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We have been engaged by the Board of Education (the "Board") of the Plainedge Union Free 
School (the "District") to provide internal audit services with respect to the District's internal 
controls related to extraclassroom activity fund processes for the period July 1, 2017 through June 
30, 2018. 

The objectives of the engagement were to evaluate and report on the District's internal controls 
pertaining to extraclassroom activity fund processes and to test for compliance with laws, 
regulations, and the District's Board policies and procedures. 

In connection with the following procedures, we have provided findings and recommendations 
for the internal controls related to extraclassroom activity fund processes. Our procedures were as 
follows: 

• Reviewed the District's policies, procedures and practices with regards to the internal 
controls related to extraclassroom activity fund processes; 

• Reviewed The Safeguarding, Accounting and Auditing of Extrac/assroom Activity Funds 
- Finance Pamphlet 2 to verify through testing that the District was following appropriate 
procedures and guidelines; 

• Interviewed the Central Treasurer, several faculty club advisors, the Chief Faculty 
Counselors, and Faculty Auditors to gain an understanding of procedures regarding cash 
receipts and cash disbursements; 

• Tested, on a sample basis, extraclassroom cash receipts to verify proper support, 
authorization and student involvement by tracing to receipts, properly completed and 
approved deposit tickets, and other supporting documentation; 

• Tested, on a sample basis, extraclassroom cash disbursements to verify proper support, 
authorization and student involvement by tracing to receipts and/or invoices and properly 
completed and approved payment orders, and other supporting documentation. 

The results of our procedures are presented on the following pages. 
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Our procedures were not designed to express an opinion on the internal controls related to 
medical benefits and retiree health insurance, and we do not express such an opinion. As you 
know, because of inherent limitations of any internal control, errors or fraud may occur and not 
be prevented or detected by internal controls. Also, projections of any evaluation of the 
accounting system and controls to future periods are subject to the risk that procedures may 
become inadequate because of changed conditions. 

We would like to acknowledge the courtesy and assistance extended to us by personnel of the 
District. We are available to discuss this report with the Board or others within the District at 
your convenience. 

This report is intended solely for the information and use of the Board, the Audit Committee and 
the management of the District and is not intended to be and should not be used by anyone other 
than those specified parties. 

Very truly yours, 

R.S. Abrams & Co., LLP 
March 21, 2018 
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GOVERNANCE 

During our review of the Board policy manual, we noted that the District has adopted the following 
policies that relate to the extraclassroom activity fund. 

Student Organizations 
The District's Student Organizations policy, No. 5210, describes the Superintendent's 
responsibility, with the aid of students, faculty, and administration, for developing and maintaining 
procedures for registering and regulating student groups or clubs. The Board may prohibit the 
formation of any clubs or any other secret society whose deliberation and activities have caused 
or created, or are likely to cause or create, a disruption of or interference with the school program. 

Eligibility for Co-Curricular Activities 
The District's Eligibility for Extra-Curricular Activities policy, No. 5230, established minimum 
standards for students to participate in co-curricular activities including athletics. To participate in 
co-curricular activities students must maintain a minimum level of academic performance. 

Student Activities Funds Management 
The District's Student Funds Management policy, No. 5252, describes the Board's responsibility 
for the protection and supervision of the financial affairs of student clubs and extracurricular 
activities. The Superintendent is responsible for the development and promulgation of appropriate 
rules and regulations to govern the handling of funds. 

Extraclassroom (Cocurricular) Activity Funds Regulations 
The District's Extraclassroom (Cocurricular) Activity Funds Regulations policy, No. 5252-R, 
describes the Board's recognition of educational value inherent in student participation in the 
extracurricular life of the District's schools. The Board supports the concept and commits itself to 
the assignment of staff for the formation of student groups for such purposes as building social 
relationships, developing interests in an academic area, and gaining an understanding of the 
elements of responsibility of good citizenship. The Board approves the formulation of school clubs 
and organizations. The Board also established the criteria for which all student activities programs 
must meet and guidelines that govern the student activity programs. 

EXTRACLASSROOM ACTIVITY FUND OVERVIEW 

Extraclassroom activity clubs are established to provide students learning experiences related to 
the business procedures needed to safeguard the collection, deposit, disbursement and reporting of 
moneys for various student activities. The extraclassroom activity fund is operated by and for the 
students. The New York State Education Department has published a pamphlet of guidelines 
detailing the proper procedures and policies governing the extraclassroom activity accounts and 
transactions entitled The Safeguarding, Accounting and Auditing of Extraclassroom Activity Funds 
- Finance Pamphlet 2, revised 2015. 

In addition to providing rules, principles and guidance on proper procedures, The Safeguarding, 
Accounting and Auditing of Extraclassroom Activity Funds pamphlet provides examples of various 
accounting records/forms that should be used in connection with the receipt and disbursement of 
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funds in the extraclassroom activity accounts. Also included in the pamphlet is a sales tax guide 
that lists numerous items that are subject to the collection or payment of New York State sales tax. 

There are certain principles and procedures that should be followed in establishing an adequate 
accounting system for extraclassroom activity funds. The following basic principles and 
procedures are essential to the proper management of such funds: 

• Two separate and independent sets of records of receipts and disbursements shall be 
maintained, one by the Central Treasurer and one by the faculty advisor/student activity 
treasurer. 

• The authority to expend moneys shall be distinct and separate from the custody of these 
moneys. 

• At least two individuals shall take part in each act of disbursing money; at a minimum, the 
student activity treasurer and Central Treasurer. 

• The custodian of funds and the accounting officer or auditor shall both report to the Board 
of Education (the "Board") or its designated representative regularly and independently. 

• All accounts shall be audited at least annually. 
• Procedures shall be established which will insure a prompt and careful examination and 

check of each receipt and each payment. 
• The accounting system shall be such that it will yield the largest possible educational return 

to students without sacrificing the safety of funds or exposing students to undue 
responsibility or unnecessary routine. 

The Board appointed the Central Treasurer for Extraclassroom Activity Account. The Board also 
appointed two Chief Faculty Counselors (Principals) and two Faculty Auditors (Assistant 
Principals) within the District to assist in the oversight of the extraclassroom activities. According 
to the Board Policy, building principals are responsible for developing internal procedures for 
monitoring, supervising, and evaluating all approved extracurricular activities under their 
jurisdiction. Building principals are also responsible for insuring that all co-curricular activities 
are properly supervised and a log is maintained of dates of meetings, and number of students at 
each meeting. The custodian of funds and the accounting officer or auditor are required to report 
to the Board regularly and independently at intervals. 

The Superintendent of the Schools, with the aid of students, faculty and administration, is charged 
with developing procedures for registering and regulating student groups or clubs. The students 
shall vote on extraclassroom activity student positions including, but not limited to, activity 
President, Secretary, and Treasurer. 

Each club shall complete a Charter Application for Student Activity Account at the beginning of 
each school year and obtain Board approval to open or continue student activity account activity. 
Each charter form should be completed noting the name of the club, date, name of student officers, 
dues to be collected, number of times a month and location the club intends to meet, aims, and 
purpose of the club. The names and signatures of the faculty advisors, officers, principal/designee 
also must be included on the application. The Charter Application for Student Aclivity Account are 
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forwarded to the Board for approval. The approval of the Charier Application for Student Activity 
Account is documented in the minutes of the Board meetings. 

The District has a policy in place relating to closing out an inactive extraclassroom activity 
account. An inactive club is defined as having no financial activity for two full school years. If an 
inactive club is identified, the Central Treasurer is directed to liquidate the leftover funds of this 
club in accordance with the following. Leftover funds of inactive or discontinued extraclassroom 
activities and of graduating classes shall automatically revert to the account of the general student 
organization or student council. 

Based on total dollar transactions during the 2016/2017 school year, we selected to interview club 
faculty advisors, the Central Treasurer, Chief Faculty Counselors, and Faculty Auditors to obtain 
an understanding of the procedures and processes relating to extraclassroom activity cash receipts 
and cash disbursements. Based upon our interviews and observations, we noted the procedures for 
the extraclassroom activity funds in the High School and Middle School to be as follows for the 
selected activities. 

HIGH SCHOOL EXTRACLASSROOM CLUBS 

CLASS OF 2018 

The Class of 2018 club was created to serve as an organization for the grade level to raise funds 
through various activities in order to pay for homecoming expenses, senior prom and graduation 
caps and gowns. Admission is open to all students within the graduating class. All funds raised 
move with the class as they progress from ninth through twelfth grade. The club has a ten-member 
student elected council, with a student President, Vice President, Secretary and Treasurer. The six 
members who are not on the Board serve as the representation for the whole class and assist the 
Board with prom and homecoming preparation. Students who wish to run for an elected position 
must submit an essay detailing their mission statement and goals for the year, which is displayed 
in a showcase for all students to view prior to the election. 

The main source of funding for the Class of 2018 is sales of senior logo-wear (t-shirts, sweatshirts, 
and other various apparel). Sales of the logo-wear are done online through a separate vendor, and 
the Class of 2018 receives a percentage of all sales made. Orders are to be placed within a two
week time period during October and all goods are subsequently delivered to the school by the 
vendor, where they are distributed to the correct individuals. A spreadsheet is maintained by the 
faculty advisor to ensure that all ordered items are accounted for and distributed to the correct 
individual. The money raised is pooled together for the entire Class of 2018 and will lower or 
raise the price of tickets to prom accordingly. For the senior prom, students are responsible for 
covering various costs including centerpieces, the DJ, security, the venue, tips to vendors, and 
dinner for teachers at the prom as payment for chaperoning the event. 

For homecoming, students are responsible for providing sashes, crowns, flowers and banners for 
the day's events. To cover these costs, students are responsible for raising funds by selling snacks 
at the homecoming game. This is not a normal occurrence but was done in the current year since 
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the athletic field was under construction. Food is purchased from an outside store and is then sold 
at a higher price in order to make a profit on the sales. 

Receipts and disbursements for student graduation caps and gowns is done through the Class of 
2018 account. An outside company meets with students at the school and obtains their required 
measurements for the cap and gown. The students complete an order form and write the check to 
the activity account. A spreadsheet is maintained by the faculty advisor to keep track of the orders 
placed and checks received. Caps and gowns are delivered to the school and students are 
responsible for picking up their orders. 

At the end of the year all funds remaining in the account are rolled over to the next years graduating 
class. For any activity generating receipts from students, the faculty advisor collects the moneys 
and secures it in the safe in the main office until the end of the day. At the end of the day, the 
money is counted and tallied by the student treasurer and faculty advisor. The faculty advisor 
makes copies of all the checks, completes a Deposit Form and notifies the Central Treasurer of the 
deposit. After the Central Treasurer re-counts the deposit and completes a triplicate deposit slip, a 
white prenumbered receipt is given to the faculty advisor. 

Once an order is placed for services from vendors, the faculty advisor receives an invoice 
requesting payment. The faculty advisor photocopies the invoice and completes a Withdrawal 
Form, which is signed by the student treasurer. The Withdrawal Form is then given to the Central 
Treasurer for payment. She notifies the faculty advisor when the check is ready to be picked up. 

For every fundraiser the faculty advisor prepares a Student Activity Profit/Loss Report. Also, the 
faculty advisor receives monthly statements from the Central Treasurer and compares them to the 
club's records to confirm that both records are in agreement. 

ORCHESTRA CLUB 

The Orchestra Club is open to students from ninth through twelfth grade who play string 
instruments. Student officers are voted on by the students at the last meeting of the school year. 
The elected positions include a President, Vice President, Secretary, and Treasurer and are open 
to only twelfth grade students. When running for a position they must deliver a speech to the entire 
club. The orchestra meets every day since it is part of their class schedule, and officers will meet 
for quick, impromptu meetings. 

There are several fundraising events that the club participates in each year, which are primarily 
used to pay for funds for transportation for the Philhannonic trip, bagel parties throughout the year 
and various pizza parties. The first fundraiser is a cookie dough event. Students receive packets 
and have the option to sell the products online or using an order form which is given to the faculty 
advisor once complete. Students have one month to sell cookies and give their order forms to the 
faculty advisor. Students receive 40% of the sales made for the club. Payments accepted are cash 
and checks which are written on the deposit form. The student treasurer and faculty advisor count 
the cash and checks received. Money is kept in a locked drawer before it is brought to the central 
office. The Central Treasurer provides a receipt for the deposit. 
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The second fundraising event is a bowling fundraiser. The event is open to any student within the 
club. The faculty advisor collects the money from students, deposits the funds into the 
extraclassroom activity account and the Central Treasurer writes a check to the bowling alley. 
Students are charged a higher price in order to profit from the fundraiser. 

There are also several trips that the students from the club attend during the year. Students go to 
New York City for a Philharmonic Concert. Transportation is paid for by the District within a 
budget, however if the cost is over budget, the club pays the difference. Students pay for their 
own tickets for the concert and lunch as well. 

The Orchestra Club participates in three concerts throughout the year for parents, no tickets are 
sold for these events. They also perform at the Board meetings, and National Honor Society 
induction. 

For every fundraiser the faculty advisor prepares a Student Activity Profit/Loss Report. Also, the 
faculty advisor receives monthly statements from the Central Treasurer and compares them to the 
club's records to confirm that both records are in agreement. 

ROBOTICS CLUB 

The Robotics Club is open to students from ninth grade through twelfth grade. There are four 
student-elected positions, President, Vice President, Treasurer and Secretary/Public Relations 
which are selected at the end of the school year for the subsequent year. Generally, a twelfth 
grader is President of the club. From September to December the club meets every Thursday and 
Friday after school. In January, the club learns about the parameters of their assignment for 
competition. They then have six weeks to work on the assignment. During this time the club 
meets every day, including Saturday, to meet their deadline for competition. 

The club receives an annual grant from Northrop Grumman Corporation. The club completes 
paperwork and Northrop Grumman Corporation awards them money for the year. Also, the club 
participates in a fundraiser at Chili's. When people attend the restaurant at a specific time, the 
club receives a percentage of the sales. The students advertise the event with flyers throughout 
the school. Chili's sends the club a check in the mail a few months after the event takes place. 
The Board approves the receipt of this check. Once the Board approves, the faculty advisor 
completes the Deposit Form with the student treasurer. The Central Treasurer holds the check in 
the safe until the Board accepts the donation. 

The club partakes in a minimum of two competition trips per year. A third trip is possible if the 
club qualifies for a third competition. Students are responsible for paying for buses, hotels, and 
meals of the trips. The faculty advisor obtains a quote for the buses and hotels. All chaperones 
are paid for by the District, which includes their hotels and meals. 

The faculty advisor receives monthly statements from the Central Treasurer and compares to the 
club's records to confirm that both records are in agreement. 

R.S. Abrams & Co. LLP - Accountants & Consultants for Over 75 years Page 5 



Plainedge Union Free School District 
Internal Audit Report on Extraclassroom Activity Fund 

CHORUS CLUB 

In the High School there are three choirs: concert choir (made up of juniors and seniors), mixed 
choir (made up of freshmen and sophomores), and ajazz choir which students must audition for. 
Any student who participates in any of these choirs, can become members of the Chorus Club. 
Student from all grades can apply to become an officer of the club. The positions include 
President, Vice President, Treasurer, Secretary, and section managers (eight are elected). At the 
end of the school year students who are interested in running for a position must complete an 
application, prepare an essay, and give a short speech to the class. The chorus partakes in two 
concerts each school year, which are free for all attendees. In previous years the club has received 
donations from parents and/or past members of the club. These donations are all subject to Board 
approval. 

The members of the Chorus Club participate in two fundraisers for the year in efforts to raise funds 
to attend the end of the year trip. Proceeds from the fundraisers go toward each individual student's 
final cost of the trip. The trip taken is approved by the Board. Typically, the trip is to a different 
location each year and is usually for three nights, in which airfare may be necessary. Students are 
responsible for covering their own costs for hotels, transportation, meals and admissions. If 
students are interested in attending the trip, they fill out a permission slip and submit a deposit. 
The remaining balance due per student depends on the amounts they were able to fundraise during 
the year. The faculty advisor stores all deposits in the main office safe before bringing them to 
central office. 

The fundraising activities that take place during the year are sales of cookie dough, and an 
Entertainment Book sale. For the cookie dough fundraiser, students have a month to sell the 
products and receive a packet of products available for sale. The students receive payments for 
the books in cash or by check which are given to the faculty advisor once sales are completed. The 
faculty advisor puts the money in the safe in the main office until the selling period is over. Once 
the money is collected, the faculty advisor meets with the student leaders to recount and fill out 
the Deposit Form. Each check is stamped with a "Choir" stamp to ensure that the Chorus receives 
35% from the cookie dough proceeds. All cookie dough is shipped directly to the purchasers 
unless there is a specific request for delivery to the school where students can pick them up. If 
orders are shipped to the school, they are sorted by student order and can be picked up by students 
at the end of the school day. The cookie dough company sends a bill to the club. 

For the Entertainment Book sale fundraiser, students have a two to three-week period where sales 
are made. The faculty advisor gives all interested students one book to sell. If they do not make 
any sales, they return the book, if they sell more than one the faculty advisor will order them 
additional books to sell. The outside company drops off the books at the school and will bill the 
club after the fundraiser has taken place. Once an invoice has been received the faculty advisor 
goes over it with the student treasurer and they fill out a Withdrawal Form. The faculty advisor 
brings the form to the Central Treasurer and mails the check to the entertainment company once it 
has been written. 
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For every fundraiser the faculty advisor prepares a Student Activity Profit/Loss Report. Also, the 
faculty advisor receives monthly statements from the Central Treasurer and compares to the club's 
records to confirm that both records are in agreement. 

MIDDLE SCHOOL EXTRACLASSROOM CLUBS 

DRAMA CLUB 

The Middle School Drama Club is open to all students from the sixth to eighth grade. Students 
are required to try out for the club during the fall and can be members of the cast or crew. Students 
elect officials, which include a President, Vice President, Treasurer, and Secretary at the end of 
each school year. 

Each year the Drama Club participates in one production which takes place during the spring. 
There are three performances of the production, which take place on a Friday night, Saturday 
during the day, and Saturday night. The performances are open to the community and are 
advertised throughout the school. There is a two-week opportunity for students and others to 
purchase tickets for the performances. The club utilizes an online site where tickets are purchased 
prior to the event. Tickets are sold for $10, and the online seller takes a percentage of sales made. 
The online site provides the faculty advisor with a breakdown of the ticket sales, how much money 
was made, and the percentage of funds taken out which the faculty advisor uses to keep track of 
the sales that are made. Tickets are also sold at the door the night of the performances in a ticket 
booth at the school. On the nights of the performances, there is one person selling tickets, either a 
teacher or parent volunteer. There is a lock box for the funds collected. After sales are made, the 
money is counted by the individual who collected the funds, and it is stored in the safe in the main 
office of the school. On the Monday following the performances, the money collected is recounted 
by the faculty advisor and brought to central office with a Deposit Form. The student treasurer is 
not involved in the recounting of funds. 

In the weeks before the production, the assistant faculty advisor organizes the selling of DVDs of 
the performance and t-shirts to the students. The assistant faculty advisor maintains a checklist 
with each order and size and who is purchasing the items to keep track of the orders. Money is 
collected by the faculty advisor and the student treasurer is notified what has been done so they 
can sign the Deposit Form. The student treasurer is not involved in the counting of funds collected 
from the sales of DVDs and t-shirts. Funds are brought to central office approximately every other 
week. The money is kept in the safe in the main office and the faculty advisor's office in a locked 
cabinet. 

On the night of the club's performances, parents put together raffle baskets to raise funds for the 
club. All expenses for the baskets are paid for by the parents, and all money raised is donated to 
the club. 

Club expenses consist primarily of lighting equipment, supplies to build the sets, costumes, make
up, and props related to the spring production. Expenses vary year to year based on the production 
and all expenses are paid for by the club. The faculty advisor is responsible for ordering all 
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supplies needed for the production. All receipts and invoices are totaled and reviewed by the 
student treasurer before they are brought to the central treasurer with a signed Withdrawal Form. 

The students also partake in Plainedge Pride Day and perform a section from the play. No 
donations or funds are generated from this event. 

The faculty advisor receives monthly statements from the Central Treasurer and compares them to 
the club's records to confirm that both are in agreement. 

ORCHESTRA CLUB 

The Orchestra Club consists of students in sixth through eighth grade, who played a string 
instrument in elementary school. Each year there are three concerts per grade level, one in winter, 
spring and summer. These concerts are free for parents to attend. There is also a Chamber 
Orchestra for selected members. For the Orchestra Club there are four student-elected positions: 
President, Vice President, Treasurer, and Secretary. If any students are interested in running for a 
position they inform the faculty advisor and write a speech that is given at the first meeting of the 
year. Orchestra meets once per week for rehearsal and perform at various special events during the 
school year, including the Junior Honor Society induction, International Night, Moving Up 
Ceremony and the String Festival Concert. Students in the Orchestra Club attend two trips per 
year. The first to the New York Philharmonic, where students pay for the cost of the trip. The 
second trip is to a competition at Six Flags and is only open for eighth graders to attend. The 
students cover the cost of their ticket. There are no fundraising events to cover the costs of either 
of these trips. 

For the field trips the process for collecting money is as follows. A cover sheet and permission 
slip are provided to the students with details of the trip, and the cost. The student returns the 
permission slip to the faculty advisor with payment. The payment is locked in the advisor's desk. 
The faculty advisor totals the checks received and the treasurer recounts for accuracy. They both 
fill out and sign the Deposit Form, and the faculty advisor brings the deposit to the Central 
Treasurer at central office. Once an invoice or bill is received the faculty advisor and treasurer fill 
out the Withdrawal Form. When a check is received from the Central Treasurer, the faculty 
advisor mails the check to the vendor on the same day. 

BALLROOM DANCE CLUB 

The Ballroom Dance Club consists of students from sixth to eighth. The club meets once per 
week, where students can perform and practice various types of dance routines. There are no 
fundraisers or dues to become members in the club. A President, Vice President and Treasurer are 
elected by the club members after submitting an essay for the position. Generally, the President 
and Treasurer are eighth grade students. 

Two trips are organized for Chorus students through the Ballroom Dance Club. First, a trip to a 
musical on Broadway is available for eighth grade chorus students to participate in. The cost of 
the trip includes the show ticket, transportation, workshops, and dinner. All students must pay by 
check, as no cash is accepted. Second, the chorus attends a trip to Six Flags. The chorus performs 
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in the park for other visitors. For both trips the faculty advisor keeps a list of the students who are 
attending the trip and keeps track of the payments made. For all checks received the faculty advisor 
puts them in the safe in the main office of the Middle School. The treasurer counts the checks 
received with the faculty advisor, completes the Deposit Form, and makes copies of all the checks. 
The faculty advisor brings the checks and forms to the Central Treasurer and receives a white 
prenumbered receipt. 

CENTRAL TREASURER - HIGH SCHOOL AND MIDDLE SCHOOL 

Cash Receipt Process 
The same individual is the Central Treasurer for the High School and Middle School. The policies 
and procedures utilized for each school are the same. The Central Treasurer implemented a new 
policy during the current year that for each fundraising event, the faculty advisor must complete 
the Fundraising Activity Request Form. This form requires the club to state the purpose of the 
fundraiser, ensures proper authorization from the Principal and requires signatures from the club's 
treasurer and faculty advisor. After the fundraising event, money is secured in the safe. There 
are two safes maintained by the District, one each in the main office of the High School and Middle 
School. The money should be stored in the respective school's safe. The Central Treasurer is 
provided with the Deposit Form signed by the faculty advisor and student treasurer. The 
information on the deposit form includes the club name, amount of deposit, source of funds and 
notes the amount of bills, coins or checks collected. The Central Treasurer re-counts the money in 
the presence of the faculty advisor and prepares a triplicate deposit slip and a District employee, 
who is bonded, takes the deposits to the bank. Deposits have a pink copy attached, the white copy 
goes to the faculty advisor and the yellow copy is maintained in the receipt booklet controlled by 
the Central Treasurer. Copies are made and filed in the club's respective folder that is maintained 
in central office. The Central Treasurer records the Treasurer's Receipt in Wincap once the deposit 
is made into the bank. After the amounts are recorded in Wincap, copies of the Deposit Form and 
Treasurers Receipt are filed in the club's folder. The Central Treasurer maintains a separate folder 
for every club in central office. A copy of the Treasurer 's Receipt is sent to faculty advisors for 
them to review. The Central Treasurer prepares bank reconciliations on a monthly basis, and 
quarterly bank reconciliations are reported to the Board. The Central Treasurer prints out general 
ledgers for each club and gives it to the faculty advisor to review for any discrepancies. Faculty 
Auditors at the Middle School and High School are given the general ledgers as well, which are 
reviewed on a rotating basis. 

Cash Disbursement Process 
Faculty advisors receive invoices or receipts with requests for payment or reimbursement from the 
activities that the club participates in. The faculty advisor and student treasurer complete and sign 
the Withdrawal Form. The Central Treasurer reviews the invoices and if approved for payment 
the Central Treasurer prepares the check. The Central Treasurer provides the faculty advisor with 
the check and a copy of the check, with all the supporting documentation that was originally 
provided. Additional copies of supporting documentation are made for filing purposes. An email 
is sent by the Central Treasurer to the faculty advisor stating that their check has been written and 
is ready to be picked up. The Central Treasurer endorses each check. The faculty advisor mails 
the check to the vendor. 
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FACULTY AUDITORS 

The Board has designated two Faculty Auditors, an Assistant Principal in the Middle School and 
an Assistant Principal in the High School. The Faculty Auditors are responsible for reviewing all 
documentation submitted by the faculty advisors and for distributing monthly balance reports to 
each of the faculty advisors. The Faculty Auditors are responsible for reviewing club ledgers at 
least twice per year, on a rotating basis, in order to compare the balance on the Central Treasurer's 
report with the balance recorded by the student activity treasurer. If there are any discrepancies 
between the Central Treasurer's report and the student activity treasurer's balance, they are 
required to investigate the cause of the error. They are also required to examine and certify 
paperwork to determine that the correct procedures are being followed. The Faculty Auditors 
serve as oversight to the extraclassroom clubs to ensure that documentation and reporting is done 
accurately and on a timely basis. At the end of the school year, the Faculty Auditors are responsible 
for assembling monthly reports listing the financial condition of each activity for the school year 
to report to the Chief Faculty Counselors and the Board. 

CHIEF FACULTY COUNSELORS 

Two Chief Faculty Counselors have been appointed by the Board. These two individuals are the 
Principals at the Middle School and High School. The main duties of the Chief Faculty Counselors 
are to consult with faculty advisors regarding their clubs, appoint faculty advisors for clubs in each 
respective building, and to coordinate the financial planning of student run organizations. They 
are responsible for investigating any disputes concerning the student run organizations and 
implementing any corrective action plans developed as part of the audit of activities. 
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FINDINGS AND RECOMMENDATIONS 

Based on our interviews, observations and detailed testing, we are providing our findings and 
recommendations to further strengthen the District's internal controls as they pertain to the 
extraclassroom activity fund. 

It should be noted that these recommendations are provided to the District to assist management 
in improving the District's controls relating to the extraclassroom activity fund. It is important to 
note that our observations and recommendations are directed toward improvement of the system 
of internal controls and should not be considered a criticism of, or reflection on, any employee of 
the District. 

••• 
Policies and Procedures 

Procedure Performed: We reviewed the District policies and procedures to determine whether the 
District is in compliance with Finance Pamphlet No. 2, The Safeguarding, Accounting, and 
Auditing of Extraclassroom Activity Funds. 

Findings: We noted that the following when reviewing the District' s policies and procedures: 

• Fundraiser Approval Forms were not utilized in the 2017/2018 year for all fundraising 
activities. It was also not required for faculty advisors to obtain approval for all activities. 
Per our discussion with several faculty advisors, if a fundraiser has been done many years 
in a row, approval is not required. However, proper approval will be a requirement in the 
commg years. 

• We noted in the beginning of the school year, faculty auditors were co-signing checks 
written to vendors for each club. This was corrected during the year as they were 
responsible for the oversight of the extraclassroom activity and should not have had 
authorization to sign checks. 

• During our interview process with selected faculty advisors we noted the following: 
o The High School Orchestra Club faculty advisor locks the money received in a 

drawer instead of bringing receipts to the main office safe for safekeeping 
o The Middle School Orchestra Club faculty advisor locks the money received in a 

drawer instead of bringing receipts to the main office safe for safekeeping. 
o The Ballroom Dance Club consists of students from sixth through eighth grade that 

meet once per week to perform and practice various types of dance routines. The 
faculty advisor for the club is also the teacher for chorus classes at the Middle 
School. The two trips that are run through the Ballroom Dance Club are only 
available for chorus students to participate in. Receipts and disbursements relating 
to these chorus-based trips are flowed through the Ballroom Dance Club. 
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o For funds collected by the Middle School Drama Club, the student treasurer is not 
involved in the recounting of money received. Also, money collected is kept in the 
safe in the main office as well as the faculty advisor's locked office cabinet. 

Recommendations: We recommend the District review the items noted above and implement 
procedures to improve the accounting, internal controls and procedures within the extraclassroom 
activity fund. We also recommend the District provide additional training to the extraclassroom 
treasurers and advisors on the guidelines outlined in The Safeguarding, Accounting and Auditing 
of Extrac/assroom Activity Funds - Finance Pamphlet 2 . 

••• 
High School Cash Receipts 

Procedure Performed: We selected a sample of extraclassroom cash receipts for proper support, 
authorization and student involvement by tracing to receipts, properly completed and approved 
deposit tickets and other supporting documentation. 

Findings: No exceptions were noted as a result of applying these procedures . 

••• 
High School Cash Disbursements 

Procedure Performed: We selected a sample of extraclassroom cash disbursements for proper 
support, authorization and student involvement by tracing to receipts and/or invoices and properly 
completed and approved payment orders and other supporting documentation. 

Findings: We noted one out of twenty-one disbursements tested did not pay sales tax. 

Recommendations: We recommend the clubs pay sales tax when purchasing taxable items . 

••• 
Middle School Cash Receipts 

Procedure Performed: We selected a sample of extraclassroom cash receipts for proper support, 
authorization and student involvement by tracing to receipts, properly completed and approved 
deposit tickets and other supporting documentation. 

Findings: No exceptions were noted as a result of applying these procedures . 

••• 
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Middle School Cash Disbursements 

Procedure Performed: We selected a sample of extraclassroom cash disbursements for proper 
support, authorization and student involvement by tracing to receipts and/or invoices and properly 
completed and approved payment orders and other supporting documentation. 

Findings: No exceptions were noted as a result of applying these procedures. 

CORRECTIVE ACTION PLAN 

The District is required to prepare a corrective action plan in response to any findings contained 
in the internal audit reports. As per Commissioner's Regulation §170.12, a corrective action plan, 
which has been approved by the Board, must be submitted to the State Education Department 
within 90 days of the receipt of a final internal audit report. 

The approved corrective action plan and a copy of the respective internal audit report should be 
sent to the following address: 

New York State Education Department 
Office of Audit Services, Room 524 EB 
89 Washington Avenue 
Albany, New York 12234 
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Appendix A PLAINEDGE PUBLIC SCHOOLS 

Charter Application for Student Activity Account 

0 ermrsaron Is respectfully requested to organize the student activity described herein: 

Name of Activity: 

Date of Application: 

School: 

Account Number: 

Alma and Purposes: 

Dues to be Collected: -----------------------------

Other Fees or Income=-----------------------------

Frequency of Meetings 
to be held: 

Special Comments: 
(I.e. speclal lnstructlona 
'f monay transfer If . 
• ub bec:omn Inactive): 

It Is fully understood that the operation of this student activity win be In accordance with the rules and 
regulations of the Board of Education, the Administration and our Student Government, and that we shall 
conslstantly strive to maintain the highest standards and good name of the school. 

Approved by: Signed by: 

Faculty Advisor Date President Date 

Principal or Dasfgnae Date Vice President Data 

Board of Education Approval Date Secretary Date 

Treasurer Data 



Appendix B 

l NAME: 

FUNDRAISER TYPE: 

DATEACTIVIT< HELD: 

RECEIPTS: 
(MONEY RAISED) 

p· ""'\URSEMENTS: 
(, .CHASES MADE) 

STUDENT ACTIVITI PROFIT/LOSS REPORT 
PLAINEDGE SCHOOL DISTRICT 

2017-2018 

DESCRIPTION OF SALE ITEM #SOLD PRICE 

' .. :· . ~ ' '-
... 

' ' • • ., I 

TOTAL RECEIPTS: 

DESCRIPTION OF ITEM PURCHASED CHECK# #OF ITEMS 

' . 

. 
TOTAL DISBURSEMENTS 

NET GAIN/LOSS: • 
(TOTAL RECEIPTS MINUS TOTAL DISBURSEMENTS) 

,. 

WE HEREBY C ERTIFY THAT THE INFORMATION FOR THE FOLLOWING FUNORAISER IS ACCURATE 

STuDENT TREASURER 

FACULT< ADVISOR. 

TOTAL 

PR.ICE 


