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Errors

All errors are minimal or immaterial.  Error percentages are as follows:

Deposit Report Errors = 0%
Deposit Signature = 0%

Disbursements = 0%
Check Signatures <1%
Payment Authorizations <3%
Income & Expense Allocation <1%

Bank Reconciliation = 0%

Recommendations

1. In order to ensure that all income was deposited and expenses correctly disbursed during fundraising events, the committee for Membership, Fall Fundraiser and Spring Fundraiser shall prepare a full accounting, a committee report, and/or a fundraiser report at the conclusion of the event.  These reports shall be placed in the Financial Records Binder in the month the event is completed. (repeat from 2008 audit report)
2. Currently, when invoice copies (not original invoices) are submit for reimbursement, the Treasurer runs a vendor payment history prior to reimbursement to ensure that no duplicate payments have been made.  When completing this procedure, the Treasurer should notate on the check request that vendor payment history has been reviewed and it is not a duplicate payment.

3. Currently, there is no procedure to ensure that all deposit requests submitted are deposited into the bank.  In order to ensure that all deposits submit to the Financial Secretary do get deposited to the bank, a new deposit procedure will be implemented:

a. A deposit book with blank pre-numbered deposit forms will be created.  A log in the front of the book will show who took the form, which number, what the deposit was for, and the amount.  

b. When the Financial Secretary makes the deposits, he/she will ensure that all deposits are accounted for.

Audit Procedures Used

Deposits (compare deposit slips with bank book and bank statements):  Approximately 50% of deposits were tested.  All deposits tested corresponded to the deposits on the monthly bank statements from Union Bank.
There were several deposit corrections all of which were immaterial. (<1%)

All bank deposits were recorded and accounted for in Quickbooks and reconciled with the Union Bank Statements.

Membership Dues (deposits = Chairman’s total):  There was never a “final” Membership Report completed by the Chairman as those dues received after the Directory printing were not reported on.  Based on the most final report received from the Chairman, a total of $46,760 was received and total deposits to the general ledger were $47,251.65, a difference of $491.65.  In reviewing the Membership deposits, there was $555 deposited in December and January (after the directory printing).
Spring Fundraiser (deposits and expenses  = Chairman’s total):  Final auction reports were obtained from Readysetauction (system used to track auction activity) for cash donations, sponsorships, registrations, and auction sales.  The total deposits per these reports was $47,296 and the total deposits to the general ledger were $46,766, a difference of $530.  There was no expense report summary completed for auction expenses to compare to the general ledger.

Fall Fundraiser (deposits and expenses = Chairman’s report):  There was no fundraiser reporting maintained for income or expenses.  A reconciliation of the income and expenses per the invoices received from Western States Inc (cookie dough) and National Community Services (magazines) and the general ledger was prepared by the Treasurer.  The report showed a profit recorded on the sales overall of 41% and <1% difference for total income and expense per the invoices compared to the general ledger. Fall Fundraiser income was below approved budget.
Disbursements (authorizations, cancelled checks and bank statements correspond to one another):  About 50% of cancelled checks were tested and 100% of check register was tested against the bank statements.
All cancelled checks tested corresponded to the bank statements from Union Bank and Quick Books Check Detail Report.
There were a total of 192 checks written in the fiscal year, all of which were recorded in Quick Books including 15 voids.  There were no missing checks.

Check Signatures (signed by corporate officers):  About 50% of cancelled checks were tested.  All were signed by at least two of the following officers:  Amy Ronce, Tia Kline, and/or Donna Luebbe with the exception of the following checks having only one signature:

#2060

$2618.15
Coastal Enterprises (chorus)

#2197

$230.00
US Folders

Checks/Payment Authorizations (payment authorization, invoice, reason for disbursement):  100% of payment authorizations were tested.

All payment authorizations included approval signatures on the invoices and/or check request forms, supporting invoice or document, and reason for disbursement with the exception of the following checks totaling $9,289 out of 192 checks totalling $318,638 (<3% error):

#2028
8/20/08
Petty Cash


$310
no invoice
#2044
9/12/08
Danka Office Imaging

$567
no approvals+
#2085
12/10/08
Danka 



$550
no approvals+
#2091
1/11/09
Danka



$567
no approvals+
#2093
2/5/09

Danka



$550 
no approvals+
#2095
2/5/09

Flory Onderdonk

$63
no invoice
#2124
3/5/09

Museum of Tolerance

$4840
no invoice

#2128
3/20/09
Danka



$567
no approvals+

#2149
4/27/09
Danka



$550
no approvals+

#2166
5/26/09
Danka



$555
no invoice/ck request
#2195
6/11/09
Heather Johnson

$20
no backup*

#2206
6/19/09
Lorraine Seward

$55
no backup*

#2215
6/30/09
Daniel Roberts

$20
no backup*

#2216
6/30/09
Raul Gonzalez


$20
no backup*

#2217
6/30/09
Konstantinos Fujita

$55
no backup*

+  
Copier support; should obtain approval signature on monthly invoice from person 


responsible for maintaining office copier

*
refunds for 8th grade field trip; should include communication from parent (email or written) requesting refund

Income and Expense Allocations (allocated to categories of the approved budget):  

Approximately 50% of deposits were tested.  Based on the description on the Deposit Request Form or bank statement, all income was recorded correctly with the exception of the monthly escrip rebates were recorded as “bank fees” and should be recorded as “other fundraisers”.   Total escrip rebates were <1% of total deposits.
All check requests were tested.  Based on check request/invoices, all expenses were appropriately allocated.

All 33 General Journal Entries were tested and all had sufficient documentation and were categorized correctly.
Cash Receipt Slips Issued:  Currently cash receipts are issued during registration which includes membership.  Cash receipts are not issued during the Fall and Spring Fundraising due to the volume and timing of the event.  Cash receipts are not issued for misc items.
Bank Reconciliations:  All 12 monthly bank reconciliations agree with book cash balance in Quick Books and the monthly bank statements from Union Bank of California.
Monthly Financials/Treasurer’s Report:  All 12 monthly financials were prepared by the Treasurer and reviewed.  Treasurer’s Reports were presented at the PTO Meetings.

Full Accounting of Fundraising Activities:  There were no committee reports for the Fall or Spring Fundraisers.  Reports were obtained from Readysetauction (system used to track the auction activities) for the Spring Fundraiser.  And invoices from the 2 Fall Fundraiser vendors (cookie dough and magazine sales) were obtained and reconciled to the books by the Treasurer.

Appropriate Disbursement of Money Collected:  The Quick Books general ledger activity was reviewed.  All monies were collected and funds were appropriately disbursed in a timely manner.

Required Payments Made:

Payments for insurance, dues and bonding were made as follows:


#2029
8/26/08
AIM 



$611


#2036
9/3/08

Coordinating Council

$65

Payments for tax information returns were made as follows:


#2055
10/7/08
Franchise Tax Board

$10


#2057
10/7/08
Attorney General

$50

Required  Tax Forms Filed:  As of October 13, 2009, the fiscal year ending July 31, 2009 tax Form 990 (federal) and Form 199 (state) were not filed.  The due date for these forms is December 15, 2009.
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