THE ABRAHAMS GROUP
FOR BETTER GOVERNMENTS

INDEPENDENT ACCOUNTANTS’ REPORT ON APPLYING AGREED-UPON PROCEDURES
OVER COMPLIANCE APPLICABLE TO MASSACHUSETTS SCHOOL DISTRICTS’
STUDENT ACTIVITY ACCOUNTS

To the Honorable School Committee
Weston Public Schools
89 Wellesley St.

Weston, MA 02493

We have inspected the financial records, reviewed policies and procedures and conducted tests of the
internal control processes in place to administer the Student Activities of Weston Public Schools for the
fiscal year ended June 30, 2018. The purpose of this inspection was to determine if the financial records,
policies and procedures, and internal control processes in place are sufficient to support the objectives of
the School Committee of Weston Public Schools as it relates to the Student Activities. We have performed
the procedures specified in the Massachusetts Department of Elementary and Secondary Education (DESE)
Audit Guidelines. These guidelines were used in reaching our conclusion. These guidelines were issued
well after the District’s student activity policies and procedures were developed. The sufficiency of these
procedures is solely the responsibility of the specified users of the report.

We have listed noncompliance of the agreed-upon procedures in the accompanying Schedule of Findings.

Except for those matters reported in the accompanying Schedule of Findings, we conclude that the financial
records, policies and procedures, and internal control processes in place are sufficient to support the
objectives of the management of the Student Activities of Weston Public Schools.

We were not engaged to, and did not perform an examination, the objective of which would be the
expression of an opinion on the Student Activity Accounts. Accordingly, we do not express such an
opinion. Had we performed additional procedures, other matters might have come to our attention that
would have been reported to you.

This report is intended solely for the use of the Weston Public Schools and the DESE and should not be
used by those who have not agreed to those procedures and taken responsibility for the sufficiency of the
procedures for their purposes. However, this report is a matter of public record and its distribution is not
limited.
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Weston Public Schools
High School Student Activities Audit
February 2019
Statement of Findings

1. Policies and procedures must be updated when applicable.
Finding
Policies and procedures have not been updated together. In the past year, policies were
updated and adopted by School Committee and the procedures support the old version of

the policies, which is from 2011. For example, the policies and procedures differ on what
interest should cover.

Corrective Action Plan

2. Determine if policies and procedures are enforced.
Finding

Policies and procedures, while thorough, are not enforced by district administration. Part
of the reason why may be because the student activities policies and procedures are not
shared with principals and student organizations annually, like the policies indicate
should happen.

Corrective Action Plan

3. Policies and procedures are not adhered to.
Finding

Policies and procedures in place are not adhered to by those maintaining student activities
accounts. Examples are interest is not tracked separately by the bookkeeper like the
procedures indicate should be done, an annual report on what the interest was used for is
not filed with the Assistant Superintendent for Finance and Operations every year like the
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procedures indicate should be done, and class account funds are not distributed based on
the vote of senior class officers like the policies indicate should be done.

Corrective Action Plan

Evidence of a School Committee vote for the approval of each student activity was
obtained.

Finding
There is no evidence in School Committee minutes that the listing of student activities
was approved by School Committee for the 2017-2018 school year. Additionally, there

is no evidence that new student activities were approved during the school year.

Corrective Action Plan

. From the list of student activities, determine the source of funding and objective of each
student activity.

Finding

The district does not maintain a list of funding sources and objectives for each student
activity at the high school.

Corrective Action Plan

. Evaluate if funds have been properly deposited into the student activity account or if
funds are more appropriately classified as revolving, gift, grant or other type of fund.

Finding
During the audit, the funding source for all student activities was not determined and,

therefore, it is not known which student activities accounts are true student activity
accounts. However, it is clear that some of the deposits should not have been deposited



into student activity accounts, including funds deposited for the running of a track meet,
which generally are funds that are deposited into the athletics revolving fund.
Additionally, Stockyard, the school store, is considered a student activity. Per DESE’s
Audit Guidelines, if the activity is administered by the students and the School
Committee authorizes the proceeds to be used for the benefits of the students, then the
proceeds from this activity may be deposited into the student activity account. Through
review, these stipulations do not appear to be satisfied, thus opening up the possibility
that the school store is changed to be a revolving account.

Corrective Action Plan

. An accounting system for the student activity funds must be implemented and in a
sufficient manner to facilitate basic reconciliation and control procedures.

Finding

The bookkeeper at the high school maintains deposit and disbursement activity in
Microsoft Excel by student activity and also at the school level, which shows all activity
together and allows for reconciliation to deposit turnover sheets that go to the Business
Office for deposit with Town Hall. The setup currently in use requires that the
bookkeeper input a deposit or a disbursement in multiple places and discrepancies
between the two were found during the audit. Consolidating the two in such a way that
inputting a deposit or a disbursement once, but still getting the same overall impact in the
spreadsheet, is recommended.

Corrective Action Plan

. Determine if there is an ongoing process of training in place.
Finding

Ongoing ftraining is not in place. The bookkeeper has discussed managing student
activities with the Business Office, but not in the form of training.
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Corrective Action Plan

Determine that all student activity deposits are made to an agency account maintained by
City/Town/District Treasurer.

Finding

A donation by a company for bus transportation for the Science Club was not deposited
into the student activities account and, instead, was passed to Town Hall without a record
of it kept in the student activities logs. The accounting related to this transportation was
sound at the Town level, but there is no trace of the check’s existence in the student
activities ledger maintained by the bookkeeper. The check should have been deposited
into a student activities account and then a disbursement for the transportation costs
should have been completed.

Corrective Action Plan

Determine if the School Principal has properly made requests for replenishment of funds
to the imprest checking account including submission of original invoices or equivalent
supporting documentation.

Finding

The bookkeeper is aware that requests for replenishment to the checking account must be
made with the backup documentation present to show the Business Office and Town Hall
that disbursements for which replenishment are being requested are for true student
activities. Generally, backup documentation provided is satisfactory, but there were
cases in which backup documentation was missing or showed that the disbursements
were not for true student activities. When that happened, replenishments for those
disbursements only were not allowed and the bookkeeper was made aware of them.

Corrective Action Plan

. Determine if the School Principal and/or their designee (if applicable) have given bond to

the City/Town/District Treasurer for faithful performance, and that all designees have
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been properly authorized by the School Committee.

Finding

Evidence that the principal has given bond to the Town Treasurer for faithful
performance was not located. The Town’s general liability insurance carrier confirmed

that the Town’s plan covers anyone not required by law to have a bond. School
Committee policy states that the principal shall provide bond to the Town Treasurer.

Corrective Action Plan

Determine if the annual audits have been performed, either by an outside independent
audit firm or as is permissible, internally.

Finding
Annual audits are not conducted. The last audit was completed in 2013.

Corrective Action Plan

Through inquiry, observations, and review of sample bank reconciliations, determine if
bank reconciliations are prepared at least quarterly and sent to the appropriate parties for
review; and that sign-offs by both preparer and reviewer are included in the process.

Finding

The bookkeeper prints a reconciliation monthly out of Quicken that contains the
appropriate data to reconcile the electronic ledger she maintains in Excel to the checking
account statement, but the printout contains no evidence of a completed reconciliation,

including a signature. There also is no evidence of a signature by a reviewer.

Corrective Action Plan

14. Determine if a requirement for the preparation and periodic submission to the School



15.

16.

Committee, School Business Office, Town Accountant, Treasurer and the student activity
class/club officers of financial reports exists; and if such policy is adhered with.

Finding

Some financial reporting requirements are in place (e.g., An audit trail includes the
preparation of periodic financial reports, which are made in accordance with School
Committee policy. The preparation of other reports, as required by the Assistant
Superintendent for Finance and Operations, the Superintendent and/or School
Committee, which includes an audit report on interest on a yearly basis.), but they are not
being satisfied, as the only reports being generated are monthly report balances to the
student activity advisors. School Committee, the Business Office, and Town Hall do not
receive periodic reports. Additionally, one of the requirements says that financial reports
shall be prepared in accordance with School Committee policy, but the latest policy does
not mention financial reporting.

Corrective Action Plan

Determine if subsidiary student activity account detail is maintained and if the aggregate
of the subsidiary accounts are reconciled to the control account on a monthly basis.

Finding

Subsidiary student activity account detail is maintained by the bookkeeper, but it is not
reconciled regularly to control activity, which is available in the Town’s financial system.

Corrective Action Plan

Determine that in situations when pre-numbered receipts, tickets and attendance logs are
not practical, that two responsible people have each counted the cash received.

Finding

Not all deposit slips are filled out by the student activity advisors. When this occurs, the
bookkeeper is the only one to count the cash received prior to the Business Office’s and
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Town Hall’s review of the deposit. Since those steps are in place, technically multiple
responsible people have counted the cash, but ideally the advisor counts as well, so two
responsible people count the cash prior to the Business Office’s receipt of the cash.
Additionally, the deposit slips have a spot for the receipt number, but it is written in by
the bookkeeper, who determines the next number to use based on her electronic ledger.
The manual assigning of a receipt number can lead to mistakes and, if one is made,
confusion when receipts are reconciled or reviewed. There was at least one case in which
the incorrect receipt number was written down (368, when it should have been 386),
causing two receipts to have the same number. The district should consider pre-
numbering receipts to avoid this possibility.

Corrective Action Plan

Determine if funds collected for student activities are turned over to the School
Principal’s Office within twenty-four hours.

Finding

Generally, yes, funds collected for student activities are turned over to the principal’s
office within twenty-four hours. However, the bookkeeper believes that some advisors
for field trips wait for larger amounts of checks to come in prior to bringing them to the
principal’s office.

Corrective Action Plan

Determine if the School Principal is turning funds over to the City/Town/District
Treasurer agency account weekly (at a minimum).

Finding

The bookkeeper is not always turning funds over to the Business Office in a timely basis.
Some deposits made by Town Hall did not occur until significant time had passed from
when the bookkeeper was originally given the cash and/or checks and the deposit slip
was created. One case had the deposit slip’s date as 11/17/17, the posting of the receipt
to the electronic ledger by the bookkeeper as 12/7/17, and Town Hall’s deposit date as
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1/26/18. Additionally, a procedure indicating that “on any day that the cumulative cash
balance exceeds $200, or whenever the total receipts (cash and checks) collected exceed
$1,500, the Student Activity Account Manager MUST make a deposit.” is not being
adhered to.

Corrective Action Plan

Determine if an interest earned policy exists and is documented.
Finding

An interest earned policy exists and is documented, but what the policy indicates to do
with interest earned is different than what the procedures indicate to do with interest
earned. The policy says, “interest that is earned on such accounts shall be maintained in
the Agency Account and distributed annually among the Student Activity Checking
Accounts as directed by the procedures established by School Committee policy.” The
procedures document says, “The interest earned on each student activity checking
account shall remain in the account and be recorded as a separate line item by the
building principal. Said interest shall be used to cover the following expenditures without
requiring further approval from the School Committee: (1) To cover the cost of periodic
outside audits of the accounts; and (2) To purchase forms and supplies related to
maintaining the student activity agency account by the school.”

Corrective Action Plan

Determine if a commission or revenue sharing policy exists and is documented.
Determine if a policy for undesignated earnings exists and is documented.

Finding
A commission or revenue sharing policy does not exist. A policy for undesignated

earnings does not exist. However, there are procedures for both in the procedures
document.
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Corrective Action Plan

All money turned over to the school by a student organization shall be accompanied by a
school deposit slip stating the source of the monies, the amount being deposited, and
signed by the person turning over the money to the office.

Finding

The bookkeeper fills out the deposit slip for some of the advisors and the advisors do not
sign the slip when she does. This step would help verify deposits amount and also allow
the advisors to be more involved in the maintenance of the student activity accounts they

are in charge of.

Corrective Action Plan

Determine if a duplicate of the school deposit slip is maintained by the advisor and is
signed by the advisor.

Finding
There is no evidence that the advisor maintains a copy of the deposit slip.

Corrective Action Plan

Determine if all disbursements require the Principal’s (or his designee’s) approval.
Finding

Not all disbursement slips have the principal’s approval on them. A disbursement slip for
Chorus did not have the approval of an authorized employee at the high school and the

check date for this disbursement pre-dated the date of the disbursement slip.

Corrective Action Plan



24. Determine if all disbursements require supporting documentation.

25.

26.

Finding

Generally, invoices and reimbursement requests have the backup necessary for them to
be authorized for payment. This finding is somewhat related, in that it is related to how
disbursements are authorized. The school district’s transportation department provides
the bookkeeper with an approval slip for what the requested transportation will cost so it
can go through the typical student activities disbursement process. However, the
approval by the Transportation Department is not an official one as there is no signature
and only an amount is provided. The approval should be an official one with a signature
and a name for reference, instead of just a dollar amount provided.

Corrective Action Plan

Determine if cash advances are prohibited.
Finding

The policy document and procedures document do not mention cash advances.
Generally, cash advances do not happen for student activities, but there have been cases
in which tips for trips are needed and cash is requested for that and that request is
honored. One case saw a deposit reduced by the amount of cash wanted for tips. The
accounting in the electronic ledger maintained by the bookkeeper was off presumably due
to the confusion caused by the change to the deposit. True student activities accounting
should have seen the full deposit made and then a disbursement request in the amount of
the tips wanted. If cash advances are not allowed, then a receipt showing the amount of
tips paid should have been submitted for reimbursement.

Corrective Action Plan

Determine if standard requests for disbursements are prepared.

Finding
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Disbursement requests are prepared a standard way and using a standard form. However,
the bookkeeper sometimes fills out the disbursement slip for the student activities
advisor. The advisor should be the one to fill out the disbursement slip.

Corrective Action Plan

Assure that steps are in place to prohibit advisors or other individuals involved with
purchasing to personally benefit in any way.

Finding

Individuals reimbursed for purchases made with their credit cards can benefit from their
use of credit cards due to credit card rewards for those purchases.

Corrective Action Plan

Determine if disbursements may only be charged against the accounts for which funds
have been designated.

Finding

Funds were disbursed out of student activity accounts for certain athletic equipment and
athletic events. These funds are charged against the accounts for which the funds have
been designated, but generally athletic expenses like these are paid out of the athletics
revolving fund. Some other approved disbursements, including ones out of class
accounts for thank you notes so a student could thank school staff, for a parent to send
thank you notes to thank school staff, and for emergency bathroom products for prom,
may be considered inappropriate. Many reimbursement requests were made by parents
and authorized for payment, despite a procedure indicating that “Only students and
faculty may be reimbursed from student activity accounts; parents and non-school
personnel may not be reimbursed from these funds.”

Corrective Action Plan
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30.

31.

Determine if segregation of duties exists between the check writer and the individual who
reconciles the bank statements. If not, determine if there are mitigating controls in place
to limit risks.

Finding
The bookkeeper is the one that writes the checks and reconciles the bank statements. No
mitigating controls seem to be in place since other district staft was not helping her with

the reconciliation piece during the 2017-2018 school year.

Corrective Action Plan

Determine if disbursements properly exclude any payments for sales tax.
Finding

Multiple purchases on credit cards, for which the individuals were reimbursed in full,
included sales tax. Student activity accounts are exempt from sales tax.

Corrective Action Plan

Determine if disposition of class accounts is in accordance with School Committee
policies.

Finding

School Committee policy states that “Once graduated, the class account shall remain
open for 90 days. At the close of 90 days all remaining funds are liquidated and
distributed as directed by a vote by the senior class officers.” According to the
bookkeeper, a student takes the money and is supposed to open an account with it, but
she is unsure if this actually happens. If true, then policy would only be followed if the
vote was for that one student to take the money.

Corrective Action Plan
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32. Determine if disposition of inactive accounts is in accordance with School Committee

33

34.

policies.
Finding

School Committee policy states “Any school organizations which do not meet at least
once annually and which do not duly elect officers shall be considered inactive, and their
funds shall be liquidated and divided equally among the remaining student organizations
(non-class-specific funds) in the building.” According to the bookkeeper, nothing
happens with the funds for inactive accounts and the funds just sit there.

Corrective Action Plan

. Determine if disposition of deficit balances is in accordance with School Committee

policies.
Finding
A deficit balance policy does not exist.

Corrective Action Plan

Determine if the policy for student travel is adequate.
Finding

School Committee policies for student travel are not adequate enough to satisfy DESE’s
guidelines. School Committee procedures for student travel, evidenced on the forms for
in-state and out-of-state or international travel, are detailed enough to mostly satisfy
DESE’s requirements, but the policies are not broad enough to be considered adequate.
Policies come up short because they do not specify the method or methods to be used to
pay travel expenses, including how to handle the reimbursement of funds when personal
credit cards are used, and do not mention the need to create a statement of final
accountability after the trip’s completion. Procedures come up short because the in-state
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travel authorization form lacks the date funds are needed and check number and date of
payment, the out-of-state or international travel authorization form lacks the date funds

are needed, estimate of cash required for tips and other various sundry items, and check
number and date of payment.

Corrective Action Plan

Determine that the travel is properly authorized, that there is a final accountability for all
travel and there is documentation supporting all disbursements.

Finding

Reconciliation of travel expenditures for Chorus’ New Orleans trip could not be
completed as $15 was not accounted for. A detailed reconciliation sheet to be filled out
after the completion of each trip would help ensure all expenditures are accounted for and

proper.

Corrective Action Plan
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