ST JO JdpUTWIIY
"9)ep [eAoxdde 3y 0) Juanbasqns ajep  vaq
sjdiedax pue sadroAul Jey) os swdyl Jo Suiseydand
03 Jorxd -8z w10 SJDIA WO payrugns aq
0 sjeaoxdde [eqaaa & axmbaa [pa pediourad sy,

$S-087
o SJDIAl U0 SunLIm ul poure}qo
Apuajsisuod jou sem [esoidde Jord
‘syHouIasANGsIp jo ajdwes wopue v uy




