





10.

No check shall be written payable to cash.

All checks require an original signature by the Principal. Signature stamps
are not permitted.

Checks in excess of $5,000 must be co-signed by the District Treasurer.

No checks shall be issued without bills, invoices or receipts to document the
disbursement.

A standardized form should accompany all requests for check issuance. This
form shall accompany the invoice and/or receipt and/or all supporting
documents and must state to whom the check shall be made payable, the
reason for the payment, the amount of the check, the account to be charged,
and the approval signature of the student officer and/or faculty advisor.
Original invoices must accompany each form.

The manual also states “Faculty advisors, or others involved in purchasing

through the student activity account, shall not in any way benefit personally
from the purchase.” (e.g. credit card rewards)

Transfers Between Student Activity Accounts

Applicable DESE Guideline Step: 6.B, 6.C

There were several inactive accounts most of which date back to the
predecessor Districts. Transfers were made between accounts by the
account custodian reportedly with authorization of the club or activity
providing funds for the transfer. Many of the transfers were to cover small
deficits in the receiving accounts.

Recommendation

Inactive accounts should be reviewed and disposed of in accordance with
School Committee policy. Transfers between accounts should be authorized by
the School Committee prior to being executed.

Management Response
The draft Student Activity Account Procedures Manual includes the following
language:

Per the DESE Guidelines, the sections state:

When a senior class graduates, monies in the Senior Class Student Activity
account shall remain available for ninety days after the close of the school
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year to allow time for outstanding bills to be received and paid. After this
waiting period, if no request is received to transfer the funds from officers of
that class the remaining funds shall be transferred and disbursed evenly to
the remaining active classes including the incoming freshman class account.

Any student activity organization inactive for a period of three (3) years or
more, and for which there has been no receipts or disbursements
recorded on their behalf, shall require the following actions to close the
student activity account: Written notification by the advisor or student
officer/treasurer to the principal or other authorized administrator that the
particular activity will cease to be a viable account. If an advisor or student
officer/treasurer is not available, such discontinuance shall be by vote of the
School Committee. All assets of the recognized student activity organization
shall be determined and stated in writing. Any disposition of assets of an
inactive recognized student activity organization shall be determined by the
School Committee, but in no case shall the disposition benefit specific
individuals. (The primary goal in disposition should be to benefit the student

body.)

Travel Authorization and Accountability

Applicable DESE Guideline Step: 7.A
We found that travel related payments were not supported by pre-authorized

travel forms or accountability forms. In addition, two of the travel transactions
tested were not accompanied by invoices from the vendors paid.

Recommendation

In addition to establishing policy discussed in finding 1 above, the District should
create pre-authorization and accountability forms for Student Activity Fund travel.
All payments to vendors should be supported by invoices or receipts retained in

the files.

Management Response

The Principal or designee will create and implement a travel Authorization
Form during FY 2017. Per the DESE Guidelines, the form will contain: date
of request, date funds needed, destination and purpose of trip, estimated
departure and return times, number of persons traveling, estimate of cash
required for tips and other various sundry items, estimate of expenses,
signature of person requesting authorization, signature of person authorizing
the request, check number and date of payment, and signature of the
School Principal.
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