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FINANCIAL MANAGEMENT ACTION PLAN 

School: Principal: 

OTLS 
Associate Superintendent: 

OTLS 
Director: 

Strategic Improvement Focus: 
As noted in the financial audit for the period ______________, strategic improvements are required in the following business processes : 

Action Steps Person(s) 
Responsible 

Resources 
Needed 

Monitoring Tools / 
Data Points 

Monitoring: 
Who & When Results/Evidence 

Fiscal Year: Report Date: 
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Action Steps Person(s) 
Responsible 

Resources 
Needed 

Monitoring Tools / 
Data Points 

Monitoring: 
Who & When Results/Evidence 

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

  Approved                    Please revise and resubmit plan by _______________  

Comments: ______________________________________________________________________________________________________________ 
________________________________________________________________________________________________________________________ 

Director:  _____________________________________________   Date:  _________ 


	Button1: 
	2: 1/06/22
	ALL SCHOOLS: [212]
	1: Cabell Lloyd
	3: Dr. Cheryl Dyson
	4: Dr. Sarah Sirgo
	5: 11/1/18-10/31/21
	6: Cash and checks remitted promptly to secretary, field trip forms must be fully completed, follow fund-raising proccess, and control of admission receipts.  
	9: 
	0: 
	0:  

1) Teachers will collect money daily and submit to secretary by 1pm.  Secretary will count money, and deposit by 4pm. Secretary will ensure deposits are made on Friday afternoons and on the last day of the month as needed. 
	1: 

2) Teachers will use form 280-34 daily when collecting field trip money. Teachers will submit form 280-41 with class roster indicating who has paid, how much, date, and any waivers for students (chaperones and volunteers included).  See below for additional information.
	2: 2) Continued.......

At the completion of the trip, teachers will check to make sure all trip data is submitted to secretary.  Admin secretary will reconcile accounts and amounts per MCPS guidelines.  Teachers will check that account history reports match funds collected prior to signing.  
	3: 3) All fundraiser reports will be filled out entirely by sponsor. List of items for sale, price, remaining inventory to be submitted. 

	3: 
	0: 4) Tickets specifically for the purpose of admissions will be purchased. Sponsor will complete form 280-50 tracking and reconciling ticket sales as well as remaining ticket inventory. 
	1: 
	2: 
	3: 


	10: 
	0: 
	0: 

Admin sec, Teachers, Principal
	1: 

Teachers

Admin sec

Principal
	2: 
	3: Admin Sec

Sponsor 

Principal

	3: 
	0: Sponsor 



Admin sec
	1: 
	2: 
	3: 


	11: 
	0: 
	0: 

MCPS form 280-34



Deposit slip
	1: MCPS form 280-41



MCPS form 260-1
	2: 
	3: Fundraiser completion form.

	3: 
	0: Tickets



MCPS form 280-50
	1: 
	2: 
	3: 


	12: 
	0: 
	0: 

Daily email reminders to teachers during collection window.




	1: 

At the end of trip, secretary will send emails if data/docs missing.  
	2: 
	3: Forms will be returned without signing if missing information and or item lists.

	3: 
	0: Admin sec will check completion of form and verify ticket inventory before and after event.
	1: 
	2: 
	3: 


	13: 
	0: 
	0: 

Admin sec will check each 280-34 for dates and address any inconsistencies.
	1: 

Admin sec will check document submissions for completion and accuracy. 
	2: 
	3: Admin sec and principal will check forms for completion prior to signing.

	3: 
	0: Admin sec will conduct ticket inventory and ensure data submitted by sponsor is accurate.
	1: 
	2: 
	3: 


	14: 
	0: 
	0: 

Money will be submitted daily and deposits will take place by end of day.



Deposit slips
	1: 

All field trip data will be received and admin sec will be able to do reconciliation for field trip.
	2: 
	3: Forms will be completed and all money received for items sold will be  accounted for.

	3: 
	0: Event tickets will be reconciled and all funds verified. 
	1: 
	2: 
	3: 
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	16: Off
	17: 
	18: 
	18a: 
	19: 
	20: February 3, 2022


