Office of Shared Accountability
MONTGOMERY COUNTY PUBLIC SCHOOLS
Rockville, Maryland

June 15, 2016

MEMORANDUM
To: Ms. Carol L. Goddard, Principal
Watkins Mill High School o
From; Roger W. Pisha, Supervisor, Internal Audit / E-'f"#) g ;‘:
Subject: Report on Audit of Independent Activity Funds for the Period

August 1, 2014, through February 29, 2016

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 June 13, 2016, with you, Mrs. Julia Broyles, business administrator, and
Ms. Lisa Holderman, financial specialist, we reviewed the status of the conditions described in
our prior audit report dated September 16, 2014, 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

MCPS Form 280-54, 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
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expenditures comply with IAF requirements. After the purchase is completed, the purchaser
must submit the invoice or documented evidence of purchase, annotated to indicate the
satisfactory receipt of the goods or services, to the financial specialist (see MCPS Financial
Manual, pp. 20-6, 20-7). In our sample of disbursements, we again found that invoices were not
always signed by the receiver to certify satisfactory receipt. We recommend that complete
annotated documentation be attached to fully explain the reason for the purchase.

MCPS Regulation DMB-RA, Control of Admission Receipts, provides procedures for the
accounting for sales of admission tickets. We again found these procedures were not always
followed. Some tickets were printed and numbered by school staff, rather than by an
independent vendor. MCPS Form 280-50, Tickets and Cash Report of Admissions Manager, was
always prepared each time tickets were sold. We also noted that complimentary tickets were not
always accounted for properly, including for Prom 2015, which also sold tickets within the same
numbered ranges for different prices. We recommend that admission to all events be controlled
in accordance with the above cited regulation.

In addition to the above weaknesses previously identified, additional conditions in controls need
to be strengthened. Sponsors of school activities which involve the collection or disbursement of
IAF should 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 found some sponsors did not return these statements. We recommend sponsors
be required to review and resolve any discrepancies in their accounts and return the signed
statements to the financial specialist. We recommend a procedure be established to ensure that
all statements are reviewed and returned (see MCPS Financial Manual, p. 20-9).

Cash and checks collected by sponsors and others for IAF activities should be remitted promptly
to the financial specialist. These receipts must be deposited promptly, and all receipts must be
deposited before each weekend and holiday (see MCPS Financial Manual, p.7-4). Some
sponsors held fees collected rather than remitting them to the financial specialist on a daily basis.
We recommend staff be encouraged to submit all cash and checks collected for IAF activities to
the financial specialist for prompt deposit in accordance with MCPS policy and procedures. The
installation and use of a drop safe may assist with this effort.

Summary of Recommendations
e Purchaser must confirm receipt of goods or services prior to disbursement (repeat);

e Admission events must be conducted in accordance with MCPS Regulation DMB-RA
(repeat);

e Monthly account history reports provided to sponsors must be affirmed for transaction
correctness and returned to the financial specialist; and
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e Cash control of school funds must be in accordance with chapter 7 of the MCPS Financial
Manual.

Other matters were discussed and satisfactorily resolved. We appreciated the cooperation and
assistance of your staff, especially Mrs. Broyles and Ms. Holderman. 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
Mr. Brian Scriven, director of high schools. The Office of School Support and Improvement
will follow up on this audit.

RWP:VAD:sd

Copy to:
Dr. Zuckerman
Dr. Statham
Dr. Navarro
Dr. Williams
Mrs. Chen
Mrs. DeGraba
Mrs. Milwit
Mr. Scriven



*001}J0
[BIOUBUL] Y} UI PI[IJ 2q [[I4 suodal
A10)S14 1unodoe ATyuow paudis [y

'SISeq A[qIuou
® uo 3urofuQ

(rosuodg “jsijervadg [eroueury

[0012S “I0JRNSIUTWIPY SSAUISNE ) "IdUUB
AJown e ur pauinjai you aIe spodai Ji siosuods
0] JU3S 3q [[IM SISPUTWY °SJS Y} 0 WImjal
pue ‘udis ‘ma1aa1 03 s£ep oAl usAIs oq [[1m
siosuodg "siosuods 0} paInqusIp pue pajeIduad
3q 1M suodar £103STY JUN0d9e ATYIUOIA

gsteroads [eroueury

Y} 0) PAUINJ2I PUB SSIUIOJLIOD
uoNdBsSUL) 10J PAULIJe

9q jsnu s1osuods 03 papraoid
sirodar A101sTY JuNodoR A[YIUOTA

UDBDUDIN UOISSTUPY
S0 1oday ysoo) pup spaxo1]
‘05-08¢ wio g SJON parojdwo)

-aoe[d oye)
syuaA9 se uroduQ

(1osuodg Juaaf 9sieroadg [eroueul,] [00yoS
‘IOYeNSTUTWIPY SSaUISng) "PIOS I8 SINO1

S} Yora Paja]dwios aq [[1 ()S-08T WO
SAOWN  a8puvpy uoissuupy Jo rioday ysv)
puv $12321] 0$-08T W10 SIDIN UO PIZIua)l
aq s s1oyo1 Arejuswrdwod Surpnjoul

‘sofes 190N [[V ‘paIeyjo yealq soud pue

91Bp OB I0J SI12¥N paraqunu A[[enuanbsas jo
19S B 9ABY [[IM JUIAS UoRY ‘I0pUA judpuadapur
ue Aq pajuiid 10 s[jo1 19301 SJDOIN parund

-o1d oq JaUId [[1M 121B3Y) PUB ‘FUTWIOOWIOY
‘woxd se yons sjuaAd [e1oads [[e 10J pasn s}adoL],

{(yeadoar)

Vd-gNQ uonensay SdONW
[} 90UBPIOIIE UL PIIONPUOd
9Q 1SNUI SJUSAD UOISSIUPY

uowiAed o} Joud 1dreoer
£10)0BJSTIES JO UOTJBIUSWNIOP
Pa)ejouUUR MOYS [[IM SIOTOAU]

910¢ 1sn3ny
oI IOIAIG-AI]

(fediduny ‘101BHSTUTIIPY SSaulsng)
“UOT}RJUAUINIOP INOYJIM PanssI aq jou

[[1M JUSWARJ "S3I1AISS pue Spood [[e 107 1diesal
K10308BJSIIES JO UOIBJUILINOOP PIJBJOUUR JARY
ISNUI S9OTOAUL [[B JeY} PIPUIUAI 2q [[IM €IS

(1eadai) Juswasmgsip
0} Jouxd $30IAIAS 10 Spo03
J0 1d19921 wLIyuod SN JOSBYOINg

uona[duwo)) Jo IUWIPIAY

suipPwLY

a1qisuodsay (s)uosiag puy
uoynjosay yo uondrrdsa

110day [epUBUL] S [00YJS JO
SUOI)EPUIWIUI0IY pue ssurpuiy

:feaoadde jo aje(q jjuspuduLIddns ajeposse Lq pasoaddy

PIEppon [048)  sjedpuriyg [0079S USTH [TIA SUPTIEAY  :[00YdS

ue[J U0IJOY JUIUISLURIA] [BISI]
WIWTIBN Y



11 w00y DSTD JO Hpny [wudapuf ayj 01 juas 2q oy St uvyd paaodd ayy fo £doo y :ap0p

'£ 1oydey) ‘[enuejy [eroueul

‘Tedroutid yum sajepdn Apyiuop Iod ‘siseq AJiep e uo ssaurfou) Joj palojruow "TenugA [e1oURUL] SO 2!
“IoJelSIUTWPY ssoulsng pue jsijeroadg ‘Buro8uo aq [[1m spsoda(] siosuods moau pue siosuods | Jo £ 1sideyd yim 9ouBpIoddE Ul 9q

Jeroueul Aq Surioyuow [BuIau] pue A[ejerpauru] YA POOIOJUIRI/PIMITADI 3¢ [[IM SINPAJOIJ | ISNW SpPUN} [OOYIS JO [OJUOD YSB))

uons[duIo)) Jo 3UIPIAY SUI[IUIL], J[qisuodsay] (s)uosidJ puy 1oday [eRUBUL] S, [00Y2S JO

uonnjosay jo uondrasa(q SUONEPUIWIWIOIIY PUE SSUIPUIL]




