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Department/ School Name 

Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation} (Corrective Action} 

What is? What should be? What needs to be done? 

Monies collected was not Media Clerk needs to turn in 

turned into bookkeeper by the monies collected by next 

following day. All external business day 

collections should be turned 

into bookkeeper by following 

day 

Acceleration East 

Doug Loftus 

Greg Moody 

Responsible Person 

(Name & Title} 

Who needs to do it? 

Erica Irizarry/ Media 

Clerk II 

/"' 

/ ,?__..,,,--
(_/ 

Expected Outcome & Completion Date 

What is the evidence of the corrective action? 

When will the action be completed? 

(MM/YYYY} 

09/2020-Mr. Loftus has instructed Erica to turn in 

all monies collected immediately. 
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/\Ul)IT R[SPONSf- l\1ATl�IX I iSCAL PERIOD OR AUDIT l).D,T[: 2019-7020 

Department/ School Name 
Administrator/ Department Head 
Ciabinet Official / Area Superintendent 

Exception Noted 
· (Finding/ .recommendation)
What is? What s.h_ould be?

Monies collected from outside 
the m·ain office were not 
tu med in to bookkeeper by the 
following day. 

· Certification statement for in
house produced tickets -
Homecoming ·tickets

. .

Management ·Response 
(Corrective Action) 

What needs tobedone? 

. All monies must be turned in 
to the bookkeeper same day 
of collection. 

A certification statement 
must be completed and 
signed by everit sponsor as 
well as the principal 

. . 

Apopka High School 
� 

. i.yle Heinz l Principal .If/.'� 
•· · Dr. Border .

Responsible Person 
(Name & Title) 

Who needs to do it? 

Sue Cevallos I
bookkeeper 

Sue Cevallos / 
bookkeeper 

. . 

, -

10/07/2020 

. Expected Outcome & Completion Date 
What Is the evidence ofthe corrective action? 

When wiU the action �e completed? 
(MM./YYYYi 

AU monies must be turned iri by the end of the 
business day. 

Form must be fill out/sign and turned prior to the 
event. 

. . .  
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AUDIT RESPONSE MATRIX .FISCAL PERIOD OR AUDIT DATE: ����--------½----S 

Department L School Name 
Administrator/ Department Head 
Cabinet Official/ Area Sup_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The monies collected form did Auditor reminded K. Stephens 
not indicate the respective that the monies collected 
official receipt number. form does have to include the 

receipt number and referred 
her to an example. 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Karen Stephens 
secretary/bookkeeper 

l. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

09/2020 

l 
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II AU6iTRl:SPONSE MATRiX FISCAL PERIOD OR AUDIT DATE: 
--------------��------� 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Prior approval was not Upon being made aware of 
obtained by the District Office the error, the Bookkeeper 
for the Square 1 Art fundraiser reviewed Internal Account 
conducted online. Any·online procedures regarding the 
fund raiser must be approved approval process required for 
in writing by the District prior online fund raising to ensure 
to making any commitments. that this ·error will not occur 

again. 

Bay Lake Elementary School 
Myrlene Jackson-Kimble , l/ "· . /' V�· .•. I ,.fa .,,1 f{. :U,,;; 
Dr. James Larsen 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Suzanne Fagan 
Secretary/Bookkeeper 

r .J. C7 ' / I 

-

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
[::;:••'S

' .. 

The error was noted and Internal Account 
· procedures reviewed immediately after audit to
ensure correct procedures are used in the future.

� , 

F 

(')gJ;) {,, ;,;,_,..,
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The balance of the Internal Spend money in the funds 
Funds appears excessive as of that benefit every student. 
June 30, 2020 relative to the 
school's activity for the year. 

Bay Meadows Elementary 
Ge Rai Mays ,UJJJ z.i2k. ,) ) 
Dr. James Larso,,,,.....- /_ / 

Responsible Person Expected Outcome & Completion Date 
(Name & Title) What is the evidence of the corrective action? 

Who needs to do it? When will the action be completed? 
lMrviivvvvi 

Christina Haughwout No later than 06/30/2020 
Secretary/Bookkeeper 

. 
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il1 . AUDIT RESPONSE MAfRtX . .. FISCAL PERlOO 0R AUDJT DATE: -_, . ·. --,-,--�---,----

Department/ School Name 
Administrator/ Department Head 
Cabinet Offlcial / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation} (Cor�ive Action) 
What is? What should be? What need� to be done? 

Monies collected from Speak with the teacher about 

outside the main office-were the delay in  turning the funds, 

not turned In to the school no matter how much money. 

bookkeeper by the following Will remind everyone thatthe 

day for the following monies must be turned in on 

collections. All external the following day, regardless 

collections should be turned of the amount. 

ln to the bookkeeper by the 
following day, regardless.of 
amount. 

Boone High School 
Dusty-Johns ---.fi --
Dr. Harold Border ,pr

��
11/19/2020 

Responsible Person 
(,.ame & Title) 

Who. needs to do it? 

Linda Knapp 
Internal Bookkeeper 
Nicole Moitoza 
Teacher 
.Dr. Cubero 
Teacher-moved to 
Texas 

Expected outcor:ne & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
··---: ... �� .. �

.. ... 

10/2020 

1 
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Dep_artment / School Name 
Administrator/ DeiJ_artment Head 
Cabinet Official / Area Sup_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What sho�ld be? What needs to be done? 

Balance in Internal Accts. Purchase items only if 
Appears excessive necessary. 

Improper use of expenditure Expenditures cannot be done 
used for reimbursement directly to Bookkeeper 

Deposit Summary for School Deposit Summary needs to be 
Pay payments from Extended checked along with deposits 
Day could not be found on Bookkeepers SFO listing 

Camelot Elementary 
Melissa K. Gordon 
Leig_h Ann Bradshaw 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Bookkeeper, Diana 
Ramos and 
Principal, Melissa 
Gordon 

Diana Ramos, 
Bookkeeper 

Diana Ramos, 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
.. •=•·· •""".'!il

" 

Due to COVID-19 it was suggested to only purchase 
the necessary items since we don't know what the 
year will encompass. 
06/2021 

Expenditures not allowed for reimbursement to 
Bookkeeper. 03/2021 
This has been corrected and procedures have been 
put into place to avoid this from occurring. 

All deposits to be checked against Extended Day 
deposit summaries. 03/2021 
Reviewed procedures with extended day 
coordinator. 

1 
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AUDIT RESPONSE M1\TRIX FISCAL PERIOD OR AUDIT DATE:__ _ ___ _ _. ___ _

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

A ticket sales report and ticket Inform each individual of the 
inventory report were not correct procedure to follow 
completed for the "We Are when coordinating an event 
Monsters Show". A ticket with an admission fee. 
sales report & ticket inventory 
report has to be completed for 
each admission event & signed 
by ticket. manager & 
bookkeeper. All tickets must 
be accounted for on a ticket 
inventory report. 

Castleview Elementary 
Dr. Julie Helton , . 

ft:iQ.ll . 

& 

Dr. James Larsen/ .,, I • 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Jessica Moehle & Kelli 
Pierre-Louis 
Drama Club 
Coordinators, & 
Patrice Upshaw-
Bookkeeper/Secretary 

� � 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
1{MM/VYVYj 

9/04/2020 

1 
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. AlJDITRESPbNSE MATRIX FISCAL PERIOD OR AUDIT DATE: 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Balance of Internal funds Utilize funds for current 
excessive. student body. 

Check was completed after Request approval by Principal 
goods or services were prior to purchase. 
purchased. 

Monies Collected Form did not Subsidiary receipt numbers 
include respective subsidiary will be included on all Monies 
receipt numbers. Collected Forms. 

Improper expenditure made General accountto be used 
from Genera I Account for entire student body not 

just a select number/grade 

Chain of Lakes Middle School I 
Cheron Anderson I •-, ., I.

Dr. Larsen / ----
, . 

J 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Dept Heads 
Principal 

Staff Member 
making purchase 
Bookkeeper . 

Staff Member 
collecting money 
Bookkeeper 

Bookkeeper 

.,..-;:;::,--_..... � 

Expected Outcome & Completion Date 
What is the evidence ofthe corrective action? 

When will the action be completed? 
;(MM/YYVY} 

To be completed by year end 2021 

Immediately 

Immediately 

Immediately 

1 
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IS. AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: SEPTEMBER 15, 2020 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area SuJJerintenjlent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Use tax on the cost of items Receipts will be looked over 
held for resale was not carefully in the future. 
calculated and remitted to 
Dept. Of Revenue for Book 
Fair. Use tax is computed on 
the cost of untaxed items for 
resale and should be remitted 
to the Florida Department of 
Revenue. 

. 

James Larsen 

Responsible Person 
(Name & Title) 

Who needs to do It? 

Secretaiy/Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(09/2020) 

Action completed .. In the future will look over all 
receipts carefully to make sure the proper taxes 
are paid. 

1 
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Department I School Name 
Administrator / Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Cash Receipts -Assignment & Missing receipt book needs t.o 
accountability records not be collected and report 
completed. Any missing completed for any missing 
receipts need to be noted with receipts. 
principal's signature. 

cash Disbursements -check Refund check cut for 
not supported by a purchase cancelled field trip should 
order. have had a completed PO 

attached. 

Bookkeeping/Citrus Elementary 
Robert Walker 

Jennifer cupid-McCoy 

Responsible Person 
(Name & Title} 

Who needs to do it? 

Debbie Puchan, 
Secretary/Bookkeeper 

Debbie Puchan, 
Secretary/Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

The missing receipt book was collected 8/14/2020. 
Accountability records completed, no receipts 
were missing. Procedure put in place for 2020-
2021 school year. The principal will be informed if 
a staff member does not return a receipt book. 

A purchase order was completed for the refund 
check. Completed 8/14/2020. Purchase orderfog 
for all cash disbursements has been established for 
2020-2021 school year. The principal will be 
informed if a staff member submits invoices for 
payment without prior approval. 

1 
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Department / School Name 
Administrator / Department Head 
Cabinet Official/ Area Superintendent 

Mat:1agement 
Response 

Acknowledgement/ 
Agreement of 

Audit Result / Recommendation Condition 

Date on a sub-receipt was Internal funds records 
subsequently altered to match the should remain intact 
date of the monies collected form. and not be altered in 

any fashion. 

Monies collected from outside the 
main office were not turned in to 
the school bookkeeper by the 
following day. 

COLONIAL HIGH SCHOOL I 
DR. HECTOR MAESTRE (1 I.I>-- J'v\Al'C::.--
DR. HAROLD BORDER • l

�� 11/6/2020 

Responsible Person 
(Name & Title} 

And Target Completion 
Date '(M'r@L� 

Sponsor/Teacher/Coach/ 
Bookkeeper-Heidi 
Santiago 
8/21/2020 

Sponsor/Teacher /Coach 
Bookkeeper- Heidi 
Santiago/Principal-Dr. 
Maestre 
8/21/2020 

Management's Action Plan 

Immediately - Informed during Pre-Planning 
day. Not to altered the dates in any receipts. 

Immediately- Informed during Pre-Planning 
day. It is a must to turn in any money collected 
the same day they receive it. 

1 
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Dee_artment / School Name 
Administrator/ Dee_artment Head 
Cabinet Official / Area Sue_erintendent 

Exception Noted 
(Finding/ recommendation) 
What is? What should be? 

A sales report was not 

completed for the 5th grade 

Boo Grams sales. 

Use tax on the cost of items 

held for resale was not 

calculated and remitted to the 

Department of Revenue for the 
5th grade Boo Grams 

Fundraiser. 

Management Response 
(Corrective Action) 

What needs to be done? 

A sales report is required for 

each sales activity conducted 

and must be signed by the 

principal. 

Use tax is computed on the 

cost of untaxed items for 

resale and should be remitted 
to the Florida Department of 

Revenue as required. 

Columbia ES 
Matthew Pritts 
Dr. LeiJh Ann Bradshaw 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Etleva Zeqo/gr 5 

Team Lead 

Mary Ann 

Mann/Bookkeeper 

Matthew 

Pritts/Principal 

Mary Ann 

Mann/Bookkeeper 

Matthew 
Pritts/Principal 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

f�l� ,�-- ¥_;•, , ., .,.�, 

This report will be turned in to Mr. Pritts for his 

signature September/2020. 

All sales tax not paid in advance will be determined, 

any remaining balance will be paid to Dept of 

Revenue.Dec./2020 

1 
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BR AUDIT RESPONSE MATRIX FISCAL PE_RIOD ORAUDIT DATE: ___ �---�--

Department/ School Name 
Administrator/ Department Head 
f_abinet Official/ Area Su_e_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

EXCESSIVE FUNDS IN INTERNAL SPEND ADDITIONAL FUNDS IN 
ACCOUNT ACCOUNTS 

, 

CONWAY MIDDLE 
SIDNEY MOSS 

WILLIAM BOHN 

Responsible Person 
(Name & Title) 

Who needs to do it? 

PRINCIPAL 
BOOKKEEPER 
STAFF 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
{!ldt<ll� 

ONGOING THROUGH 2021 SCHOOL YEAR 

1 
OCPS02741nt 



II 
. 

. 
. 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ (Corrective Actiiln) 

recommendation) 
What is? What should be? What needs to be done? 

The Balance of the internal Monies should be utilized 
Funds appears excessive as in the year of receipt to 
of June 30, 2020 relative to benefit the current student 
the school's activity for the body. 
year. 

A sales report was not A sales report is required 
accurately completed for for each sales activity 
the dance chocolate sales conducted, it must 
fundraiser. provide and accurate 

information and must be 
signed by the principal. 

The ticket inventory All tickets must be 
report for the athletic accounted for on a ticket 
tickets was not accurately inventory report and it 
completed. must provide accurate 

information. 

Corner Lake Middle School 
Paul E. Brownint 
Leith A. Bradshaw 

Responsible Person 
(Name & Title) 

Who needs to do it? 

The Bookkeeper, Principal 
and teacher need to ensure 
that money raised/ 
collected is spent within 
the school year it was 
raised/collected. 

Sponsoring teachers, 
along with the 
Bookkeeper and Principal 
must provide accurate 
information for the sales 
report prior to leaving for 
the summer break. 
Teacher/sponsor along 
with aookkeeper and 
Principal must prepare 
the beginning inventory 
portion of the report. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

During the ;2019/2020 School year, school was only 
, ,·,\ 

\; 

in sessiori'for 3 quarters of the year due to Covid 19 
and the closure of school. Therefore we were 
unable to celebrate students with the annual end 
of the year awards and banquets that would 
typically occur. This caused the inability to expend 
the funds that should have been had we not had 
the Covid 19 pandemic. During this 2020/2021 
School year Corner Lake will work on using excess 

. funds before future fundraisers are approved. 

In the 2020/2021 school year and in the future, the 
Bookkeeper will insure that all teachers dealing 
with fundraisers are accurately filling out the 
ending reports. And will double check accuracy. 

In the 2020/2021 school year and in the future, the 
Bookkeeper will insure that all teachers dealing 
with ticket sales are accurately filling out the 
ending reports. 

1 
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. AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDrfDATE: --'--'---'----'--'---,--,-'--,.---' 

Department / School Name
Administrator/ Department Head
cabinet Official / Area Superintendent

Exception Noted Management Response
(Finding/ recommendation) (Corrective Action)
What is? What should be? What needs to be done?

Several deposit slips were not Deposit slips has to be dated 

dated. Deposit slips should be every time a deposit is made: 

dated by the bookkeeper to 

provide an accurate audit 

trail. 

A ticket sales report for the I spoke with the ticket 

football game versus manager to let her know that 

Edgewater was not signed by she has to sign all ticket 

the ticket manager. A ticket reports. I will also have the 

sales report, indicating the Bookkeeper double check for 

color and numerical sequence signatures on all reports. 

of tickets sold and the official 

receipt number, must be 

completed for each.admission 

event and be signed by the 

ticket manager and the 

bookkeeper. 

Dr. Phillips High School
Dr. Suzanne Knight
Dr. Harold Border

��

Responsible Person
(Name & Title)

Who needs to do it?

Bea Persaud, 

Bookkeeper 

Bea Persaud, 

Bookkeeper 

Expected Outcome & Completion Date
What Is the evidence of the corrective action?

When will the action be completed?
;;r1(tM.l1iWt:.��•'"-�t.•!�·11 

--:"'1"=,.;., j,i:�JiJ.!J;ll 

I will double check to make sure I write the date on 

the deposit slip. 10/2020 

I will check to make sure all reports are signed. 

10/2020 

1 
OCPS02741nt 



&1 
Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management l!esponse 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

1. Requisition and The principal should date the 
purchase order forms form to provide evidence of 
were not dated by the when the requisition and 
principal. purchase order form was 

approved. 

Eagle Creek Elementary 
Mr. Rob Mccloe/ Jll/J P # /
Mr. William Bohn• ,.,, - - --

Responsible Person 
(Name & rrtle) 

Who needs to do it? 

The principal needs 
to date each 
requisition and 
purchase order 
form. 

. ., / ., 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
mtt""'""''"'"· 

In the 20/21 school year ... the principal will date 
each requisition and purchase order forms. 

1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent

Exception Noted 
(Finding/ recommendation)
What is? What should be?

Delayed deposit to the
Bookkeeper 
Monies collected were not
turned into the school 
bookkeeper by the following
day. 
Quotes Not Obtained 
Quotes were not obtained for
an expenditure. 

General Procedures 
Independent Contractor
Agreements were not 
completed for consulting
services. 
cash Receipts 
Bank deposit was not 
deposited timely in the drop
safe. 

Management Response
(Corrective Action) 

What needs to be done?

Conduct a mid-year IA 

training class for all 
teachers/sponsors to explain
proper IA protocols.

Conduct a mid-year IA 

training class for all 
teachers/sponsors to explain
proper IA protocols.

Departments that utilize IC's
have been notified that ICA 
are to be completed and on
file every year. 

Bank deposits will be 
deposited in the drop safe the
day they are received. 

East River High School ,/ � 
Nicolle Campbell � �v ""'
Dr. Harold Border

��
11/19/2020 

Responsible Person
(Name & Title) 

Who needs to do it?

Lisa Wilcox, 
Bookkeeper 
Nicolle Campbell,
Principal 

Lisa Wilcox, 
Bookkeeper 
Nicolle Campbell,
Principal 

Lisa Wilcox, 
Bookkeeper 
Nicolle campbell,
Principal 

Lisa Wilcox, 
Bookkeeper 
Nicolle Campbell,
Principal 

Expected Outcome & Completion Date 
What is the evidence of the corrective action?

When will the action be completed?
(MM/YYYY)

Correction of finding should occur by Fiscal Year
End (06/2021). Training conducted during Pre-
Planning 8/2020. Staff not in compliance after 
training will be held accountable through proper
next steps. 

Correction of finding should occur by Fiscal Year
End (06/2021). Training conducted during Pre-
Planning 8/2020. Staff not in compliance after 
training will be held accountable through proper
next steps. 
Correction of finding should occur by Year End 
(06/2021). This was discovered and Staff members 
brought to Professional Standards. The process has
been explained to all Staff.

Correction of finding should occur by Fiscal Year
End {06/2021).

1
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AUDIT RESPONSE MATRIX FISG\L PERIOD OR AUDIT DATE: 

Department/ School Name 

Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
{Finding/ recommendation) (Corrective Action) 

What Is? What should be? What needs to be done? 

Comments repeated from prior 1- Physical Education Staff

report: need to complete an 
1- A year-end inventory was Inventory report and a Rental 

not completed for the physical Report. 
education locks. An inventory
should be conducted for all
locks and resale merchandise

on-hand at the end of the year.

2- Monies collected from 2- All money should turn into

outside the main office were Bookkeeper by the end of the
not turned in to the school business day
bookkeeper by the following

day for the following
collections. All external

collections should be turned in

to the bookkeeper by the
following day, regardless of
amount. Official receipt

number Date of 
collection Date deposited 

with bookkeeper 

---------

Edgewater High School 

Dr. Mark Shanoff � • J ,r//-
Dr. Harold Border -·�

Responsible Person 
{Name & Title) 

Who needs to do it? 

1- P.E. Teacher who
is responsible for
Locker rental

2- Any Staff/Faculty

member who
collects money

��
11/20/2020 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

IMM/YYYYJ 
1- Inventory report and the end of every school
year
Sales Report at the end of the school year

12/2020 

2- Bookkeeper meets with all staff during pre-

planning week. Also, gives one on one instructions

to "new" staff members. Everyone receives a

handout explaining OCPS policy and procedures.

When something new from the county office needs
addressing with staff members and email goes out.

1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Check number 5505 for The bookkeeper will not make 
$117.95 was an improper an improper expenditure. 
expenditµre made to the 
bookkeeper for themed 
1-1mbrellas. The school board 
prohibits reimbursements to 
the bookkeepers. 

Endeavor Elementary 
Derek Knappins, Principal "- I l 

� Dr. James Larsen 

Responsible Person 
(Name & Title I

Who needs to do it? 

Bookkeeper 

_,,,,, ,/ 

/� 
-EJ<pected O.1,1tcome & Completion Date

What is the evidence of the co.rrective action? 
When will the action be completed? 

(0J/ia201
Effective immediately. 

1 
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ml AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: ____________ _ 

Department/ School Name 

Administrator/ Department Head 

Cabinet Official L Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What shoul d be? What needs to be done? 

Multiple fund raising receipts in Only one fundraiser per year 

Principal Discretionary fund. 
Only one allowed per fiscal 

year 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Tinisha Petersen / 

Andrew Agudo 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
IMM/yyyyj 

10/1/2020 Immediately 

1 
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AUDIT RESPONSE MATRIX 

Department/ School Name 
Administrator / Department Head 
Cabinet Official/ �a �uf)_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (CorrectiVe Action) 
What is? What should be? What needs to be done? 

Improper transfer made from This was done in error by the 
the Clubs account to Principal's bookkeeper as I meant to use 
Discretionary account. Pepsi Account and account 

numbers are 1 digit off. 

Monies collected from outside Will make sure all teachers 
the main office were not are aware that monies 
turned in to the school collected are not to be kept in 
bookkeeper by the following the classroom overnight and 
day for the following collection needs to be turned Into the 

Bookkeeper or Principa I by 
the end of the day. 

!lt-1111MliU1ltl1JltJUIJll1Jftl I 

Frangus_Ell!m_l!_ntary_ School 
DeCheryl Britton 
Jennifer Cup_id-Mc, 

Responsible Person 
(Name & Tide) 

Who needs to do it? 

Joanne Segal 
Bookkeeper 

Joanne Segal 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(0$/2020) 

In the future I will be extra careful with attention to 
detail 

Teachers will be made aware that if Bookkeeper is 
not on campus to turn in money to Principal and a 
note will be attached explaining why the dates are 
different on the Official Receipt. 

1 
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Department / School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Dates on subsidiary receipts Staff with receipt books will 
were written on the deposit be instructed to write dates of 
date. Dates should be written collection on subsidiary 
on the time of collection. receipts. 

FREEDOM HIGH SCH 
CHERYL NEELY 
HAROLD BORDER 

�Aif:: 
1 

Responsible Person 
(Name & Title) 

Who needs to do it? 

All Staff with receipt 
books. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

This action will start 10/2020. Dates of collection, 
not deposit dates. The more we use SchoolPay, the 
fewer subsidiary receipts we will use and this 
becomes a non-issue. 

1 
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■ AUDIT RE�PONSE MATRIX FISC:/\L PER!QD OR AUDIT DATE, 2.019'2020 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The ticket inventory re port The staff volleyball tickets 
was not completed properly. were not included on the 
Certain tickets listed as sold ticket inventory report 

on the ticket sales report for because these belong to the 

the staff volleyball game were PTSA. 

not included on the ticket 
inventory report. 
The requisition and purchase All purchases need to be 
order forms for the following approved by the Principal on 
checks were completed after a PO before the purchase is 

the goods or services were made or the service is 

purchased. A requisition and ordered. 

purchase order form must be 
completed each time an 
individual requests to make a 
purchase and must be 
approved by the principal 
prior to the purchase. 
Checks# 6849 and 6934 

,,. 

Freedom Middle School 
Cheri Leavi 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Jennifer Damian 

Jennifer Damian 

L 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

In the future if there are tickets on the ticket sales 
report that belong to the PTSA, I will make note of 
that on the ncket Inventory Report. 

10/2020 

I have reminded all fund managers that purchases 
cannot be made prior to having their PO approved 
by the Principal. 

10/2020 

. 
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■ AUDIT LlfSPONSE MATRIX
�..c-,�---'� 

FISCAL PERIOD OR AUDIT DATE: 2019-2020

The requisition and purchase 

order form for the following 
check was not dated by the 
principal. A requisition and 

purchase order form must be 
completed each time an 

individual requests to make a 
purchase and must be 

approved and dated by the 
principal prior to the 
purchase. 
Check#6977 

Use tax on the cost of items 
held for resale was not 
calculated and remitted to 
the Department of Revenue 

for PE uniforms. Use tax is 
computed on the cost of 
untaxed items for resale and 

should be remitted to the 
Florida Department of 
Revenue as required. 

All POs need to be dated Jennifer Damian 

When making purchases for Jennifer Damian 
resale, sales tax must be paid 
to the vendor or remitted to 
the DOR. 

I will make sure all POs have a date next to the 
approval signature. 

10/2020 

I will be sure to pay sales tax to the vendor when 
making purchases for resale. If for any reason sales 
tax is not paid to the vendor, I will remit the sales 
tax to the DOR. 

10/2020 

2 
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• . AUDIT RESPONSE MA TRIX FISCAL PERIOD OR AUDIT DATE: 
. 

Def>_artment / School Name 
Administrator/ Department Head 
CabinetOffidal[Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) ( Corrective Action) 
What is? Whatshouldbe? Whatneedsto be done? 

Cash receipts:As per auditors Staples together both slips 
the official receipt(# 3675) (#3675 & 3676 = $213.00). 
amount did not agree to the The deposit was correct on 
amount deposited per deposit Bank Reconciliation on 
slip. Should be the same 8/30/2019. The error is the 
amount. sum or manual typo. 

Attached the evidence. 
Fundraisers: Prior approval by This notice is on the Internal 
District office for the Orchestra Account Handbook 2020-
fund raiser conducted on line. 2021-updated on August 3, 

2020 by email. But not 
previous and I don't find in 
my copies. 

cash disbursements: The Was done previous, butthe 
School Board Procurement unfortunately we don't have 
Services Was not followed the the extra quotes. The 
purchase of a violin and information was provided by 
musical instruments phone/verbal. Attachedcopy 
consumables. ltshould be that all documents and the 
we can't spend more ofS,000, information provided bythe 
just if we have 3 quotes. Director of Orchestra. 

Bookke-eper / Glenridge Middle Schoo!L 
Dr. Christo.e_hercamacho / Principal 
Dr. Leigh A. Bradshaw [Area Supe,� 

Responsible Person 
(Name& Title) 

Who needs to do it? 

Je anette Medina, 
Bookkeeper 

Christopher 
Camacho, Principal 

Jeanette Medina, 
Bookkeeper 

Christopher 
Camacho, Principal 

Jeanette Medina, 
Bookkeeper 

Christopher 
Camacho, Principal 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When wil l the action be completed? 
. 

I already review the slip, the mistake was doesn't 
staples the both receipts (#3675 & 3676) for the 
amount of $213.00 on the deposited slip to be 
together, and typo error for less ($10.00), which 
was on the Bank Reconciliation for August 2019. 
Attached evidence of all documents registered 
before to ExtemalAudit Process. (08/2019) 
When I speak with auditor I mentioned that's new 
for this year 2020. Requestthe approval from 
District when the Staff requestthe Fund raiser 
starting this year 2020. Attached evidence ofall 
documents registered before to External Audit 
Process. (08/2019) 
Was done previous, butthe unfortunately we don't 
have the extra quotes as the auditor request. 
Attached evidence of all documents registered 
before to the External Audit Precess. ( 08/2019) 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 09/04/2020 

Dep_artment / School Name 
Administrator/ Dep_artment Head 
Cabinet Official/ Area S11p_erintendent 

Exception .Noted Management Response 
(Finding/ (Corrective Action) 

recommendation) 
What is? What should be? What needs to be done? 

The balance of internal Sponsor should monitor 
funds appears excessive as his/her activity and spend 
of June 30, 2020 relative to the funds accordingly for 
the school's activity for the current year student body. 
year. 

Assignment and All receipts should be 
accountability records were accounted for and 
not completed entirely. inventoried at year-end 

and include principal's 
signature. 

Ticket sales report and Ticket sales report and the 
ticket inventory report were official ticket inventory 
not completed for any report must be completed 
admission event. for each admission event 

and be signed by ticket 
manager/bookkeeper 

Monies collected from As a group, teachers are 
teacher were not turned instructed on all policies 
into the bookkeeper on and procedures. 

time. Meet with the teacher 
one-on-one. 

---

Gotha Middle School 

Responsible Person 
(Name & Title) 

Who needs to do It? 

Sponsor/Teacher/Bookkeeper 

Bookkeeper 

Athletic Director/Bookkeeper 

Teacher/Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

Immediately. Bookkeeper will ensure all funds 
are monitored closely by sponsor/teacher. For 
year-end. 06/2021 

Immediately. Bookkeeper will keep records 
upon delivery of sub receipts to staff and ready 
for year-end by 06/2021 

. 

Immediately. Prinicpal/Bookeeper has 
communicated with staff handling ticketed 
events that official reports/ticket inventory 
reports must be turned in before year end. By 
06/2021 

Immediately met with teacher individually on 
procedures and will work together to ensure 
that doesn't happen. Changes will be noted 
06/2021 

1 
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Dep_art_ment l School Name 

Administrator/ Dep.i_rtment Head 

Cabinet Offrcial / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Cash Receipts Make sure that the acual 
A donation with no specific check has written on it "For 
purpose designated by the Principal's Descretionary 
donor was posted to the Fund". 
Principal's Discretionary 
account. The only receipts to 
be recorded in the Principal's 
Discretionary account are 
those donations that 
specifically state that they are 
to be used at the principal's 
discretion. 

Hiawassee Elementary 088 

Sharon Jenkins 
Jennifer Cupid-McCoy 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Domaly Rios -
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(09/2020) 

That procedure/step will be implemented in the 

future. 

1 
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Dej>artment / School Name 
Administrator/ Department Head: Michelle Thomas 
Cabinet Official / Area superintendent: James Larson 

Exception Noted 
(Finding/ recommendation) 

What is? What should be? 

Cash receipts: An assignment and accountability record was not 
signed by the preparer. All assignment and accountability 
records should be signed by the person responsible for 
maintaining the records . 

. 

Cash receipts: Several bank deposits were not deposited timely 
in the drop safe. School Board policy requires that all collections 
must be deposited within a drop safe or the depository the same 
day of collection. 
Fund raisers and admission events: Several ticket sales reports did 
not indicate the official receipt numbers. A ticket sales report, 
indicating the color and numerical sequence of tickets sold and 
the official receipt number, must be completed for each 
admission event and be signed by the ticket manager and the 
bookkeeper. 
Cash disbursements: The requisition and purchase order form for 
the following check was completed after the goods or services 
were purchased. A requisition and purchase order form must be 
completed each time an individual requests to make a purchase 
and must be approved by the principal prior to the purchase. 
check number Check amount Date of approval Date of purchase 
1061 $8,900.00 September 24, 2019 July 31, 2019 

Management 
Response 

(Corrective 
Action) 

Whatneeds 
to be done? 

Sign form 

Do bank 
deposit daily 

Add official 
receipt 
numbers to 
ticket sales 
reports 

Make sure 
' irem not 

ordered 
before 
Purchase 
Order 
approved. 

Responsible 
Person 

(Name & Title) 

Who needs to 
do it? 

Joanne Lenke! -
Bookkeeper 

Joanne Lenkel -
Bookkeeper 

. 

Joanne Lenke! -
Bookkeeper 

Joanne Lenke! -
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective 

action? 

When will the action be completed? 

-·.,. ' . ' ' .  '"

10/14/2020 

10/15/2020 

10/14/2020 

Already rectified last year 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) ( Corrective Action) 
What is? What should be? What needs to be done? 

The School Boan:! of Any service request or 
Procurement Services Policy purchase over 
was not followed for the $5,001 to $49,999 must have 
purchase of water coolers and 3 quotes from different 
bottle fillers. Contractual vendors. 
Services of $5,001 to $49, 999 
should be competitively quoted 
through Procurement services. 
One of the lock box key holders All Extended Day deposit 
did not sign the extended day records must have 2 
deposit record for the week of signatures at all times. 
August 16, 2019. All extended 
day deposit records should be 
signed by both key holders and 
retained in the Internal Funds 
records for auditing purposes. ' 

Hunter's Creek Elementary 
,.., , 

Fresia E. Urdaneta / J,,-": AA f� ,e''/4 _J_-, M"':,i' 

Dr. James Larsen " � 
_./ / 

Responsible Person 
{Name & Title) 

Who needs to do it? 

Lianna Robles-
Secretary 
Bookkeeper 

Gina Cano-
Extended Day 
Coordinator 

i/ 
,. 

Expected Outcome & Completion Date 
, What is the evidence of the corrective action? 

When will the action be completed? 

Effective 9/15/2020, we will ensure that this policy· 
will be enforced at all times when using Internal 
Accounts funds. 

Effective 9/15/20, we will ensure that.all Extended 
Day documentation will have 2 signatures as OCPS 
policy states. 

,1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Journal Entry Number 127737 The only receipts to be 
for $1165.84 was an improper recorded in the Principal's 
Transfer made from the media Discretionary account are 
center account to Principal's those donations that 
Discretionary account. specifically state that they are 

to be used at the principal's 
discretion. 

The following bank deposits School Board Policy requires 
were not deposited timely in that all collections must be 
the drop safe. deposited within a drop safe 

or the depository the same 
day of collection. 

Innovation Middle School 
Andrew Nelson 
William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Michelle Pacheco 
Bookkeeper 

Michelle Pacheco 
Bookkeeper 

J ,. r./"\. _.__ 

,/Z, I - / ,A 

, ,, .. / • IY --, . 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYV) 

On future Donations make sure it is in the correct 
account. Must say in letter Principal's 
Discretionary. 10/2020 

Make sure the deposits are done same day or put 
into the drop safe that day. Continuous. 
Completion Date 10/2020 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD: 2019-2020 

DEPARTMENT/SCHOOL: Jones High School 
ADMINISTRATOR/PRINCIPAL: Allison Kirb 
DEPARTMENT HEAD/AREA SUPERINTENDENT: Dr. Harold Borders 19/23/2020 

Exception Noted Management Response Responsible Person Outcome Timeline 
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed? 

What is the evidence of 
comDfetion? 

1. The requisition and A requisition and purchase *Sponsor/Bookkeeper/Principal *Immediately
purchase order forms for order must be completed each 
the following check was time an individual requests to * Action completed and filed
completed after the goods make a purchase and must be with the End of Year Report
or services were approved by the principal prior 
purchased. A requisition to the purchase. 
and purchase order form
must be completed each
time an individual
requests to make a
purchase and must be
approved by the principal
prior to the purchase.

' 
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ml. AUDIT RESPci,NSEMATRIX FISCAL PERIOD OR AUDIT DATE: FY 2ofo:2020 ____ _ 

Department/ School Name 

Aclministrator / Department Heacl 

Cabinet Official/ Area Superintenclent 

Exception Noted Management Response 

(Fincling / recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Monies collected from · All external collections

outside the main office were should be turned in to the

not turned in to the school bookkeeper by the following

bookkeeper by the following day, regardless of amount.

day for the following 
collection(s). 

There was no ending All tickets must be 

inventory for several athletic accounted for on a ticket 

tickets listed on the ticket inventory report. 

inventory report. 

' I 

Lake Como School 
. I . ' 

Mrs. lsolcla Antonio Fisher , IJ C I , _.,rf, ,,,

Dr. James Larsen 

Responsible Person 
(Name & Title) 

Who needs to do it? 

The person(s) 
collecting the money 
will turn it in to the. 
bookkeeper by the 
following day. 

The report will be 
completed with the 
end of year 
paperwork. 

_,,,,- .,,,,...,.. ,.,,.-;;J/ 
V 

/' -

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

(MM/YYYY) 
The Bookkeeper will review the rules and 
expectations with the parties responsible. 09/2020 

The Bookkeeper will fill out the required paperwork 
and file it with the yea rend report. 06/2021 

. 
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Department/ School Name 

Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Cash Receipts: 

Monies collected from outside the 

main office were not turned in to 

the school bookkeeper by the 

_f_o_ll_owing day. 

Staff will be reminded of 

pr:ocedures regarding deposits. 

In addition, School Pay will be the 

primary source to collect funds. 

Lake Nona High School 

Martha C. Chang, Principal 

Dr. Harold Border, Area Superi 

Martha Chang, Principal 

Tayanee Torres, Bookkeeper 

School Pay will be the source to collect funds, and 

to ensure timeliness of deposits. If funds must be 

collected in person, receipts will reflect correct 

dates and be deposited by the end of the business 

day. 10/2020 

1 
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Department / School Name Lake Nona Middle School 
Administrator/ Department Head Principal- Dr. Stephanie Jackson 
Cabinet Official/ Area Superintendent Area Superintendent- Mr. Bohn 

Exception Noted 
(Finding / recommendationl 
What is? What should be? 

There was no ending inventory 
for athletic ticket rolls on 
inventory report. 

Management Response 
_(Corrective Action) 
What needs to be done? 

Responsible Person 
!Name & Title) 

Who needs to do it? 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/VYYYI 

At the end of the school year

Ji

Bookkeeper-Tra
�

At the end of each school year, fill out the ticket 
fill out the form completely, stein

CJ. 

inventory report bottom section of athletic tickets. 
bottom half of remaining ompleted by July 1'' of the following school year. 
tickets. 

Ul/1,t . 'JI I
. I I h "1

17

'"\.._ 

v' 
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Department/ School Name 

Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Extended Day Checks and Secretary/Bookkeeper should 
reports to District were late 5 be prompt getting the report 
times. They should be and.deposit in on time going 
Prepared by the 10th of the forward. 
month. 

Large balances in Extended Extended Day Coordinator 
Day owed from students at will collect monies in a timely 
year-end. manner. 

Lakemont Elementary 

Karl Fox 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Jeannine Hunter 
Secretary/Bookkeeper 
Karl Fox/ Principal 

Sandra Lillie 
Extended Day 

Coordinator 
Jeannine Hunter 
Secretary/Bookkeeper 
Karl Fox/Principal 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
',::"' -

. --· ... , . 

The expected outcom.e will be that the reports and 
checks will be ready by the 10th of each month 
beginning in August. There is no "completion 
date" for this. Past reports/checks cannot be 
changed, only corrected going forward 08/2020 

Coordinator will continue to contact parents about 
outstanding balances and not allow students to 
return until balance is paid. At the end of the year, 
coordinator will request permission to write off the 
oldest accounts. This will ensure the outstanding 
amount will decrease by the end of the fiscal year 
2020/2021. 

1 
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ALJD["lf,RESPQNSE tv!".ITRIX. FISCAL PERIOD okAuorf DA1t ��----��----��� 

Department/ School Name 
Administrator/ Department Head 
�abinet Official/ Area Superinte_ndent 

Exception Noted 
(Finding/ recommendation! 
What is? What should be? 

Fundraiser advertisement 
school benefit. Advertisement 
need to specify exact use of · 
funds. 

American Cancer Society resale 
shirt for fund donation 

Requisition/purchase order 
document missing. 

xr: Day pre pa re 

accountability record. 
2)Ext. Day deposit report
missing few student names. All
receipt numbers not listed.

Management Response 
( Corrective Action_) _ 

What needs to be done? 

Be more specific on Ads. 

Triple check receipts and 
invoices turned in by 
teachers. 

Create a log to use when 
removing an item from the 
folder. 

gn ass1gnme 
accountability record. 
2) Make sure all receipt
numbers are listed on report.

Laureate Park Elem' 
Suzanne Workum 
Mr. William Bohn 

Responsible Person 
_(Name & Titlel_ 
Who needs to do it? 

Bookkeeper 

Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
lili!MJ,mvj 

10/16/2020 

10/16/2020 

Bookkeeper 10/16/2020 

ElitendectDa 
Coordinator 

1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official L Area Superintendent 

Exception Noted Management Response 
{Finding/ recommendation) {Corrective Action) 
What is? What should be? What needs to be done? 

General Procedure: All funds needed to be sent 
Extended Day Tuition over to district and account 
collections were not forwarded must have stayed at $0.00 
to the District office as of June balance. J. Martinez will 
30, 2020. Any balance in the ensure that the account for 
Extended Day Tuition account Extended Day Tuition is at 
must be sent to the District $0.00 balance 
office at the end of the year. 

Jamie Martinez - Secre r-Lawton Chiles Elementary

Responsible Person 
(Name & Title) 

Who needs to do it? 

Jamie Martinez 
(secretary & 
bookkeeper] 

\jJ\\ 'f(\0. Y:JJ.€l 
V'(\�\9()-.\ 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(9/202D) 

Extended Day account will be cleared at the end 
of school year. 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 2019-2020 

Department / School Name 

Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Liberty Middle School 
Lovely Tinsley, principal . , 

William Bohn, Area Superintendent - SELC /// • 
' -.

/ -
. 

1 
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m0J AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 2019-2020 

Disbursements Voided chec k number- used. 
Printed num hers on checks 
match the pre-printed 
number on check 

Resale/Fundraising Activities Inventory control: number of 
chocolate bars/boxes; count 
sold vs monies collected; 
inventory at end of 
fundraiser; written approval 
to start fundraiser. 

Admission Events -For indoor sporting events,
t icket sale numbers must
match funds collected.

-Create ticket inventory
accountability report

Journal Entries Journal entries will be filed in 
an organized manner and will 
be printed for vouchers and 
signed by principal. 

Contracts Contracts for Scholastic Book 
fair will be approved and 
written prior to the start of 
event to include commission. 

Year-End Reporting Looking for payables and 
receivables dates within 
school year 

Bookkeeper 

Bookkeeper 

Principal 

Bookkeeper 

Principal 

Bookkeeper 

Principal 

Bookkeeper 

Principal 

Bookkeeper 

-Voided check numbers will not be reused.
-Printed numbers will be verified with pre-printed
check number.
9/21/2020

All chocolate bars accounted for in monies, product 
or statement to document any loss. Written 
approval required before start. 9/21/2020 

Ensure Official Receipt numbers; Staff and 
bookkeeper will double check math calculations 
before finalizing. Athletic season will start in 
January and end by4/30/2021. This is the only time 
we collect admission. 

Journal Entry forms will be organized and printed 
for vouchers and signed. 
On-going 

Contracts will be secured in advan ce of fundraisers. 
9/21/2020 

Verify all payables and receivables are completed 
before documenting year-end reporting. 
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- AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 2019-2020 

General Recommendations The traditional backup to the Principal Request that District Internal Accounts send a 
bookkeeper knowledge base 

is typically outdated in the 
event of bookkeeper turnover 
or extended absence making 
cross-training obsolete. 

Purchasing Card Tax was paid on two Bookkeeper 
purchases. 
Two purchases- no receipts 
for P-card. 

trained bookkeeper backup to school once a week 
to help rectify books too detailed for outdated 

backups to adequately complete. Thereby reducing 
common errors and allows for justification to the 
timeline. TBD 

Ensure all purchases are sales-tax exempted. 
File, attach receipts from P-card use immediately. 
09/2020 

DH� J��t:�
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Department/ School Name 

Administrator/ De_1>_artment Head 
Cabinet Official/ Area Su_1>_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The balance of the Internal Monies should be utilized in 
Funds appears excessive as of the year of receipt to benefit 
June 30, 2020 relative to the the current student body. 
school's activity for the year. 

State sales tax was not Internal Accounts handbook 
calculated and remitted to the states that sales tax is 
Fl. Dept. of Revenue for cookie computed on gross taxable 
fund raiser resale items totaling sales and remitted to the Fl. 
$500.83. Dept. of Revenue for 

fundraiser resales. 

2019-2020 

Magnolia School 

Latonia Green 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Principal 

Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYVY) 

We will be utilizing more funds for the students 
throughout the year. 05/2021 

Because of Covid 19, we are unable to sell the 
balance of the cookies because they expired 
7/4/2020 and we will have to take a loss this year. 
10/2020 
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De_e_artment / School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

A sales report was not A sales report is required for 
completed for the P.E. Big Blast . each sales activity conducted 
fund raiser. and must be signed by the 

principal. 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

Mr. Ramos will keep one more additional report to 
ensure all Fund Raisers sales report are accounted 
for at the end of FY2021. 

1 
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Department/ School Name 

Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Exception Noted Management Response 

{Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

The following cash receipt for the Specifically state on 
Fall Fest benefrtting the entire documents/forms record of 
school was posted to the account All fundraisers will. 
Principal's Discretionary account. 

The only receipts to be recorded 
in the Principal's Discretionary 
account are those donations that 
specifically state that they are to 
be used at the principal's 
discretion. 

The following monies collected Provide specifics and details 
form did not indicate the on all monies collected forms. 
respective subsidiary receipt 
numbers. Official receipt 
numbers, subsidiary receipt 

numbers, total cash collected and 
total checks collected, and dates 
that correspond to the amounts 
collected and deposited should be 
listed on the monies collected 
form and signed by the 
bookkeeper to provide an 
accurate audit trail. 

Responsible Person 
{Name & Title) 

Who needs to do it? 

Kim Kinsey, 
Secretary/Bookkeeper 

Kim Kinsey, 
Secretary/Bookkeeper 
Any staff completing 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

lo7/01/2020 - continuou�l 
Immediately. Bookkeeper will ensure during 
planning and at completion of all fundraisers state 
the account of benefit, giving clarity throughout 
event. 

Immediately and already in place. Bookkeeper will 
provide all receipt details and review monies 
collected form to ensure information corresponds. 
{This was receipted from SFO only, no sub receipt 
issued, yet information was noted on form) 

1 
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Check number 5533 for $55.94 
was an improper expenditure 

made from the General account 
for select students. All 
expenditures from the General 
account should be for the benefit 
of the entire student body. 

Transfer funds into Kim Kinsey, 
designated account Secretary/Bookkeeper 

Immediately. Bookkeeper will transfer funds to 
Student Incentives should rewards not meet crit eria 
for all students. 

2 
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AUDIT RESPONSE IVIATRIX FISCJI.L PERIOD OR AUDIT DATE: _2019-2020. ______ _ 

Deeartment / School Name_ 
Administrator / Department Head 
Cabinet Official/ Area Superintendent 

Exception·Noted Management Response 
(Finding / recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Assignment and Accountability This was never explained in /
were not completed entirely. prior audit but will fix for 

future audit. 

One monies collected was Confirm all monies collected 
missing signature/date. is signed and dated. 

Check# 6272 improper Confirm that expenditure are 
expenditure was made from made from the correct 
General account. 

Assignment and Accountability Extended Day has their own 
were not completed. system for recording receipts. 

This procedure was never 
explained in prior audits but 
will correct for next audit. 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Bookkeeper -
Rohanie Persad 

Bookkeeper -
Rohanie Persad 

Bookkeeper-
Rohanie Persad 

Extended Day 
Coordinator-Elba 
Acabeo 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

[MM/VVWI 
Updated Assignment and Accountability records. 
09/2020 

Verify all monies collected signed/date. 09/2020 

Confirmed all expenditures were taken from the 
correct account. 09/2020 

. 

Assignment and Accountability form was shared 
and explained to Extended day Coordinator. 
09/2020 

1 
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Department / School Name 
Administrator/ Department Head 
Cabinet Official / Area Su_e_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action} 
What is? What should be? What needs to be done? 

1. The request for fund Receipt numbers must be 
raising activity form attached to all fund raising 

for the Orchestra sales reports arid the date 

Chocolate fund raiser range must be reviewed for 

was not completed accuracy. 

properly. The 
beginning and closing 
dates noted were for 
January 2020, when 
the sale activity 
occurred in February 
2020. A request for 
fund raising activity 
form should be 
prepared properly for 
all fund raising 
activities conducted 
by the school. The 
sales reports for the 
Orchestra Chocolate 
and Candy Grams fund 
raisers did not indicate 

Memorial Middle 
Kenisha Holmes 
James Larsen 

Responsible Person 
(Name & Title) 

Who needs to do it? 

• Kathleen
Lenz
(bookkeeper)

• All staff that
organize
fund raisers.

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

{�M�j 
Action will start 08/2020 

1 
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the official receipt 
numbers. A sales 
report is required for 
each sales activity 
conducted and must 
be signed by the 
principal. 

2. Ticket sales reports
that correspond with
official receipt
numbers 2184, 2190 

and 2211 did not 
indicate the official 
receipt numbers. A

ticket sales report, 
indicating the color 
and numerical 
sequence of tickets 
sold and the official 

receipt number, must 
be completed for each 

admission event and 
be signed by the ticket 

manager and the 
bookkeeper. The 
ticket inventory report 

for athletic tickets was 
not completed 

properly. Tickets sold 

were included in the 
ending inventory 

instead of tickets left 

Receipt numbers must be • 

attached to all ticket sales 
reports and the receipt 
number section is highlighted • 

on all existing forms before 
they are used. 

Kathleen 
Lenz 
(bookkeeper) 
All staff that 
sell tickets. 

. 

Action will start 08/2020 

. 

2 
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at year end. All tickets 

must be accounted for 

on a ticket inventory 

report 

3 
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ll'IOptloil Noted �nagellimlt Response 
. IFlildln• J recommentlatfon) ltorrectlve Adllli'II 

Wb�ts'l Whatshotlld lie? What needs to bedone1 

The bl!lancee1fiba lill.i=l'll•l l\,1imles need:to. bes LitiliJed In 
Ft1ilds,11ppears excessive is of the year of ieceipt to benefit 
Jui,i 30, i020re�t\ve.tothe the�$lUd,ntbcdy. 
s�ool's actMty�rthe year. 
Assignment and accountability Missing recelpisneed to have 
recordswe.-e not comp.. an explailalilln auac:hedwitb 
All subsltn.ry �telpts need to the prlnclpal's signature. 

· beaa:ountedforonan
· ilsslgnmlint iil1td �untabllity
· l'l!COrd .and lnventorled.atvea(w
entt,

. Nollfei'QiUetted frontdutside .All external mllectlons shciuld 
. tlie main office were not be tullled in to the 

· .tuil)4!d Into ttiesthaol boold<ftperbyUlefollowTng 
booJd(eepe,bythefoll� day,J'$tdlessaftlie 
day .. amount. 
Receipts were not Issued All money. collected should be 
itn111edlately upon trinsftr of counted in the ptesence of 
colledions.from the students the student and a receipt 

· to the teac:hets'for a cc,ttectlon. must be lss11ed at th�t time.
An offli:lal receipt needs ta be 
comoleted. 

0 0/'0 ., .... o 
F1scAL PERibD ·0fAuD1T �ATE-: '.-->?·�_-l·����-�-:<�-);;��i_·��� 

Responsllalehrson 
.... 

&'ffllel 
Who.needStoilo It? 

Cynthia Klrklev 
Secretary/JQOl!lleellf!I' 

Cynthia. K"nklev 
$11.c:rt1t11w/8ookk•p•r. . . 

Cyntlitrt<ltldev 
Secre�ry/aootkel!per 
Tea i;h�an� Staff 
members 

Cynthia IMlev 
Sicretary/Bookkeeper 
Teac&ersandS..ff 
membel'l. 

Expected Q11k0me &.Completion Paie 
. Whatts.theiwlde� ofthe.col'l'eCtlve action? 

\lllleQwlllthe actlonllecompleted? 
. .:. 

. 
• 

�taiy�eperwill be morea\Wfe of the 
bll!a11ee In tnteniat�ts and notify 
appropriate p•Q/dJIPlrtm■nt of balal!Clt in their 
aa:ot.int, 10/12/2020 
secretary/l)oi)•l)er wiU kel!p a binder that wiU 
1nc1111le subSidlary rece�aild Assignment& 
. AccountabHlty Record.JtwDHndude Receipt 
· Numbers, Asslgnee,.Ri!celpts Ufflii¢d,Recelptson
lian,t Rec!!lcts Missing and _wm be signed by the
. prt11*1• 1111/22/2020

' 

SeaetaiVfllooklcaeperwlll make teachers and staff
1l1ilare tllatai1y.11toniescoliected .must be turned In
l!Ytlle day after !Us rec:ew,d,
l!J/22/2020 

Seaeta,y/80a� needs to Make teacliets ind 
.$tilff aw.n th'1t an offldal f'.i\Cl!i�t needs to be 
completed for each event and tor each per.son who 
remits money to the booldlMl'flr. 
' 

. .  

· 10/22/2020

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 19-20 SCHOOL YEAR 

Department/ School Name 

Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Exception Noted 

(Finding/ recommendation) 

What is? What should be? 

Journal Entry No. 121617 for $133.87 

was accidentally transferred from the 

General account to the Principal's 

Discretionary account. The only 

receipts to be recorded in the 

Principal's Discretionary account are 

those proceeds that specifically state 

that they are to be used at the 

principal's discretion. All expenditures 

from the General accounts should be 

for the benefit of the entire student 

body. In this case, the purchase was 

made in June of the prior year from the 

General account when it should have 

been purchased form the principal's 

Discretionary. Because of this, the 

transfer should have been made from 

the Principal's Discretionary to the 

General Account. 

Management Response 

(Corrective Action) 

What needs to be done? 

The Bookkeeper needs to 

make sure she has proper 

documentation when 

transferring/ de positing 

funds to the Principal's 

Discretionary account. 

Also, the bookkeeper 

needs to make sure when 

reimbursing accounts, the 

account that the funds 

came out of when the 

Purchase order was 

created is the account 

that gets reimbursed. 

OTC Mid Florida Campu 

Ms. 

Who needs to do it? 

Wenyi Li-Bookkeeper 

Gladys De Leon Business Manager 

Alex Heidelberg- Senior Director 

ected Outcome & 

Completion Date 

What is the evidence of the 

corrective action? 

When will the action be 

completed? 

(MM/VVVV) 

This action was corrected on 

September 25, 2020. 

The action will be reflected on 

the Receipts and Disbursement 

report generated from Schools 

Funds Online and submitted to 

district internal accounts at the 

end of the month. 

1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

. 

What is? What should be? What needs to be done? 

Internal Funds appears Investing the excess funds in a 

excessive as of June 30, 2020. saving account to benefit the 
current student body . 

. 

Millennia Elementarv School 
D' Janira Pena <,. 
James Larse"" 

,/ 

Responsible Person 
(Name & Title) 

Who needs to do it? 

D'Janira Pena/ Principal 

Ciara Collado/ Bookkeeper 

,�, 

-� / 

Expected Outcome & COmpletlon Date 
What is the evidence of the corrective 

action? 
When will the action be completed? 

!IYIM/YYYYI
Projection of completion is 04/2021. I 

1 
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---�-: AUDIT RESPONSE MATRIX FISCAL PERIOD OR A:JDl7 DATE: 2019 - 2020 
. . 

Department /�chool Name 
Administrator/ Department He�� 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation} (Corrective Action) 
What is? What should be? What needs to be done? 

The Book Fair contract was Contracts will be signed by 
signed by someone other than the principal. 
the principal. 

Monies collected from outside Staff will be informed and 
the main office were not understand all·monies are-to 
turned in to the school be turned in by the following 
bookkeeper by the following day and preferably not held 
day. over the weekend. 

Assignment and accountability Bookkeeper will complete all 
records were not completed assignment and accountability 
properly. Several subsidiary records properly. 
receipts utilized were not 
accounted for on the 
assignment and accountability 
records as of June 30, 2020. 
Assignment and accountability Bookkeeper will ensure she 
reco�ds disclosed the does not assign a subsidiary 
bookkeeper·assigned a receipt book to herself. 
subsidiary receipt book to 
herself. 

Mollie Ray Elementa 
Lind_sey Smestad 
Tashanda Brown-Cannon 

Responsible Person 
{Name & Title) 

Who needs to do it? 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper, Staff 

Principal, 
Bookkeeper 

. Principal, 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidenc,e.ofthe corrective action? 

- When ·will the :action· be completed?

,. ·._, 

Next audit will reflect compliance. 06/2021 

Expectations will be communicated to staff. Next 
audit will reflect compliance. 06/2021 

Next audit will reflect compliance. 06/2021 

Next audit will reflect ·compliance. 06/2021 

1 
OCPS02741nt 



� 

. ■ . · 
AUDIT RESPONSE MATR!X FISCAL ?ERIOD OR AUDIT DA:E: 2019 - 2020 

A year-end inventory was not Bookkeeper will provide staff 
completed properly for the with information on how to 
polo and t-shirt sales. 73 polo conduct a fundraiser in 
shlrts with a resale value of compliance wlth the internal 
$730 were missing. accounts handbook. 

The sales report for the Bookkeeper will provide staff 
Gatorade resale activity with information on how to 
indicated a net receipts conduct a fundraiser in 
shortage of $35. compliance with the internal 

accounts handbook. 

A request for a fundraising Bookkeeper will provide staff 
activity form was not approved with information on how to 
for the suit sale fund raiser. In conduct a fundraiser in 
addition, a sales report was not compliance with the internal 
completed for the suit sale. accounts handbook. 

Sales tax totaling $56.50 was Bookkeeper wfll·follow the 
reimbursed on exempt Internal accounts handbook 
purchases. and ensure sales tax is not 

reimbursed. 

Check number 5730 for $1,386 Bookkeeper will ensure all 
was an improper expenditure expenditures from student 
made from the student shirt accounts will benefit the 
account for staff shirts. students. 

Principal, 
Bookkeeper, Staff 

Principal, 
Bookkeeper, Staff 

Principal, 
Bookkeeper, Staff 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Expectationswill be communicated to staff. Next 
audit will reflect compliance. 06/2021 

Expectations will be communicated to staff. Next 
audit will reflect compliance. 06/2021 

Expectations will be communicated to staff. Next 
audit will reflect compliance� 06/2021 

Next audit will reflect compliance. 06/2021 

Next audit will reflect compliance. 06/2021 

2 
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Department/ School Name 
Administrator L Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding / recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

.Balance in Internal Funds Money needs to be spent in a 
appears excessive as of June timely manner before the end 
30, 2020. of the school year so it is used 

for the current student body. 

Moss Park Elementary 
Dr. Step_hanie Osmo 
William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Stephanie Osmond 
Principal 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
�•:

!!

�:�:;" :·�1 
6/30/2021 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 10/14 2020 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

An improper expenditure was Use the General Account only 
made from the General when purchasing items for 

account. the entire student body. 

Mrs. Cicel 

Responsible Person 
(Name & Trtle) 

Who needs to do it? 

Fionda Boyd 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(ivlM/VYVYl 

Never to use the General Account for just one 
grade level. 

10/14/2020 

1 
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AUDIT RESPONSE MA TRIX 

DEPARTMENT/SCHOOL: 
ADMINISTRATOR/PRINCIPAL: 
DEPARTMENT HEAD/AREA SUPERINTENDENT: 

Cash receipts:

Exception Noted Exception Noted 
(Finding / recommendation) 

What is? What should be? 

1. Monies collected from outside the main
office were not turned in to the school
bookkeeper by the following day for the
following collection. All external collections
should be turned in to the bookkeeper by the
following day, regardless ofamount.

Official I Date of I Date deposited with 

receipt collection bookkeeper 

number 

10117 \ August 21 � September 17, 2019
September
10.2019

Cash disbursements: 

2. Sales tax totaling $12.71 was reimbursed on an exempt
purchase. Purchases made by a school with ownership and title 
remaining with the school are exempt from sales tax.

IA092010 

FISCAL PERIOD: _2019-2020. __ _ 

0691 OAK RIDGE HIGH SCHOOL 
Ms. Jennifer Bellinaer 
Dr. Harold Border 

�..di: 

Management Response 
(Corrective Action 

What needs to be done? 

All teachers are 
informed to tum in 
monies collected at the 
latest; the following 
day. 
A procedure will be 
implemented to 
remind teachers to 
tum in monies 
collected the following 
day. 

2. The Bookkeeper will
pay attention so as not
to reimburse teachers 
tax. on purchases made
for the schooL 

Responsible Person (Name & 
Title) 

Who needs to do it? 

The Bookkeeper (Evan 
Emeran) is responsible 
for informing the 
teachers of the policy 
on monies collected 

2. The Bookkeeper is
responsible for
assuring that taxes are
not reimbursed to
teachers.

Expected Outcome & 
Completion Date 

What Is the evidence of the 
corrective action? 

When will the action be 
completed? 

What Is the evidence of 
completion? 

Teachers are made aware of 
procedures for collecting 
money. 10/14/2020. 
Teachers were emailed the 
directions. 

2. No tax will be reimbursed
to teachers for purchases
made for the school

OCPS1055INA (Revised 9/2010) 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

1. Cash Receipt Make sure receipts are kept 
in sequential order 

2. Fundraiser and Make sure ticket inventory is 
Admission Events completed 

3. Cash Rec<a ipts Making sure Teachers/Staff 
is tu ming in money in a 
timely fashion 

4. Bank Deposits Making sure bank deposits 
are done on the same day it 
is collected. 

5. fundraiser & Making sure fundraising 
Admission date forms are fully completed 

and Signed by the Principal 

6. Ticket Sales Report Making sure to include 
official receipt number is 
listed on the form. 

Ocoee Mlddle 
Samuel Davis /I ..; 

L-- -

Dr. Cupid-McCoy .;;;Jf,_ � -✓ I\.~ __ _,_/J,¥/),A

Responsible Person 
{Name & 1itle) 

Who needs to do 
it? 

TerrieAnn Campbell 
Bookkeeper 

TerrieAnn.Campbell 
Bookkeeper 
Teache.-s 
TerrieAnn Campbell 
Bookkeeper 
Te.-rieAnn Campbell 
Bookkeeper 

T-eachers 
TerrieAnn Campbell 
Bookkeeper 
Samuel Davis 
Principal 
TerrieAnn Campbell 
Bookkeeper 

'L - t I 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
--ii _,=,·-

Im mediately. Bookkeeper will ensure that all 
receipts are kept in sequential order. 

Immediately. Bookkeeper will ensure that ticket 
inventories are-complete and the teac-hers/staff 
are turning in money early enough to-comply with 
fiscal timelines. This will require assertive 
communication from the bookkeeper. 
immediately. Bookkeeper will ensure that bank 
deposits are done on the same day as collect<ad. 

Immediately. Bookkeeper will ensur<a that 
fundraising forms are fully completed and'Signed 
by the Principal in a timeHne that guarantees 
compliance with fiscal timelines. 

Immediately. Bookkeeper will implement 
systems to ensure official receipt numbe.-sare 
1isted on appropriate forms. 

1 
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Department/ School Name 
Administrator/ De_e_artment Head 
cabinet Official / Area Su_e_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action} 
What is? What should be? What needs to be done? 

7. Requisitions and PO Making sure that the approval 
is completed before the order 
is made 

8. Requisitions and PO Making sure that the 1'0 is 
dated by the Principal 

9. Improper Expenditure Making sure that payment is 
made out of the correct 
account 

Ocoee Middle School 
Samuel Davis 
Dr. Cui,id-McCoy 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Teachers 
TerrieAnn Campbell 
Bookkeeper 

Samuel Davis 
Principal 
TerrieAnn Campbell 
Bookkeeper 

TerrieAnn Campbell 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
�;�'.�.:"'''-j�l.t'! 
Q9l,Z.C:L!l 

Immediately. Bookkeeper will organize process in 
such a way that principal approval occurs prior to 
Requisition and POs are submitted. 

Immediately. Bookkeeper and Principal will 
organize process in such a way ttiat principal 
approval include both signature and date. 

Immediately. Bookkeeper will create system for 
cross checking proper account to avoid improper 
Expenditu..-es. Making sur-e that payment are made 
out of the correct account. 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 9/15/2020 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) {Corrective Action) 

What is? What should be? What needs to be done? 

The following bank deposits Money collections must be 

were not deposited timely in deposited within a drop safe 

the drop safe. the same day 

The request for fund raising Opening and closing 

activity form for the Band fundraiser dates must be 

coupon book fund raiser did written on the fundraiser 

not note an opening or form. 

closing date for the activity. A 

request for fund raising 
activity form should be 

prepared properly for afl fund 
raising activities conducted by 
the school 

The requisition and purchase A requisition and purchase 

order form(s) for the order form must be 

following check(s) was (were) completed each time an 

completed after the goods or individual requests to make 

services were purchased. a purchase and must be 

approved by the Principal 
prior to the purchase. 

0(;.PS-Acaderriic Center fot Excellence 

l"w"
1 

K A. r� .,:A\..)\,

( r ' 

Responsible Person 
(Name & Title) 

Who needs to do It? 

Buffy Harp-Poole 
(Bookkeeper) 

Teacher or sponsor 
of the fund raiser 

Buffy Harp-Poole 
(Bookkeeper) 

I\ f 

I ) 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

09/2020 

09/2020 

09/2020 

{Mllil/YYYYJ 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD: 2019/2020 

DEPARTMENT/SCHOOL: Odyssey Middle Schopl 

ADMINISTRATOR/PRINCIPAL: 
· DEPARTMENT HEAD/AREA SUPERINTENDENT:

Beatriz Smith 
William Bohn 

Exception Noted ManaaementResoonse Responsible Person Outcome Timeline 
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed? 

What is the evidence of 
completion? 

Digital devices and digital Digital collections will be Bookkeeper Consistently monitoring proper 
devices peripherals collections forwarded to the District office procedures. All personnel niust 
were not forwarded to the no later than June 30th of each follow procedures outlined in 
District office as of June 30, year. our OCPS financial handbook. 
2020. 

Digital devices and digital 
devices peripherals collections 
will be forwarded no later than 
June 30th of each year. 

Unforeseen circumstances due to 
the pandemic caused our 
Bookkeeper to be unavailable at 
certain days and times resulting 
on the delay of the procedure 
mentioned above. 

IA092010 
. 

OCPSI055lNA (Revised 9/2010) 



AUDIT RESPONSE MATRIX FISCAL PERIOD: _June 30, 2020_ 

DEPARTMENT/SCHOOL: Olvmoia HS 

ADMINISTRATOR/PRINCIPAL: Mrs. Christv Garber 

DEPARTMENT HEAD/AREA SUPERINTENDENT: 10/16/2020 

Exception Noted Management Response Responsible Person Outcome Timeline 
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed? 

What is the evidence of completion? 

Monies collected were not turned Deposits need to be turned in by Sponsor/ Teacher Deposits turned in same day or 
in by the following school day. the following school day. following day. 

Purchase Order submitted after Purchase Order must be Sponsor/ Bookkeeper Purchase Order must be 

date of invoice approved prior to purchase. approved prior to purchase. 

IA092010 OCPS1055INA (Revised 9/2010) 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Offlclal / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The Following checks 5448, Obtain receipts for all checks 
5450 was not supported by by all vendors. 
vendor receipt, receipts should 
be retained in the Internal 
Funds records for auditing 
purposes. 
Assignment and accountability Ma king sure receipts utilize is 
records were not completed showed properly in the 
properly. All subsidiary receipt correct order. 
need to be accounted for on an 
assignment and accountability 
record and inventoried at year-
end. Any missing receipts 
should have an explanation 
attached and include the 
Principal's signature. 

Orange Center Elementary 
Dr. Fredrick Brooks ]-u v, -..fl, /j , 

Dr. Jennifer Cupid-McCoy I/ " , -, v·, /) A A. 
-Vl/frl ; . 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Klyada Lee 

Kiyada Lee 

~ ~

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(09/22/2020) 

Moving forward, I will scan a copy of all receipts 
and upload it to a file. I will also Conduct a monthly 
audit to ensure all receipts are collected from 
vendors for auditing purposes. 

Moving forward, my new process for ensuring 
receipts utilize is showed properly and in the 
correct order will be, To Schedule intentional times 
to meet with Teachers to issue and receive 
receipts. These intentional meeting will allow the 
opportunity for Teachers and myself to sign for the 
number of receipts received and returned. 
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AUDIT RESPONSE fv1/\TRI>< FISCAL PERIOD OR AUDIT DATE: -'-.-8/13/2020_�-� 

Department/ School Name 

Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Cash Receipts: Donations with Donations with no specific 
no specific purpose designated purpose designated by the 
by the donors were posted to donor should. be deposited 
an account other than General into the general account for 
account. the benefit of the entire 

student body- obtain letter 
from donors 

Palm lake ES -

James Weis, Principal - , '
-

Dr. James Larsen 

Responsible Person 
(Niime & Title) 

Who needs to do it? 

Neena Wilson 
Secretary/Bookkeeper 

,,- , , / 
✓ 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

letter will be obtained from do hors designating 
the funds to the appropriate account by 08/2020 

.. 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 8/20/2020 

. 

Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The requisition and PO form A requisition and PO form 
for the following CK was must be completed each time 
completed after the goods or an individual requests to 
services were purchased. make a purchase and must be 

approved by the principal 
prior to the purchase. The 
auditor referred to the 
reservation made by the 
teacher, as a requisition. 

1541 / Plnar ES - I• j 
. 

Principal- Joscelyn Harold Gladden 1/ In ty,.. 
SELC- Mr. William Bohn A/�� /" ,A 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Ruth Ramirez-
Secretary/Bookkeeper 
and Joscelyn Harold 
Gladden- Principal 

., . - ,,. / • -

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When wlll the action be completed? 

The requisition and PO will be approved and dated 
by the principal prior the purchase that is 
requested by an individual. We will attach the 
Quote that is dated the same date as PO, instead 
of the Reservation made by the teacher. 

1 
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Department/ School Name 
Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

The following donation with no All donations will accompany 
specific purpose designated by a designated letter of 
the donor was posted to the accounts recipient. 
Principal Discretionary account. 
The only receipt to be recorded 
in the Principle Discretionary 
account are those donations 
that specifically state that they 
are to be used at the principal 
discretion. 
The requisition and purchase All requisitions and purchase 
order form for the following order forms. Will be approved 
check was not signed by the and signed by the Principal 
principal. A requisition and prior to any and all purchases. 
purchase order form must be 
completed each time an 
individual request to make a 
purchase and must be 
approved by the principal prior 
to the purchase. 

PINE HILLS E.S. 'l I - . • 

LaTonya Smothers ,/ n·h1 1ft ,• ·•v,a wtu !

Dr. Cupid-McCoy 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Cassandra 
Henderson 
School Secretary/ 
Bookkeeper 

Cassandra 
Henderson 
School Secretary/ 
Bookkeeper 

. . ' - j -•. � ';/ /- J f/C(/411

t. r l 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

i,i!,li� 
Corrective action will takes place 09/04/2020 
All Donations will accompany a designated letter of 
account recipients at all time. 

Corrective action takes place 09/04/2020 
All Po's will be signed by the Principal before check 
is cut. 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 2019-2020 

Department/ School Name 
Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

The balance of the Internal Monies should be utilized in 
Funds appears excessive as the year of receipt to benefit 
of June 30, 2019 relative to the current student body. 
the 
School's activity for the year. 

Monies collected from All external collections should 
outside the main office were be turned in to the bookkeeper 
not turned in to the school by the following day, regardless 
bookkeeper by the following of amount. 
day for the following 
collection. 
Assignment and All subsidiary receipts need to 
accountability records were be accounted for on an 
not completed properly. assignment and accountability 
Utilized receipt was not record and inventoried at year-
listed as such on the end. Any missing receipts 
assignment and should have an explanation 
accountability record. attach and include the principal 

signature. 

Dr. James La 

Responsible Person 

(Name & Title) 

Who needs to do it? 

Bookkeep er /Pr in ci pa I 

Bookkeeper/Media 
Specialist 

Secretary/Bookkeeper 

Expected Outcome & Completion Date 

What is the evidence of the corrective action? 

When will the action be completed? 

(osizo21) 
This item was a carryover from last year. She 
indicated that since it was a finding from last year 
she had to include it this year. We asked why but 
did not get a response. In addition, our annual 
school carnival was scheduled for 5/22/20. We 
were planning severa r expenditures from our 
Internal Funds to provide student rewards and 
prizes for this event. Due to the Pandemic, we 
were unable to expend these funds as required. 
This finding was related to our Book Fair. We will 
make arrangements for the Media Specialist to 
deposit the monies collected daily. 

We only used one receipt from the book and It 
was not lost. The receipt was given to the 
Auditor in the beginning of the meeting with all 
the binders and materials, but we forgot to write 
it down on the paper. We pointed this out to her 
during the audit, but she did not allow us to add 
it to the form. We will make sure our audit form 
is completed prior to the Auditor's visit. 
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Department/ School Name 

Administrator/ Dei,artment Head 
Cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Cash Receipts: Receipts will not be 
It appears that the date on changed/altered in any way. 
subsidiary receipt for official 
receipt number 2292 was 
subsequently altered to date that 
was prior to the receipt. Internal 
funds records should remain intact 
and not altered in any fashion. 

Fundraisers and admission events: Inventory reports will be done for 
There were no inventory reports all tickets. 
for non-athletic events. All tickets 
must be accounted for on a ticket 
inventory report. 

Jackson Middle School 

Mrs. Betzabeth Reussow 
Mr. William Bohn 

7 

Responsible Person 
(Name & Title I 

Who needs to do it? 

Individual Receipting 
for funds. 

Ticket Manager. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
:--,,,,;u.�.im, 

. " ··--· 

Immediately 

Immediately 

a:--··, .. -

�-" 
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A request for fund raising activity 
form was not completed for the 
Chorus fundraiser. A request for 
fund raising activity form should be 
prepared for all fund raising 
activities conducted by the school 
and must be approved by the 
Principal prior to making any 
commitments. In addition, a sales 
report was not completed for the 
Chorus fund raiser. A sales report is 
required for each sales activity 
conducted and must be signed by 
the PrinciE_al. 

A request form and sales report 
will be filled out for all fund 
raising activities. 

Individual conducting 
fundraiser/Bookkeeper. 

Immediately 

2 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintendent 

Exception Noted 
{Finding/ recommendation) 

What is? What should be? 

.The balance of the Internal Funds appears excessive 
as of June 30, 2020 relative to the school's activity 
for the year. Monies should be utilized in the year of 
receipt to benefit the current student body 

2. The bank reconciliation for June 2020 showed one
check totaling $5 which was outstanding for more
than six months. Outstanding checks over six months
should be followed up on to resolve or void.

Lost textbooks collections were not forwarded to the 
District office a s  of June 30, 2020. Any balance in the 
Lost Textbooks account must be sent to the District 
office at the end of the year for school s with 
textbooks purchased by the District. 

Robinswood Middle School 
Nicole Jefferson l 11 "'' ,,ll, J { ;. n A 

Jennifer Cupid -McCoy -l'o ,wl 
I 
' 

Management Response Responsible 
{corrective Action) Person 

(Name & Title) 
What needs to be done? Who needs to 

do it? 
In a normal year the Bookkeeper 
balance would have been 
reduce to a lower level, 
but with COVID-19 no 
student activity on campus 
for 4 months, and a large 
restitution amount to be 
sent to district, excessive 
funds will not be a 
problem in the future. 
This was an oversight and Bookkeeper 
check voided on last 
month's bank recon 

This was an oversight and Bookkeeper 
fund will be send to district 
office 

I,',/ ' rr; .N7-fVft'[,}A 1 

I 

Expected Outcome & completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
II-

09/2020 
Check sent to finance at the district office 
And check copy attached Ck#6118 

09/2020 
Void Check Proof Sheet attached 

09/2020 
Check sent to finance at the district office and 
check copy attached Ck#6119 

1 
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4. Monies collected from outside the main office

were not turned in to the school bookkeeper by the

following day for the following collection. All external

collections should be turned in to the bookkeeper by

the following day, regardless of amount.

Official Date of Date deposited 

receipt collection with bookkeeper 

number 
2148 December 5, 

2019 

December 9, 2019 

The following bank deposit was not deposited timely 
in the drop safe. School Board policy requires that all 
collections must be deposited within a drop safe or 

the depository the same day of collection. 

Official Date Official Deposit 

receipt deposited receipt date 
number with amount 

2148 

bookkeeper 
December 9, $9 

2019 
December 

12, 2019 

A request for fund raising activity form was not 

approved for the 1B Classes Donuts. A request for 

fund raising activity form should be prepared for all 

fund raising activities conducted by the school and 

must be approved by the principal prior to making 

any commitments. 

Sponsors/staff need to 
turn in the funds collected 
by the following day and 
all deposit s/b made timely 

Bookkeeper was out of the 
office and deposit was 
placed in the safe until I 
returned 

Sponsor has been 
refreshed on the 
instruction to complete 
fund raising activity form 
and pr incipal has signed 
off on the form not 
completed. 

Sponsors and 
Bookkeeper 

Bookkeeper 

Bookkeeper 

09/2020 
Internal accounting procedures reviewed during 
preplanning week. 

0.9/2020 

Bookkeeper will make sure a note is place on the 
monies collected deposits form when every absent 
in the future. 

09/2020 

Form has been signed off by Principal 
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Depc1rtment / School Name 

Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The requisition and purchase Going forward all requisition 
order form for the following and purchase order forms 
check was completed after the must be completed each time 
goods or services were an individual requests to 
purchased. A requisition and make a purchase and must be 
purchase order form must be approved prior to the 
completed each time an purchase. 
individual requests to make a 
purchase and must be 
approved by the principal prior 
to the purchase. 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Regina Brooks, 
Secretary/ 
Bookkeeper 

7 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

08/2020 

1 
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Departme_r,t / School Name 

Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) {Corrective Action) 

What is? What should be? What needs to be done? 

Check #5390 was not Complete a requisition and a 

supported by requisition and a purchase order form for the 

purchase order form for the Scholastic Book Fair to be 

Scholastic Book Fair. A approved by the principal 

requisition and purchase order before the books are 

must be completed per delivered to campus. 

individual request for a 

purchase and approved by the 

principal prior to purchase. 

Responsible Person 

(Name & Title) 

Who needs to do it? 

Ethel Harris 

� )'"--"t -\..:> ,-p •-"-. 
1y'"'---�-..., ;·; -....� r- •:, ..... -t

Expected Outcome & Completion Date 

What is the evidence of the corrective action? 

When will the action be completed? 

filJ:zi'
'"

'i,J . ,,·,d 
' ·, -�--� ; ·•·.•- ,,, . ,.,-

A completed requisition and purchase order form 

to be approved by the principal before a check is 

processed. 

1 
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Department/ School Name 
Administrator/ Department Head 
Cabine!_ Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Fundraisers and Admission A sales report is required for 
Events: A sales report was not each activity conducted and 

completed for the Classes must be signed by the 

chocolate sales fund raiser. Principal at the end of each 

school year. 

Extended Day: Purchases were Purchases from the extended 

made from the Extended Day day program should not be 

account for Healthy Habits made from the Internal 

Workshop refunds (and for gift Funds. 

cards.) 

Cash Receipts: The Penguin Only record in the Principal's 

Shop fund raiser was Discretionary account those 

conducted and did not proceeds that specifically 

advertise proceeds were to state that they are to be used 
benefit the Principal's at the principal's discretion. 

Discretionary account. 

Sally Ride Elementa_rv., 
Raquel Flores 
William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Event Sponsor and the 
Secretary/Bookkeeper 
will verify. 

Secretary/Bookkeeper. 

Secretary/Bookkeeper. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

09/2020: The next fund raising event request. 

09/2020: Debiting the extended day account was 
in error so in the future the debit account will be 
double verified before processing. 

*We did not purchase gift cards from our Extended
Day Internal Account but the word gift card was
referenced for funds that were refunded.

09/2020: We are allowed one fund raiser per 
school year to benefit the Principal's Discretionary 

fund so when that time comes we will make sure 
to advertise accordingly. 

1 
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Cash Disbursements: Check 

number 5878 for $79.99 was 

for the purchase of gift cards. 

*This check was actually made
out as a refund check to Linda
Van but the word gift card was
in the description.

Extended Day: Assignment and 

Accountability records were 

not completed properly for 
extended day subsidiary 

receipts. Some receipts noted 
as missing were not approved 
by the Principal. 

Do not purchase gift cards 

through Internal Accounts, 
ever. 

All subsidiary receipts need 

to be accounted for on an 
assignment and 

accountability record and 
inventoried at year-end. Any 
missing receipts should have 
an explanation attached and 
include the principal's 
signature. 

1

�___;iU-!l!f!lt1 

Secretary/Bookkeeper: 

Extended Day 
Coordinator. 

09/2020: Immediately. School Board policy 
specifically prohibits expenditures for gift cards 

through Internal Funds, unless specifically 
authorized by a donor. 

*This check was actually made out as a refund but
the word gift card was in the description.

09/23/2020: That same day as audit, this was 
corrected and will be followed going forward. 

2 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 
��-��--�--

partment / School Name 
ministrator / Dep_artment Head 

Cabinet Official/ Area Superintendent 

Exception Noted 
Finding/ recommendation) 
What is? What should be? 

J
t

129716 for $137.55 was 
tr nsferred from General 
in tead of Principars 

E
l

tended Day Collection were 
n t forwarded to district as of 
J ne 30, 2020 

Management Response 
(Corrective Action} 

What needs to be done? 

JE should be created moving 
$137.55 from Principal's 
Discretionary. 

Funds are supposed to be 
sent to the Cashier. Patti 
Schwartz will send extended 
day funds to Cashier. 

SAND LAKE.ES 
KATHLEEN PHILLIPS 
DR. LARSEN 

Responsible Person 

(Nam_e & Title) 
Who needs to do it? 

Funds need to be 
moved to correct 
account by Patti 
Schwartz­
Sec/Bookkeep_er 
Patti Schwartz will 
send extended day 
funds to Cashier 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
=-,� 

The action will be created as soon as we have 
enough funds for the transfer.

It will be sent to the Cashier on Friday 10/2/2020 
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Department/ School Name 
Administrator/ Department Head 
cabinet Official/ Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The balance of the Internal Funds need to be spent 
Funds, appears excessive as of during the current school 
June 30, 2020, relative to year. 
school's activity for the year. 
Monies should be utilized in 
the year of receipt to benefit 
the current student body. 

DR. PAMELA CRABB 
WILLIAM BOHN 

Responsible Person 
(Name & Title} 

Who needs to do it? 

Whoever collects 
money and does 
fundraisers need to 
buy items before the 
end of the school 
year. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

Immediately 

' . .

.: ; 
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Department/ School Name 
Administrator/ Department Head 
cabinet Official/ Area Sueerintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

1. Journal entry numbers Bookkeeper needs to make 
126341, 126342, and 126343 sure that the transfer is made 
for $1,922.36 was an improper using account that is for ALL 
multi fund transfer made from students the General account. 
the Life Skills class, Literacy
Department, and Yearbook
Residual accounts to the Safe
School Club account for a
purchases made for all
students. Purchases made out
of the Life Skills class, Literacy
Department and Safe School
Club should be for the benefit
of only those students.
2. Assignment and Bookkeeper needs to have the 
accountability records were not missing receipts put in writing 
completed properly. An an explanation as to what 
explanation was not provided happened to receipts and have 
for missing receipts. All Administrator review sign. 
subsidiary receipts need to be Attached to yearend report. 
accounted for on an assignment 
and accountability record and 
inventoried at year end. Any 

South Creek Middle Sch 

William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Bookkeeper 

Bookkeeper and 
Teacher 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MIIII/YYYY) 

Principal and Bookkeeper will research the fund 
type, and requirements/qualifications for that fund 
in order to ensure that we are in compliance before 
all purchases. We will use this process monthly. 

Principal will meet with the Bookkeeper monthly to 
ensure all receipts are accounted for or that there is 
an explanation for the missing receipts. If there are 
any missing receipts at the end of each month, the 
Bookkeeper will provide a written explanation which 
will require the principal's signature. 
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missing receipts should have an 
explanation attached and 
included the principal's 
signature. 

3. The following bank deposit
was not deposited timely in the
drop safe. School board policy
requires that all collections
must be deposited within a
drop safe or the depository the
same day of collection. OF
#4642 Dated Collected October
21, 2019 $6S.00 deposit date
October 23, 2019

4. Prior approval was not
obtained by the District office
for the Band Snap Raise
fundraiser conducted on line.
Any online fund raiser must be
approved in writing by the
District office prior to making
any commitments.

5. The ticket inventory report
was not completed properly for
all admission events. The
beginning inventory of tickets
were the same as the ending
inventory even though some of
these tickets were .noted as sold
on ticket sales reports. All

tickets must be accounted for

on a ticket inventory report.

If bookkeeper was absent that 
day a note on the monies 
·collected form should be
noted.

This was the Bookkeeper first 
time doing Online fundraiser 
and is now aware of the 
policies. 

Error on behalf of the 
bookkeeper who has been 
completing this form out in 
this matter for 9years and no 
auditor has explained or 
reported a finding prior. 

Bookkeeper 

Bookkeeper and 
Principal 

Bookkeeper 

Bookkeeper will make sure that each bank deposit is 
deposited daily. We will create a bank deposit 
accountability/signature sheet to ensure that this 
will not occur again. The principal will review this 
accountability form daily. 

Bookkeeper now understands the policy for online 
fundraiser. The bookkeeper and principal will review 

the district office policies on online fundraisers 
monthly. 

Bookkeeper now understands the process for 
properly tracking tickets on the ticket inventory 
report. The bookkeeper and principal will review the 
inventory reports as needed. 
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6. The requisition and purchase
order form for the following
check was completed after the
goods or services were
purchased. A requisition and
purchase order form must be
completed each time an
individual requests to make a
purchase and must be approved
by the principal prior to the

purchase. Ck#6696 Ck. Amt
$2,042.78 Dated approval July
31, 2019 date of purchase July
23, 2019.

7. check number 6714 was
written for $5,314.73, but the
vendor invoice was for
$5,155.42. In addition, check

number 6736 was written for
$5,131.13, but the purchase

was made up of several invoices
that totaled $4,589.00. We
were unable to tell if all invoices
were proved for check 6736. In
both of these cases, the check
amount was paid off of a quote
amount. All disbursement
should be properly supported
and agree with the underlying
documentation.

Bookkeeper will make sure Bookkeeper 
that the PO is approved prior 
to the purchases. Not after the 
fact. 

Bookkeeper will wait on Bookkeeper 
invoices before issuing a check 
to vendor. Will not use the 
quote to issue a check. 

·3_1•. 

Bookkeep will ensure that all requisition and 
purchase order forms are completed and approved 
prior to all purchases. The principal will be made 
aware of all requisition and purchase orders daily. 

Bookkeeper will wait on invoices from vendors and 
not use quotes to issue checks to vendors. Principal 

will meet with bookkeeper regularly to issue that 
this does not occur again. 
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II AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 

Department/ School Name 
Administrator /_Department Head 
Cabinet Official / Area Su_1>_erintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Internal Funds balance appears Monies should be utilized in 
excessive. Due to Covid-19 the year it was collected. 
shutdown internal funds were 
not spent as planned 

Monies collected from outside Teachers are frequently 
main office were not turned in reminded to turn in their 
to the bookkeeper the money the same day or 
following day. following day. 

Teacher did not provide a Teachers are reminded of the 
quote nor open a purchase proper procedure to purchase 
order prior to receiving the goods and services 
service. 

Year-end inventory was not P.E. Dept will be reminded of 
completed for the P.E. the required inventory 
department t-shirts & shorts. 
Due to Covid-19 P.E. staff did 
not return until Aug. Dept head 
was reminded about inventory 

--------

Southwest Middle 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Account Managers 
and Bookkeeper 

Teacher and 
Bookkeeper 

Teacher and 
Bookkeeper 

Teacher and 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

Lb'.§f'�o� 
Funds spent by the end of fiscal year. Lower 
internal account balance. 

Money will turned in by the end of the school day 
or next day. 

Teacher(s) will follow proper procedures when 
requesting goods and/or services 

Inventory of P.E. shirts and shorts will be 
completed by year end. 
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Department/ School Name 

Administrator/ Department Head 
cabinet Official/ Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Subsidiary receipts were not in Subsidiary receipts should be 
sequential order. kept in sequential order to 

provide an appropriate audit 
trail and inventoried at year 
end. 

The following cash receipt (3069) Cash receipts should be 
collected for classroom activity properly classified and 
fee was posted to the field trip recorded in the proper 
account. account. 

SunRidge Elementary 

Doug Farley 

Dr. Jennifer Cupid-Mccoy , ,, � ,,� i .1.r./ ,,,� 
Ill ,dl,r I 

. 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Talaya Ezell 
(Bookkeeper) 

Talaya Ezell 
(Bookkeeper) 

;.• . . 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

�, 
Action Completed 09/2020. 2019-20 have been put 
into sequential order and 2020-21 current receipts 
have been placed in sequential order. 

Action completed 09/2020. Funds that were 
posted into the field trip account were transferred 
into the classroom activity account. 

�)-r; I j ' 

� Fo-r'� 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: ________ _ 

Department/ School Name 

Administrator / Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Official Receipt 862 and 900 Official Receipt number, 
did not indicate the total cash subsidiary receipt numbers, 
collected and the total check total cash collected and total 
collected. check collected and dates 

that correspond to the 
amounts collected and 
deposited should be listed on 
the monies collected form 
and signed by the 
bookkeeper to provide an 
accurate audit trail. 

Request for fund raising A request for fund raising 
activity forms were not activity form should be 
completed for art department prepared for all fund raising 
fund raising activities. In activities conducted by the 
addition, sales report were not school and must be approved 
completed for the fund raisers by the principal prior any 

commitment. 
A sales report is required for 
each sales activity conducted 
and must be signed by the 
principal. 

Tangelo Park Element 

Lakeitha Black 

Dr. James Larse 

Responsible Person 

(Name & Title) 

Who needs to do it? 

Deandra Roberts 
Secretary /Bookkeeper 

Deandra Roberts 
Secretary /Bookkeeper 

Expected Outcome & Completion Date 

What is the evidence of the corrective action? 

When will the action be completed? 

(MM/YYYY) 

Immediate and ongoing; 

Official receipts will indicate the total amount of 
cash and total amount of checks collected 

Immediate and ongoing; 

The request for fund raising activity will be 
prepared and completed. 
Every fund raiser will have a sales report attached, 
signed by the principal. 
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AuDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 

Check number 5564 only All Checks written by the 

included the principal's school must be signed by two 

signature individuals. 

Diondra Roberts 

Secretary /Bookkeeper 

Lakeitha Black 

Principal 

----------

Immediate and ongoing; 

All checks will be signed by two individuals 

2 
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Department/ School Name 

Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted 
(Finding/ recommendation) 

What is? What should be? 

The balance of the Internal Funds appears 
excessive as of June 30, 2020 relative to the 

school's activity for the year. 

Assignment and accountability records were 

not completed properly. Missing receipts 
were noted and had an explanation attached, 
however, the report did not include the 
principal's signature. 

The requisition and purchase order form for 
the following check was completed after the 
goods and services were purchased. 

Check Amount Date of Date of 
Number Approval Purchase 

6742 $436.00 Aug. 1, June 13, 
2019 2019 

Management 
Response 

(Corrective Action) 

What needs to be 

done? 

Monies should be 
utilized in the year of 
receipt to benefit the 
current student body. 

All assignment and 
accountability records 
need to be completed 
properly and in order. 

A requisition and 
purchase order form 
must be completed 
each time an individual 
requests to make a 
purchase and must be 
approved by the 
principal prior to the 
purchase 

Thornebrooke Elementary - ; 

Christopher Daniels rv /, A A./ I,/[ '/ 
Jennifer Cupid-McCoy- ·"'" • • • ,. _/ /'; ,, A 

Responsible Person 
{Name & Title) 

Who needs to do 

it? 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

G I I 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

fMiigi 

The excessive balance were attributed to the 
closing of school in March. Account balances 
were given to the teachers in August so that 
funds could be used and balances lowered. 
08/2020 

Immediately. Records were not completed 
properly prior to October of 2019. New 

Bookkeeper will ensure that all assignment and 
accountability records are completed properly 
and any missing receipts would include and 
explanation and signature from the principal. 
07/2020 
Immediately. New Bookkeeper will ensure that 
ALL Requisition and Purchase Order requests are 
completed and approved by the principal prior to 
goods being purchased or payments completed. 

08/2020 

1 
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The requisition and purchase order forms for 

the following checks were not completed or 

signed by the principal'. 
Check Check Date Check 
Number Amount 

6822 January 30, $11,307.00 
2020 

6846 April 29, $455.70 
2020 

A purchase order register was not completed 
in its entirety. 

A requisition and 
purchase order form 
must be completed 
each time an individual 
requests to make a 
purchase and must be 
approved by the 
principal prior to the 
purchase. 

School Board policy 
requires that a 
purchase order register 
be maintained to 
record all approved 
purchases. This will 
facilitate accurate 
reporting of accounts 
payable. 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Immediately. New Bookkeeper will ensure ALL 
Purchase Orders and Requisitions are approved 
and signed by the principal prior to goods being 
purchased or payments completed. 

08/2020 

Immediately. New Bookkeeper has already been 
initiated for the 2020-2021 fiscal year and will be 
completed. 

07/2020 
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AUDITRESPONSE MATRIX . FISCAL PERIOD ORAUDITDATE: AUGUST20, 2020

Department L School Name 
Administrator L Dep_artment Head 
Cabin et Official L Ar_ea Superintendent 

Exception Noted 
(Finding/ recommendation! 

What ls? What should be? 

1. Lost textbooks collections
were not forwarded to the
District office as of June 30,
2020. Any balance in the Lost
Textbooks account must be
sent to the District office at
the end of the year for
schools with textbooks
purchased by the District.
WP2200

2. Check number 6173 for
$453.15 was an improper
expenditure made from the
General account for a staff
breakfast .. All expenditures
from the General account
should be for the benefit of
the entire student body.
WP2201

Management 
Response 

(Corrective Action) 
What needs to be 

done? 

Move $ 9.35 balance 
(6507.000) to the 
district office. 

All expenditures from 
the General account 
should be for the 
benefit ofthe entire 
student body is 
noted. 

Tildenville Elementary 
Agathe Alvarez, Principal 
Jennifer Cupid - McCoy 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

IMM/Vrrt'I 

Immediately.· New Bookkeeper will write check for 
$ 9.35 (balance in lost textbook fund) and will be 
submitted to District Office. Newly hired 
Bookkeeper is opening a new bank account with 
Iberia Bank (not a signer on a bank account as of 
date of audit). Completion by 10/2020 

Immediately. New Bookkeeper will ensure 
expenditures from general account are only for the 
entire student body. 08/2020 

1 
OCPS02741nt 

Tildenville Elementary 



m 
� 

AUDIT RESPONSE MATRIX FISCALPERIOD OR AU[)IT DATE: AUGUST 20, 2020 

3. The attendance rosters for

the extended day program

for the months of September,
October, November and

January were not made
available for audit. All

attendance rosters should be

completed and signed to

evidence that the

information provided is true
and accurate.

4. The unused Wells Fargo

check cannot be located.

The school has a new

bookkeeper that began in

July 2020. The last known

check number used and

cleared the bank is #6377.
WP2200

5. T_he balance of $(62.18) in the

Extended Day account as of
June 30, 2020 is negative.

Accounts should not have a

negative balance at year end,

and funds from another

FY21- Tildenville 
Elementary moved 
from Extended Day to 
Champions 
before/after school 
program. Outsourced 
program. 

Checks have been 
located as of 
08/28/2020. 

Correction: Balance is 
$(36.00). Extended Day 
is providing an ACH 
Deposit. 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Immediately. Extended Day Program is no longer 
utilized, effective FY21, 07 /2020 

Immediately. Checks have been located, are in the 
process of opening a new account with an OCPS 
approved bank, Iberia. 09/2020 

Immediately. Extended Day Program provided 
confirmation that funds should be in account by 
09/04/2020. 

2 
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IS AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: AUGUST2b, 2020 

accounts such as Principal 

Discretionary should have 

been transferred to cover the 

shortfall. 

WP2200 

6. The bank reconciliation for

June 2020 does not reconcile

to the books. There is a

negative deposit in transit.
Further investigation needs

to occur to determine the

source of the reconciling

item{s).
WP2200

7. Journal entry number 128979

for $1,317 was an improper

transfer made from the

New Bookkeeper is 
working with Mary 
(Jackie) Swinton­
Matthews, Internal 
Accounts Specialist, for 
assista nee with 
reconciliation. 

All expenditures from 

the General account 

should be for the 

General account to the Cash

I
benefit of the entire 

account. · There was no student body is noted. 

journal entry proof sheet

completed, and no

explanation for the transfer.

All expenditures from the

General account should be

for the benefit of the entire
student body.

WP 2200

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Immediately. New Bookkeeper is reviewing with 

Internal Funds Trainer, Mary (Jackie) Swinton -
Matthews, as. Completion by October 2020. 

Immediately. New Bookkeeper will ensure 
expenditures from general account are only for the 
entire student body. 07 /2020 
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AUDIT RESPONSE MATRIX FISCAL PERIOD oli AUD it bATE:i AUGlJST 26, 2620 ·· 

8. Cash Receipts: Deposit slips
were not numbered. School
Board policy requires that all
deposit slips be manually
numbered in sequential
order as they are utilized.
WP 2201

9. Fundraisers & admission
events: A sales report was not
completed for the sales of
Texas Roadhouse meals for a
fundraiser. A sales report is
required for each sal es
activity conducted and must
be signed by the principal.
WP 2201

10. Extended day: The extended
day program had large
balances owed from students
at year-end. Such excessive
accounts receivable could
adversely affect the 
operation 
extended 
WP2201 

of the school's 
day program. 

School Board policy 
requires that all 
deposit slips be 
manually numbered 
in sequential order as 
they are utilized is 
noted and will be 
imp_lemented FY21. 
A sales report is 
required for each 
sales activity 
conducted and must 
be signed by the 
principal is noted. 
This practice wiil be 
applied in FY21. 

FY21- Tildenville 
Elementary moved 
from Extended Day to 
Champions 
before/after school 
program. 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Principal, 
Bookkeeper 

Immediately. New Bookkeeper will number 
deposit slips. Effective 08/2020 

Immediately. New Bookkeeper will create sales 
reports for fundraisers & admission events. 
Principal will sign each report. 08/2020 

Immediately. Extended Day Program is no longer 
utilized, effective FY21. 07 /2020 

4 
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AUDIT RESPONSE MATRIX    FISCAL PERIOD OR AUDIT DATE: 2019-2020 (11/13/2020) 

Department / School Name  Timber Creek High School 
Administrator / Department Head Dr. Kelly Paduano 
Cabinet Official / Area Superintendent Dr. Harold Border 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? What needs to be done? Who needs to do it? When will the action be completed? 
(MM/YYYY) 

1. Fund raising activities
must be for a specific purpose, 
must have specific beginning 
and closing date, and are 
subject to Principal approval 
and oversight. Several band 
fund raisers occurred that 
lasted the entire school year 
without a specific objective.

A more specific beginning and 
closing date will be noted on 
the fundraiser forms.  

Sponsor and 
Bookkeeper 

Immediately will reinforce the importance of 
having specific information on fundraiser forms. 
11/2020 

2. The sales report for the 
Band blanket fundraiser 
disclosed a loss in inventory or 
sales potential of $615.00 or 
19%. An explanation for this 
loss was not attached to the 
sales report. Sales reports 
should be completed in their 
entirety and must be signed by 
the principal.

If there is a loss of inventory 
on a fundraiser sales report, 
an explanation needs to be 
attached and signed by the 
Principal. 

Sponsor and 
Bookkeeper 

Email was sent to the sponsor for the fundraiser 
loss of inventory, stating the importance of an 
explanation for loss of inventory. 
Correction action was taken on 11/13/2020 

11/19/2020
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AUDIT RESPONSE MATRIX                                                    FISCAL PERIOD OR AUDIT DATE: 2019-2020 (11/13/2020) 

A ticket sales report and ticket 
inventory report were not 
completed for the 
Homecoming dance. A ticket 
sales report, indicating the 
color and numerical sequence 
of tickets sold and the official 
receipt number, must be 
completed for each admission 
event and be signed by the 
ticket manager and the 
bookkeeper. All tickets must be 
accounted for on a ticket 
inventory report. 

A ticket sales report and 
inventory were completed but 
not on the approved OCPS 
ticket and sales report form. 

Sponsor and 
Bookkeeper 

Sponsor was informed that the ticket sales and 
inventory report must be on the approved OCPS 
ticket form. 
On 11/13/2020 Bookkeeper had a conversation 
with the sponsor and shown the correct form to 
complete in the future. 
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Department/ School Name Timber Springs Middle School 
Administrator/ Department Head Dr. Eric Cantrell 
Cabinet Official L Area Sup_erintendent Dr. Bradshaw 

Exception Noted Management Response 
(Finding/ recommendation) · (Corrective Action)
What is? What should be? What needs to be done? 

Delayed deposits to the This finding was from the 
bookkeeper/deposits are to be previous bookkeeper, part of 
turned into the bookkeeper no our corrective action was re-
later than the next business hiring for this position. We 
day. No money shall be held by provided Internal Accounts 
staff members Procedures training during 

preplanning (2020) training 
will be ongoing and 
situational 

Property (Fixed Assets) This finding was from the 
Purchases: A Prop-2 was not previous bookkeeper, as 
prepared for a vibraphone soon as the auditor brought it 
totaling $2,109.99 to my attention a Prop-2 was 

completed. Moving forward, I 
will ensure a Prop-2 form is 
completed any equipment 
over $1000.00 per unit. 

Concession Resale Activity, no Again, this finding was from 
DOR account to remit sales tax the previous bookkeeper. As 

soon as the auditor pointed 
this out, we both sat down 
and created a DOR for TSMS. 

... 'ii1�.---ffi�i1i!i��t:,;�i�ei:i�iri��eif}jg��µ. ii�1ii�1>�t����t�� 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Bookkeeper/Principal 

Bookkeeper/Principal 

Bookkeeper /Pri nci pa I 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

�ffiMi 
This will be an ongoing activity. 

This will also be an ongoing activity. 

Ongoing and will be monitored closely 
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Staff Reimbursements- 6 
reimbursements to Athletic 
Director totaling $4,391.60 

Inadequate Documentation, 
We were able to provide what 
the district viewed as a 
contract, however, a detailed 
receipt for the evening of the 
staff Christmas party was not 
obtained. There was also 
discrepancy regarding dates of 
approval and whose signature 
was required. 

This was supposed to be 
established when the school 
opened. From this point 
forward, I have asked all staff 
purchasing resale items to 
pay the vendor the tax 
upfront. 
This finding was from the 
previous bookkeeper, moving 
forward, I will be reimbursing 
vendors as a rule and 
employees as a unique 
exception. This has been 
communicated to staff and it 
was part of the preplanning 
training 
This finding Is from the 
previous bookkeeper. 
Moving forward we will 
ensure proper documentation 
is in place, along with cutting 
a check to the vendor as 
opposed to reimbursing an 
employee. 

Bookkeeper/Principa I 

Bookkeeper/Principal 

Ongoing activity that needs to be monitored and 
explained to staff. 

Ongoing activity that will be monitored by the new 
bookkeeper to ensure proper procedure is 
followed. 
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De_!)_artment / School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Cash Receipts: Supporting documentation, 
1. The following official such as a remittance advice, 

receipts did not detailed monies collected 
include proper form, or a subsidiary receipt, 
supporting should accompany all official 
documentation. receipts. 
2261

2291

Cash Receipts: All subsidiary receipts need to 
2. Assignment and be accounted for on an 

accountability records assignment and 
were not completed. accountability record and 

inventory at yearend. Any 
missing receipt should have 
an explanation attached and 
include the principal's 
signature. 

Ashlynn Ramirez 
Lei�h Ann Bradshaw 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Sheila Reyes 
Quinones 
School 
Secretary/Bookkeeper 

Ashlynn Ramirez 
School Principal 

Sheila Reyes 
Quinones 
School 
Secretary/Bookkeeper 

Ashlynn Ramirez 
School Principal 

" Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
IIMM/yyyyj 

Ms. Sheila Reyes will create a log for the receipts in 
order to ensure that all documentation be provide. 
Also will create a document with the specific 
documentation needed to support the receipts to 
be given to the teachers. She will give this 
document to staff in October meeting. 

' 

Teachers will be informed and given a document 
with the expectations of the process for subsidiary 
receipts during the grade level meetings in 
October. Teachers will sign a document sign the 
document to ensure they understand the 
expectation. 

--

Ms. Reyes will set a monthly reminder to have 
teachers bring their receipt books to her for 
review. 

Ms. Ramirez will review the letter and sign. Ms. 
Ramirez will document when receipts are missing 

1 
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AUDIT RESPONSE MATRIX FISCAL PEl{IOD(JR,11.UJ.DllllJDA!E' --
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Cash Disbursements: School Board requires that a 
3. A purchase order purchase order register must 

register could not be be maintained to record all 
located. approved purchases. 

Cash Disbursement: All checks written by the 
4. The check 5471 only school must be signed by two 

included the individuals. 
bookkeeper's
signature.

Sheila Reyes 
Quinones, Sheila M. 
School 
Secretary/Bookkeeper 
Ashlynn Ramirez 
School Principal 
Sheila Reyes 
Quinones 
School 
Secretary/Bookkeeper 

Ashlyn Ramirez 
School Principal 

and put a plan in place for the teacher if continues 
. to happen. 

. 

Ms. Sheila Reyes will keep record of the approved 
purchase in the county purchase order document. 
She will keep track of each purchase order in that 
document. A calendar reminder will be set up to 
revised all purchase orders every two weeks, 
starting in August. 
Ms. Sheila Reyes will .prepare checks one day at a 
week to ensure she is able to get the Principal's 
signature. Starting on September, she will set up a 
reminder every week to do the checks and have 
them sign. 
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Department L School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

. Exception Noted 
(Finding/ recommendation) 
What is? What should be? 

Bank interest/credit journal 
entry number 130458 dated 
May 26, 2020, depositing$ 
46.48 from the Staff Vending 
Machine account was not 
supported by a bank 
interest/other credit journal 
entry proof sheet 
Official receipt 1982: A copy of 
deposit slip could not be 
located. 

Assignment and accountability 
were not completed 

Management Response 
(Corrective Action} 

What needs to be done? 

A bank Interest/other credit 
journal entry proof sheet 
should be signed by the 
principal authorizing the 
deposit of fund. A copy of this 
report should be retained in 
the internal funds file for 
auditing purposes. 
Supporting documentation, 
such as a remittance advice, a 
detailed monies collected 
form, a subsidiary receipt and 
copy of the deposit slips, 
should accompany all official 
receipts. 
All subsidiary receipts need to 
be accounted for on an 
assignment and accountability 
record inventoried at year­
end 

Ventura ES 
Dr, Ana M. Gonzalez 
Mr. William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Tirsa Melendez­
Moulier/Secretary­
Bookkeeper. 

Dr.AnaM. 
Gonzalez/ Principal 

Tirsa Melendez­
Moulier 

Tirsa Melendez­
Moulier 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be comp_leted? 

Immediate and ongoing; 
Journal entry proof sheet will be sign by the 
principal authorizing the deposit of funds. 

Al the deposit receipts shall be made in the number 
of copies necessary to meet the approved 
accounting procedures 

Any missing receipts should have an explanation 
attached and include the principal's signature 
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The requisition and purchase A requisition and purchase 
order form for check #5761 order form must be 
was completed after the completed priorany 
purchased. individual request to make a 

purchase and must be 
approved by the principal 
prior the purchase. 

Tirsa Melendez-
Moulier 

Each time an individual request to make a purchase 
must be prior to the purchase and approved by the 
principal. 

� 

vfy 
tt((I(� 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official/ Area Superintende_llt_ 

Exception Noted Management Response 
' · (Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

A sales report needs to be A sales report needs to be 
completed for each fundraiser completed. 

event. There was one incident. Bookkeeper will follow 

through. 

A ticket sales report needs to A ticket sales reports needs to 
be completed for each event be completed. 
selling tickets. There was one Bookkeeper will follow 
incident. through. 

A requisition and purchase All purchases must have a PO 

order form must be completed requested priorto purchasing. 
for each check and purchase In the future, it will be 

prior to the purchase. There cancelled. 

was one incident. 

Walker Middle Sch 

William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Department hosting 

the fundraiser. 
Rebecca Watson 

Wanda Anderson 

Department hosting 
the event. 
Rebecca Watson 

Wanda Anders 

Athletic Director 

Patty Knowles 

Wanda Anderson 
Rebecca Watson 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

!llllllll/Y¥VVI
Ongoing 

Ongoing 

No further purchases will be authorized until 

documentation is completed; and any purchases 
made prior to the PO will be cancelled. 
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AUDIT RESPONSE MATRIX FISCAL PERIOD: __ 2019 • 2020 __ 

DEPARTMENT/SCHOOL: Washington Shores Elementary 

ADMINISTRATOR/PRINCIPAL: 
DEPARTMENT HEAD/AREA SUPERINTENDENT: 

Dr. Nathaniel Stephens 
Dr. Cupid McCoy 

Exception Noted Management Response Resoonsible Person Outcome Timeline 
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed? 

What is the evidence of 
completion? 

Funds of$175.00 were transferred Loaned funds cannot be returned Bookkeeper 9/2020: Bookkeeper will ensure all 
into the Principal' s Discretionary back into the Principal' s account deposits to the Principals 
account from the Fourth Grade unless approval is received from Discretionary account will have 
Field Trip account. The only Internal Accounting. supporting documentation and/or 
receipts to be reco�ded in the approval from Internal 
Principal's Discretionary account Accounting. 
are those donations that 
specifically state that they are to
be used at the principal' s 
discretion 

IA092010 OCPS1055INA (Revised 9/2010) 
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De_!l.artment l School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

Check number 38 for Not use General accounts 
$1,119.90 included a portion funds to cover for 
of an improper expenditure, expenditures from other 
$186.90, made from the accounts. 
General account for select 
students. All expenditures 
from the General account 
should be for the benefit of 
the entire student body. 

Water Spring ES 
Amy Klaber/ Principal 
Dr. CUpid-McCoy 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Glorisela Adorno 
Secretary/Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
IMM/YYYYj 

This will be in place for this school from now on. 
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Department / School Name 
Administrator/ Department Head 
Cabinet Official L Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

The balance of the internal Monies will be utilized in the 
Funds appears excessive as of year of receipt to benefit the 
June 30, 2020 relative to the current student body. 
school's activity for the year. 
Monies should be utilized in 
the year of receipt to benefit 
the current student body. 

Waterford Elementary School 
Danielle Arbelaez-Willis 
Leigh Ann Bradshaw 

Responsible Person 
(Name & Trtle) 

Who needs to do it? 

Christine lindine, 
Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corTective action? 

When will the action be completed?.
ii[ '"" 

Starting immediately 
08/2020-05/2021 
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�epartment / School Name 
Administrator/ Department Head 
Cabinet Official / Area Superintendent

Exception Noted 
(Finding/ recommendation)
What is? What should be? 

Management Response
{Corrective Action)

What needs to be done? 

Reimbursements in Excess of The bookkeeper will ensure
$750 Requires Area any reimbursements over 
Superintendent Approval $750 will have the principal's
One employee received four
reimbursements in excess of
$750 without the Area
Superintendent's approval. Per
the Internal Accounts
Handbook, any reimbursement
in excess of $750 at the high
school level requires the Area
Superintendent's approval.

Purchase from Unauthorized
Vendor 
A purchase was made from an
unauthorized vendor via a
reimbursement to the Family
and Consumer Science
Instructor. Either the vendor
could have registered on the
district web site to become an
authorized OCPS vendor, or

and Area S_uperintendents
approval.

The bookkeeper will remind
anyone who will be 
reimbursed that they must
use authorized vendors.

Wekiva High School 
Tamara Baker-Drayton
Harold Border

��
10/09/2020 

Responsible Person
(Name & Title)

Expected Outcome & Completion Date 

What is the evidence of the corrective action? I 
Who needs to do it? When will the action be completed? 

(MM/YYYY) 

Bookkeeper

Bookkeeper

This will begin immediately 10/2020

This will begin immediately 10/2020 7
I

" __ , _______________________ __, 

1
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: _______ _

Department / School Name 

Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Monies collected from outside An email has been sent to the 

the main office were not staff member regarding 

turned in to the school money being held. This will 
bookkeeper by the following be followed up with an in 

day. All external collections person reminder. 

should be turned in to the 

bookkeeper by the following 

day, regardless of amount. 

X 

West Orange High School 

Matthew Turner 

Harold Border 

Responsible Person 

(Name & Title) 

Who needs to do it? 

Melanie Goodman-

Smith- Instructional 

l'll(_..1,____-

-�,dt:
09/01/2020 

Expected Outcome & Completion Date 

What is the evidence of the corrective action? 

When will the action be completed? 

(08/2020) 

Evidence of corrective action and reminder email 

regarding turning in money. 8/20 

1 
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Department/ School Name 
Administrator/ Department Head 
Cabinet Official / Area Su�erintendent 

Exception Noted 
{Finding/ recommendation) 
What is? What should be? 

1) The requisition and
purchase order form(s)
for the following
check(s) was (were)
completed after the
goods or services were
purchased. A
requisition and
purchase order form
must be competed
each time an individual
requests to make a
purchase and must be
approved by the
principal prior to the
purchase.

2) State sales tax was not
calculated and
remitted to the Florida
Department of
Revenue for band
fundraiser and
carnations fund raiser

Management Response 
(Corrective Action) 

What needs to be done? 

1) Teachers need to turn
in a copy of their final
payment receipt
showing date of after
product being
received.

2) Retrain the people
doing fundraisers to
pay the sales tax up
front to vendor.

Westridge Middle School. 
Dennis Gonzalez /� 

- -

' 

Dr. James Larsen r 

Responsible Person 
(Name & Title) 

Who needs to do it? . 

1) Teacher and
bookkeeper

2. Sally
Quirello,
Bookkeeper
needs to
retrain
Angel
Santiago

< ,, -

� 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the corrective action take place? 
(09/2020)1 

1) I've received the Payment receipt for the
check 6155 showing date of Nov 8, 2019 as
to when payment was made.

2. Pay sales tax to the Florida Department of
Revenue.

1 
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totaling $5,425 and 
$282.61 respectively. 
The Internal Accounts 
Handbook states that 
sales tax is computed 
on gross taxable sales 
and remitted to the 
Florida Department of 
Revenue for concession 
sales. 

3. The ticket sales report
was not
mathematically
correct.

(Band 

director) 
and Vanessa 
Butler 
(Guidance 
Counselor) 
about how 
to handle 
fundraisers 
showing 
payment of 
all sales 
taxes being 
paid up 
front. 

3.Be sure to check all addition 3.Fixed form. 3.Has been handled.

2 
OCPS02741nt 



Exception Noted Management Response 
(Findin� / recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

I. The requisition and • A requisition and purchase
purchase order forms order form must be completed
for the following and approved by the Senior
checks were completed Director prior to purchase.
after the goods or
services were
purchased. A
requisition and
purchase order form
must be completed each
time an individual
requests to make a
purchase and must be
approved by the
principal prior to the
purchase.

C stat Davidson 

Melanie Stefanowicz 

Responsible Person 
(Name & Title) 

Who needs to do it? 

• Bookkeeper
• Business Manager
• Business Office
Administrator
• Senior Director

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
lMM/YYYY) 

• This action began immediately following the
20 I 9-2020 school year audit on I 0/2020.
• All requisition and purchase order forms will be
completed and approved prior to purchasing items.

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 9/17 /2020 __ _ 

Department/ School Name 

Administrator/ Department Head 
cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

A fundraiser was held without A fundraiser approval form 

approval or a sales report must be signed by the 

completed. principal and a sales report 
needs to be completed. 

T-shirts were purchased and Taxes will be paid to vendor 
tax was not charged. when an item is purchased for 

resale. 

Wetherbee Elementary 

Kristy Logue 
William Bohn 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Terry Guest 

Secretary 

Terry Guest 

Secretary 

I � 

//-/ - / / .,,_, / 

r 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYV) 

All fundraisers will be approved by the principal 

and a sales report will be completed. 9/2020 

Taxes will be paid to vendor. If not able to pay the 

vendor then taxes will be charged and paid to the 
Dept. of Revenue. 9/2020 

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 2()19-2020 

Department/ School Name 

Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted Management Response 

(Finding/ recommendation) (Corrective Action) 

What is? What should be? What needs to be done? 

Check number 5685 for If items are needed, I will 

$278.08 was an improper create a check to an authorize 

expenditure made to the vendor and not use my own 

bookkeeper for breakfast and monies for the purchase to be 

lunch data meeting reimbursed later. I ensure this 

reimbursement. The School will not happen again. 

Board Prohibits 

reimbursements to the 

bookkeepers. 

Phillis Wheatley Elem 

lukeshia J. Miller, Principal 

Dr. Tashanda Brown-Canno, 

Responsible Person 

(Name & Title) 

Who needs to do it? 

Jessica Perez Perez, 

Secretary/ Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 

:(MM/YYYY} 

It will reflect in the 2020-2021 audit.

-

1 
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Department/ School Name 

Administrator/ Department Head 

Cabinet Official/ Area Superintendent 

Exception Noted 
(Finding/ recommendation) 
What is? What should be? 

There was a balance of $300.00 in the change 
funds account as of June 30, 2020. In addition, the 
change fund for the Band account totaling 
$1,000.00 was not returned by June 30, 2020. 
School Board policy requires change funds to be 
closed annually prior to June 30th. 

Digital Devices collections were not forwarded to 
the District office as of June 30, 2020. Any balance 
in the Digital Devices account must be sent to the 
District office at the end of the year. 

Assignment and accountability records were not 
completed properly. The records did not include 
all utilized subsidiary receipts. In addition, not 
every sheet was signed by the bookkeeper. All 
assignment and accountability records should be 
signed by the person responsible for maintaining 
the records. All subsidiary receipts need to be 
accounted for on an assignment and 
accountability record and inventoried at year-end. 
Any missing receipts should have an explanation 
attached and include the principal's signature. 

Windermere High School 

Douglas Guthrie /7�;,_L _ __.
Dr.Border /V' 

. 

{OY� 11/06/2020 

Management Response Responsible 
(Corrective Action) Person 

What needs to be done? (Name & Title) 
Who needs to do 

it? 
The change funds should be Kelly Williams, 
deposited at the end of the Media specialist 
fisca I year. and Latonia 

Pringle, Internal 
bookkeeper. 

Digital Devices should be Latonia Pringle, 
forwarded to the central Internal 
cashier at the end of the Bookkeeper 
fiscal year. 

The Assignment and Latonia Pringle, 

Accountability record Internal 

should be completed in Bookkeeper 

its entirety. 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

The change fund currently being used in the media 
center. At the end of the 20-21 fiscal year, the 
$300.00 change fund will be redeposited and 
marked changed fund. All change funds will be 
clearly_ marked and deposited by 
June 30, 2020. It should not be included along with 
any sales. 

The amount ($1390.00-ck# 4191) collected for 
Digital Devices was forwarded to the central 
cashier/district office. The flag was for the residual 
amount from previous years. The entire amount 
deposited in the Digital Devices account will be 
forwarded to the district by June 30, 2020. 

The Assignment and Accountability record for 

the 2020-21 school year will be completed 

according to policy. This past year, the AAR 

was completed on 3 separate sheets by series 

number and one was not signed. The AAR will 

be maintained on one sheet moving forward. 

1 
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IS AUDIT RESPONSE M.4TRIX FISCAL PERIOD OR AUDIT D1\TE: �2019-2020��-----

Department/ School Name 
Administrator/ Department Head 

Cabinet Official / Area Superintendent 

Winegard Elementary 

Meigan Rivera \ ,'j � 1./\ , a ,.. • 

William Bohn 

. 

1 
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Department / School Name 

Administrator/ Department Head 

cabinet Official / Area Superintendent 

Exception Noted Management Response 
(Finding/ recommendation) (Corrective Action) 
What is? What should be? What needs to be done? 

#1. The school utilized three third- Uncertain. WPHS has been utilizing 

party credit cards during the year. this practice for many years. 

Schools are not permitted to enter 

into credit agreements. 

#2. Monies collected from outside the As noted on exception #3 below, this 

main office were not turned in to the activity was done by students 

school bookkeeper by the following without the knowledge and/or 

day for officia I receipt #20988. All approval of administration or the 

external collections should be turned club sponsor. Therefore making it 

in to the bookkeeper by the following impossible for monitoring for timely 

day regardless of amount. collections. 

#3. The request for fund raising Exception #2 and #3 are the same 

activity form for the HOSA Candy activity. That being the case, 

Gram fund raiser was not completed. management response is the same. 

A request for fund raising activity form 

should be prepared for all fund raising 

activities conducted by the school and 

must be approved by the Principal 

prior to making any commitments. 

Internal Accounts/Winter Park High School 

Matthew Arnold, Principal 

Responsible Person 
(Name & Title) 

Who needs to do it? 

Finance Managers 

Matthew Arnold, 

Principal 

Jill Dunn, Bookkeeper 

Matthew Arnold, 

Principal 

Jill Dunn, Bookkeeper 

Expected Outcome & Completion Date 
What is the evidence of the corrective action? 

When will the action be completed? 
(MM/YYYY) 

···-

Timeline is unknown. Evidence: Clarification of policy 

implementation prior to the fiscal year. 

As in this situation, once the activity was discovered, an 

investigation was performed with the accompanying 

documentation produced. 

As in this situation, once the activity was discovered, an 

investigation was performed with the accompanying 

documentation produced. 

----

1 
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AUDIT RESPONSE MATRIX FISCAL PERIOD: 2019-2020 

DEPARTMENT/SCHOOL: WYNDHAM LAKES ELEI ENJARY 

ADMINISTRATOR/PRINCIPAL: MARGARITA E. ZIZZA u I Ji M"""'i,,"""JI A/"'h / 
DEPARTMENT HEAD/AREA SUPERIN" ENDENT: WILLIAM A. BOHN A/ t1 ·1,1 /l --"v-{ , ,/ -

, 

Exception Noted anagement Response Responsible Person Outcome Timeline 
What is? What should be? �hat needs to be done? Who needs to do it? When wit! the action be completed? 

What is the evidence of 
completion? 

The requisition and the Areq· lisition and purchase Breslyn Rosado A requisition and purchase 
purchase order form for check order •orm must be completed Bookkeeper order will be completed and 
6423 was completed after the each t me an individual requests approved before we make any 
goods or services were toma e purchase and must be Margarita E. Zizza purchases. 
purchased. appro "ed by the Principal prior Principal 

· to pnr �hase.

IA092010 OCPS 1055INA (Revised 9/2010) 
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