Office of Shared Accountability
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

April 4, 2012
MEMORANDUM
To: Ms. Celeste D. King, Principal
South Lake Elementary School
From: Roger W. Pisha, Supervisor, Internal Audit ,V &{fﬁi.zﬂv
Subject: Report on Audit of Independent Activity Funds for the Period

March 1, 2011, through February 29, 2012

This audit report presents the results of our examination of the financial records, reports, and internal
accounting controls relating to the Independent Activity Funds (IAF) for your school for the period
designated above. The examination was made to evaluate the adequacy of accountability over these
funds, compliance with applicable Montgomery County Public Schools (MCPS) policies and
procedures, and effectiveness of IAF management.

In our meeting on March 22, 2012, with you and Mrs. Renee Shaw, administrative secretary, we
reviewed conditions described in our prior audit report dated May 4, 2011, and advised that while we
noted positive action, conditions that weaken accountability for IAF resources previously reported
continue to need improvement. It should be noted that you were appointed as principal effective
July 1, 2011. Your attendance at financial training in December 2011 updated you on financial
accountability requirements. Our findings and recommendations appear below.

Findings and Recommendations

Controls over purchasing have improved. MCPS Form 280-54, Request for a Purchase, is now used
to obtain principal approval to proceed with an intended purchase (see MCPS Financial Manual,
p. 20-5). In addition, documentation supporting purchases should be marked by the recipient as
needed to indicate goods or services have been satisfactorily received, and should then be stamped or
marked “paid” to indicate payment has been made, and avoid the possibility of duplicate payments.

MCPS purchasing card members must record purchases on transaction logs and submit logs monthly
with invoices and receipts attached for your review and approval. Monthly summary reports from
American Express must be reviewed, signed and dated by the principal to ensure that purchases are
appropriate and within established limits. We found that logs were not being prepared on a monthly
basis and submitted for approval with receipts attached. We recommend purchasing card members
be required to present monthly logs of purchases for the approval and signature of the principal (see
the MCPS Purchasing Card User Guide).

Sponsors of school activities which involve the collection or disbursements of IAF should be
provided an account statement for each month in which transactions have been recorded in their
accounts. We found that this essential internal control procedure was not consistently followed. We
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recommend sponsors be given a monthly statement of their accounts, and be required to verify that
all transactions affecting the account have been correctly recorded. After any discrepancies are
resolved, the statements should be signed and dated by sponsors to attest to their accuracy. A
procedure should be established to ensure that all statements are reviewed and returned (see MCPS
Financial Manual, p. 20-9).

Our analysis of the school checking account revealed consecutive months when the balance exceeded
immediate needs. Keeping excessive balances limits the amount of interest the school could be
earning. A better use of the excess funds is to deposit them in the MCPS Centralized Investment
Fund to maximize interest income. When needed to cover expenses, these funds are available for
prompt return to the school (see MCPS Financial Manual, p. 7-4).

Summary of Recommendations

o Receipt of goods or services must be confirmed prior to disbursement (repeat);

o Invoices and receipts must be annotated as “paid” to indicate disbursement was made
(repeat);

o Purchase card transactions must include supporting documentation that is reviewed and
approved by the principal (repeat);

¢ Monthly account transaction statements provided to sponsors must be affirmed for
correctness and returned to the financial agent (repeat); and

o Centralized Investment Fund should be used to deposit excess funds (repeat).

Other matters were discussed and satisfactorily resolved. We appreciated the cooperation and
assistance of your staff, especially Mrs. Shaw. 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. Darryl L. Williams, community
superintendent. The Office of School Performance will follow up on this audit.

RWP:HK:sd

Copy to:
Mr. Bowers
Dr. Lacey
Mr. Talley
Dr. Williams
Mrs. DeGraba
Mrs. Milwit
Mr. Doody



[edpuLly :wosidg
(jedurd yo
WOIIRIISIP J8) Passadoxd udaq asey saanmyipuadxo

spunj ssa2xa jisodap o) pasn aq

spuaurdleIs 1D XqoP0 €10Z-Z107 24} 1d)Je PILIQJSURL) aq 0) SAMUOJAI PINOYS punj JUIULSIAUJ PIZI[RIIUI))
AT8)3IIIS FAPBI)SIUNKPY UOSIdJ Judde [RIDUBUIY AY) 0} PIUINIOX

LATIVES | pPUR SSIWPIALI0D JI0] PIULILJE 3¢

yooq Sof A31anoe/dr pue udis ‘AJLIoA ‘Ma1Ad 0} sjuatmajels Ajuowr | ysnu sxosuods o) papiroad syudwIR) YIS

prey w1 3day aq o3 sardod paudig L AL | 9A193 [[1a sxosuods AJIAIOE pue SIIPBI] WL, WOHIBSURA} JUNOIIE A[IUOTA]

(s1ndd0 3sn sB)

[edpuLf ‘A1833.109€ JANRIISINNMIPY ‘HOSIIJ
jedpurd

o} Aq A[qyuowu paugdis pue juase [BULUL

£q pajodurod aq m 3of SIDIA “Apuanbaiyur

redpurd
a) Aq paroxdde pur pamaradx st
1ey) uonvjuamndop sunroddns apnjour

JUITHIIBIS pue 0] Apajerpaumuny 1B PIBd XAV YA apBUK SISRINJ ISNUT SWOLPIRSURA) PIBD ISBYIAIN
AJBJIIIIS FANRIISUIMPY ‘WOSIdJ IPUI SEAL JUITISINGSIP
3210AUI YO8 eorpur 03 pied,, se pajejonue
S2O10AU] pasepduro)) | jo judwmded juawmnoop o) paseqaand duie)s qIvd aq jsnu §)di3d3.1 pue SIII0AU]
[ediduLI (moSId g
jeaoxdde xoj asergoand
0} xorxd sAep ¢ JSBa[ J¥ IpBu 3q SN JVI JUIMISINGSIP 0 JoLid pauLIuod
yooqpuey Jjels A@yRIpotmuny woay aseydand o) ysanbau Jey) Jyels 0} NI 9q JSNUI SIVIAIIS 10 Sp0o0o3 Jo 3draday
uona[duio)) Jo DUIPIAT UL, a[qisuodsay] (s)uosiag puy 31oday [edURHLY S, [00YIS JO
uopnjosay yo wondrsa( SUONBPUITITIOIY Pue SSUIPUL]
:jeaoxdde yo aje(q puapuduLadns Aunmmod Aq parcrddy

fedpuLig

[ooydoS Axvjudwialy aye] yinosg

ue[d UonOy Juduuodeue ]y [8dsL

:[ooyds




