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FINANCIAL MANAGEMENT ACTION PLAN 

School: Principal: 

OSSI  
Associate Superintendent: 

OSSI 
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: 11/28/2017 11/28/2017

Kensington Parkwood ES - 783 Candace Ross

Dr. LaVerne Kimball Dr. Sarah Sirgo

9/1/15 -8/31/17

Purchase requests, must be approved by the principal prior 
to procurement. Any requests for reimbursement not 
previously approved will not be reimbursed.

Principal, 
Administrative 
Secretary

Form 280-54 Requester  must present 
Form 280-54 at time 
approval is sought.

Principal and admin 
secretary will hold 
weekly meetings to 
review all requests 
and monthly book 
keeper  meetings

Complete Form 28-54, with 
documentation of purchase

Purchaser must confirm receipt of goods or services prior 
to disbursement. Deliveries will be logged in on a 
"Delivered Items" log & opened first by main office staff. 
Packing slip will be dated, checked and initialed. Secretary 
will ensure items are delivered to staff member, packing 
slips checked, and a copy with staff initials returned  

Requesting 
Purchaser

Form 280-54 Purchaser will sign 
supporting documentation to 
confirm receipt of goods or 
services and  promptly 
submit to Admin Secretary 
with pre-approved Form 

Principal and 
administrative 
secretary

Signed documentation of 
purchase

Purchase invoices and receipts must be annotated as 'Paid" 
to indicate disbursement was made. The secretary will use a 
PAID stamp, initial, and date and keep in a binder labeled 
Fiscal Year and organized by date.

Administrative 
secretary

Stamp "paid" All supporting 
documentation will be 
annotated as "Paid" when 
disbursements is made.

Principal and 
administrative 
secretary

Receipts/invoices stamped 
"Paid"

Independent contractor payments must comply with MCPS 
Regulation DIA-RB. Prior to authorization of any 
payments to independent contractors verification will be 
made to ensure they are on the approved list.

Administrative 
secretary

Copies of W-9 
forms will be 
required

Prior to authorization of any 
payments to independent 
contractors verification will 
be made to insure that they 
are on the approved vendor 
list

Principal and dmin. 
secretary 

Copies of W-9 forms files 
with Form 280-54
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Action Steps Person(s) 
Responsible 

Resources 
Needed 

Monitoring Tools / 
Data Points 

Monitoring: 
Who & When Results/Evidence 

OFFICE OF SCHOOL SUPPORT AND IMPROVEMENT (OSSI) REVIEW & APPROVAL 

  Approved                    Please revise and resubmit plan by _______________  

Comments: ______________________________________________________________________________________________________________ 
________________________________________________________________________________________________________________________ 

Director:  _____________________________________________   Date:  _________ 

Payments to MCPS employees must be processed through 
MCPS payroll system. Staff will be added as ECA Class 1 
sponsors; admin secretary will process with required taxes 
withheld.  MCPS will invoice schools at end of year for 
purchased ECA hours through FMS iReceiveables.

Administrative 
secretary

Extracurricula
r Activities 
Plan (ECA)

Admin sec. will use correct 
form  to ensure payment is 
processed properly by 
MCPS.

Conclusion of event 
requiring payment

Files of completed form at 
monthly review of financial 
disbursements. Copies of 
all forms of payment to 
staff will be in payroll.

Funds collected by sponsors must be promptly remitted 
with MCPS Form 280-34 to the administrative secretary. 
Staff are required to turn in monies daily and those remit 
with funds late will be reminded in writing with appropriate 
progressive discipline steps as appropriate.

Sponsors, 
Administrative 
Secretary, 
Principal

Form 280-34 Cash collected by sponsors 
will be submitted to the 
admin. secretary  by 12 pm 
daily and documented using 
Form 280-34. 

Cash will be 
submitted by 
sponsors daily

Administrative secretary 
will sign form 280-34 as 
receipt and return copy to 
sponsor .

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. The secretary will send an email in 48 hours if any 
information is incomplete or missing. Principal copied.

Teachers, Field 
Trip sponsor, 
administrative 
secretary, 
Principal

Form 280-41 Sponsors will use Form 
280-41 to provide a 
complete class roster and 
note all payments and full 
reconciliation.

Admin sec will 
send email to 
sponsors at 
conclusion of trips 
to restate policy.

Completed Form 280-41 
and any additional 
documents relevant to each 
trip

Funds remitted by sponsors must be promptly verified, 
receipted, and deposited into bank by the school 
administrative secretary. Time will be provided for 
secretary to make daily trips to the bank.

Teachers, 
sponsors, 
administrative 
secretary

Form 28041 Administrative secretary 
will deposit all funds daily 
after 12pm collection.

Admin secretary 
and Principal. As 
needed

Principal will review 
monthly records to ensure 
proper  and timely deposits

✔

We met at length to review this plan and consulted staff in the School and Financial Operations and Internal Audit teams

12/12/17           Sarah Sirgo




