AUD!T RESPONSE MATRIX

- FISCAL PERIOD OR AUDIT DATE:

Department / Schaol Name Acceleration East Hi o L~
Administrator / Department Head Douglas Loftus / -
Cabinet Official / Area Superintendent Greg Moody AN

Exception Noted Management Response Responsible Person Expected Quitcome & Completion Date
(Finding / recommendation) {Corrective Aciion) {Name & Title} 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]
Monies collected from outside | All external collections should | Media Clerk mmediately 10/2021. Employee was given verbal

main office were not turned
into bookkeeper by following
day

be turned inte bookkeeper by
the following day

warnings after both years incidents. Employee is na
ohger at AEHS

1
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Department / School Name Acceferation West ,
Administrator / Department Head George Morse, Principal __ 07"/ 7 i
Cabinet Official / Area Superintendent Gregory Moody y4

Eal

Excaption Noted Management Response Responsible Person Expected Outcome & Compietion Date
{Finding / recommendation) {Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should he? What needs to be done? Who needs to do it?

When will the action be completed?

Check number 5695, PO
approval date 10/30/20. Date
of purchase 10/21/20

Note: This purchase order
was approved by Mr. Morse
on 10/30/20 (prior) to the
disbursement, check dated
11/12/20. Which is following
policy. The issue was that the
vendor uses preprinted forms
showing (order date, which is
also a quote date). In this
case the vendor did not
change the dstes on the
Invoice from the (order
date/quote date). Therefore,
it appeared as the purchase
was 10/21/20 {not the case).

08/2021, All quotes an;i invoiceé will be double
checked for date accuracy at the time of requests.

Bookkeeper, Leah
Fambrough
Supervisor is Mr.
George Morse,
Principal

We should have noticed the
date issue on the Inveice and
ask for a reprint.

1
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AUDIT RESPONSE MATRIX

DEPARTMENT/SCHOOL:
ADMINISTRATOR/PRINCIPAL:

DEPARTMENT HEAD/AREA SUPERINTENDENT:

FISCAL PERIOD: __ 2020-2021

Aloma Elementary

Don Vega

Jose Martinez

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

group candy and chips
fundraisers and the funds did
not flow through internal
accounts. All fundraising
activities should be recorded
through internal accounts.

flow through internal accounts.

completion?
An assignment and Make sure | sign the Bookkeeper Immediately.
accountability record was not assignment and accountability The signed assignment
signed by the preparer. All record. and accountability
assignment and accountability record.
records should be signed by
the person responsible for
maintaining records.
Sales reports were no signed
by the principal for the art Make sure the principal signs | Bookkeeper Immediately. The
fundraiser and the gifted group | the sales reports. signed sales report.
candy and chips sales. A sales
report is required for each sales
activity conducted and must be
signed by the principal.
Teacher self-funded the gifted | Make sure fundraiser funds Bookkeeper Immediately. Check for

fundraiser deposits.

[A092010
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Depaftf;léﬁt]"School Name =~

AN TN N onohks kY

Administrator / Department Head

P Yo VI A Y

)5\4 WAl

Cabinet Official / Area Superintendent

OYNY

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)
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Department / School Name

Andover Elementary

/7

Administrator / Department Head

Keyin Duncan

Cahinet Official / Area Superintendent

Willicah, ol /

/

Loy

Om:oma‘cénﬂ'%

Exception Noted Management Response " Responsible Person Expec
{Finding / recommendation) {Corrective Action) {Name & Title) What is th evldence of the corrective action?
What is? What should be? What needs to be done? Who needs to do it?

When will the igtmn be completed?

it spears that the dates an the
monies collected forms for lost
books and digital device
peripheral fines were altered.

Internal Funds records should
remain intact and not be
altered in any fashion.

Gloria Montanez/
Secretary/Bookkeeper

immediately- | will not alter any dates on any
document.

Assignment and Accountability
records were not completed.

All Subsidiary receipts need
10 be accounted for on an
assignment and
accountability record and
inventoried at year-end. Any
missing receipts shouid have
an explanation attached and
include the Principal’s
signature.

Gloria Montanez/
Secretary/Bookkeeper

[ will complete the Assignment and Accountability
Record sheet.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Administrator / Department Head

Cabinet Official / Area Superintendent

Expected Outcome & Completion Date

Exception Noted Management Response -Responsible Person
(Finding / recommendation) (Corrective Action) (Name & Title) 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?
[P ——]

: (MM/YYYY}

Excessive Funds in General Acct | Spend funds on students by Marilyn Sims By end of the fiscal year 2021-2022
the end of the fiscal year Bookkeeper

Online tickets were not Make sure company is OCPS Marilyn Sims Check with procurement to see if company is
approved vendor : Approved - - | Bookkeeper - approved.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Apopka High School

Administrator / Department Head

Lyle Heinz/ Principal

Cabinet Official / Area Superintendent

Dr. Border
7 2 A

g = 10/15/2021

numbers

subsidiary receipt numbers
written on it

Exception Noted Management Response Responsible Person Expected Qutcome & Completion Date
{Finding./ recommendation) (Corrective Action) {Name & Title) 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)
PROP-2 form was not PROP-2 forms have been filled | Jennifer Keck/ . PROP-2 forms have been completed and are being
completed for purchase of out and being processed for Bookkeeper processed : i
drones the two drones '
Monies collected form didn’t Make sure each monies Jennifer Keck/ Every time a monies collected form is turned in
| indicate the total cash and total | collected forms break down | Bookkeeper
checks collected the total cash and total checks
collected
Monies collected form didn’t Make sure each monies Jennifer Keck/ Every time a monies collected form is turned in
indicate the subsidiary receipt | collected form has the Bookkeeper

Ticket inventory report was not
done due to Covid-19

-Ticket inventory report needs

to be done at the end of every
school year

Jennifer Keck/
Bookkeeper

Ticket inventory report will be done at the end of
each physical school year

1
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school Board Procurement
Policy was not followed for the
purchase of football jerseys

If a quote is over $5,001 it
needs to be competitively
quoted with three bids

Jennifer Keck/
Bookkeeper

| we get a total of three bids for the purchase first

I | receive a quote over $5,001 | must request that

Faculty shirts were paid for out
| of the parking decals account .

Not to pay for faculty shirts
out of the parking decal
account ;

Bookkeeper

lennifer Keck/

Faculty shirts need to be paid for out of the
principal discretionary account

g TNursday Septmbec 304 2021
/D r7 17'0!,55?,/ ,Ly/g Hanz —

Comiple ted pookkeeper

2

bookKeeper. Jermilee Keck — gbwm% Rock

Frarig With Kosearine  Derard.

2
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2020-2021 Audit

[Department / School Name

- Apopka Memorlal Middle School

&

| Admiristrator / Departiment Head

Dr. Kelly Pelletier

«M/Mﬂ%—"

Cabinet Official / Area Superintendent

Dr. Rahim Jones\:

AL

Exception Noted
(Finding / recommendation)

Management Response
(Corrective Action)

Respaonsible
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)

Finding: There is an excessive
balance in the Internal Funds
account.

Recommendation: Reduce the
amount of funds in this account
by the end of the school year.

The monies that are collected
should be spent in the year
that it is collected to benefit
the students who raised the
monies,

Molly Valdivia,
Bookkeeper should
be making each
Department Head
aware of the funds in
their account and
encourage them to
spend that money

The evidence of the corrective action would be at
least half or more of the revenue collected in the
school year would be utilized by the end of the
school year.

This action would be completed by the last day of
school, May 25, 2022,

for the benefit of the
students who
collected it.
Finding: The Assignment and | All Assignment and Molly Valdivia, The evidence of the corrective action would be the

Accountability Record was nhot
sighed hy the preparer.

Recommendation: All

Accountability Records
need to be signed when
they are collected and
checked that they have
been filled out correctly

Bockkeeper is
responsible for
signing the
Assignment

signature on every page collected by the
Bookkeeper,

This action would be completed after the forms are
collected and checked to make sure they are filled




-

Assignment and Accountability
Records should be signed by
the person responsible for
maintaining the records.

and
Accountability

Records.

D

out correctly. This is to be done no Eater than the.
last day of school, May, 2022,

1

OCPs02741nt

Finding: A sales report was not
completed for a fundraiser
that was held during the
school year.

Recommendation: A sale
report is required for any
fundraiser and must be
approved and signed by the
principal.

A sales report must be filled
out and approved for any
fundraiser held during the
year.

The club or class
that is running the
fundraiser needs
to  submit the
paperwork before
the fundraiser is
proposed to begin.

The evidence of the correction would be the sales
report would be signed and on file before the
beginning of the fundraiser

This action would be completed before the start of
the fundraising activity begins.

2
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Department / School Name

Arbor Ridge K-8- 0981

Administrator / Department Head

Vanessa DeMars

Cabinet Official / Area Superintendent

John Wright

Loa A  DedAorS—
Chx—

/l’

Exception Noted
{Finding / recommendation)

Management Response
(Corrective Action)

Respansible 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 thgl‘;_p’gi‘gn pe completed?

The balance of the Internal
Funds appears excessive and of
June 30, 2021 relative to the
school’s activity for the year.
Monies should be utilized in
the year of receipt to benefit
the current student body.

Administrator and
Bookkeeper met and
discussed meeting with
sponsors to put a plan
together for the year to
ensure that revolving and
fiscal year funds are used
timely going forward.

Principal: Vanessa
DeMars and
Bookkeeper: Wendy
Wood

Ongoing 2021-22 SY

Extended day tuition and the
corresponding tuition balance
report for June 2021 has not
forwarded to the District office
as of our fieldwork date. All
tuition must be sent to the
District office by the 10*" of the
following month.

The delay was due to the last
of checks being used during
year end close out
unknowingly by Bookkeeper
as she only pulled out what
she needed at that time and
didn’t realize she was low
until she was processing
checks. Bookkeeper contacted
Internal Accounts right away
and informed them and was
directed to order new checks
which was recently delivered.
Issue checks and be more
mindful going forward.

Bookkeeper: Wendy
Wood

9/16/21 completed

RECEIVED

CEP 99 Aann
LI e & U/

OCPS INNOVATION OFFICE

OCPS0274Int
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 FISCAL PERIOD OR AUDIT DATE: 08

Department / Schoo! Name

Avalon Middle School #1763

Administrator / Department Head

Karen Furno _

Cabinet Official / Area Superintendent

JJonn_ - erﬂnﬁ Qe

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) {Name & Title) 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. The balance of the An order was placed to ease Bookkeeper and Completed as of 8/31/2021.
Internal Funds appears | the amount in General Principal
excessive as of June 30, | account.
2021 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. Digital devices and A Monthly check will be cut to | Bookkeeper Effect immediately at month end a check will be
digital Devices — the district office if Avalon issue to the District office. 08/01/2021

Peripheral collections School receive any fines.
were not forwarded to
the District office as of
June 30, 2021. Any
balance in the digital
Deices and digital
Devices — Peripheral
accounts must be sent
to the District office at
the end of the year.

1
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. FISCAL PERIOD DR

3. The following donation

designated for the
Principal’s
Discretionary account
did not have any
supporting
documentation to
verify that it was for
the Principal’s
Discretional account.
The only receipts to be
recorded in the
Principal’s discretional
account are those
donations that
specifically state that
they are to be used at
the principal’s
discretion.

Official receipt number
4504 Date Sept 4, 2020
Official receipt amount
$1,000.00

Supporting documentation
will be in place when any
money is placed into account
for audit and to maintain an
accurate file.

Bookkeeper and
Principal

Effect immediately any donation designated for the
Principal will have the proper documentation in
file. 2021-2022

An assignment and
accountability record
was not signed by the
preparer. All
assignment and
accountability records
should be signed hy the
person responsibie for
maintaining the
records.

All paper documentation will |
be in place moving forward.

Bookkeeper

Moving forward this will not occurred bookkeeper
will make sure all recorded assignment is signed by
responsible person. 2021-2022

2
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A sales reports was not
properly completed for
the Spirit Shirt sales
fundraiser for the
Principal’s Discretional
account. A salesreport
is required for each
sales activity
conducted and must be
signed by the principal.

Bookkeeper and
Principal

| Moving forward the proper sale report will be

completed and signed by principal.

3
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PP X

Deﬁartment / School Name

Administrator / Department Head

I fo

Nathan Hay

Baldwin Park Elementary Barefasc, (LVe o ¥ Ko

Cabinet Official / Area Superintendent

Jose Martinez

/'éb?',%}%_,

Exception Noted Management Response Responsible Person Expected Qutcome & Completion Date
{Finding / recommendation}) {Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs to do it?

!

The requisition and purchase
order form for check 7473 was
completed after the goods
were received. A requisition
and purchase order must be
completed each time an
individual requests te make a
purchase and be approved by
the principal prior to the
purchase.

- Requisitian and purchase will
be dated prior to purchase of
goods or services.

When wilf the action be completed?

Requestor,
Bookkeeper and accounts, all requests and purchase orders will be
Principal dated prior to purchases of any goods or services.

Any time funds are to be requested from internal

1
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| AUDIT RESPONSE MATRIX

FISCAL |

DERIOD OR AUDIT DATE: SEPTEMBER 13, 2021

Department / School Name

BLANKNER K8 SCHOOL

Administrator / Department Head

DR. JUNELLA KREIL

Cabinet Official / Area Superintendent

MR. JOHN WRIGHT

i

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)

The balance of the Internal
Funds appears excessive as of
June 30, 2021 relative to the
school’s activity for the year.
Monies should be utilized in
the year of receipt to benefit
the current student body.

Principal and Bookkeeper will
look into purchase items for
the whole student body, for
example, a spirit shirt.

Junella Kreil, Principal

Lydia Folks,
Secretary/Bookkeeper

School already purchased water bottles and
lanyards for each students this school year. School
will continue to look into items that will benefit the
whole student body to reduce our internal account
balance.

Projected Completion Date: June 30, 2022

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR ALDIT DATE: _

Department / School Name

Bonneville ES

Administrator / Department Head

Natalie Stevens 7

Cahinet Official / Area Superintendent Jose Martinez -
Te—
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) (Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs to do j£? When will the action be completed?

(MM/YYYY)

The extended day deposit
records, deposit slips and
subsidiary receipts f the week
| of 08/27/20 were not given to
the bookkeeper for 3 days

All Extended Day records
should be forwarded to the
bookkeeper by the next
business day

Kathy Hill, Extended
Day Coordinator

Reviewed deposit policy with incoming extended
day coordinator.

Extended day deposit slip was
not dated.

All extended day deposit slips
must be dated when a deposit
is being made in a drop safe
or depositor

Kathy Hill, Extended
Day Coordinator

Reviewed deposit policy with incoming extended
day coordinator.

Assignment and accountability
records were not completed
for extended subsidiary
receipts.

All subsidiary receipts need to
be accounted far on an
assignment and accountability
record and inventoried at
year-end.

Any missing receipts should
have an explanation attached
and include the principal’s
sighature

Kathy Hill, Extended
Day Coordinator

Reviewed subsidiary receipts policy with incoming
extended day coordinator.

1
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* AUDIT RESPONSEMATRIX £ 0 =@ 0o

Department / School Name Boone High School

Administrator / Department Head ' Dusty Johns A e

Cabinet Official / Area Superintendent Dr. Harold Border i o : 09/02/2021

Exception Noted Management Response Responsible Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) Person What is the evidence of the corrective action?
{Name & Title)
What is? What should be? What needs to be done? | Who needs to do When will the action be completed?
_ it? (MMAYYYY
Monies collected from outside the Speak with the teacher Linda Knapp 09/2021

main office were not turned in to the | about the delay in turning Internal
school bookkeeper by the following | the funds, no matter how | Bookkeeper

day for the following collection. All | much money. Joshua Jackson
external collections should be turned | Will remind everyone that | and all teachers
in to the bookkeeper by the the monies must be turned
following day, regardless of amount. | in on the following day,

Official Date of Date regardless of the amount.

receipt collection deposited

number with

bookkeeper
21899 June 1, June 7,
2021 2021

1
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AUDIT RESPONSE 3AATRIX FISCAL PERIOD OR AUDIT DATE: _

Department / School Name Brookshire ES
Administrator / Department Head Jason Fritz

Cabinet Official / Area Superintendent /-—. M‘

Exception Noted Management Response Responsible Persen Expected Outcome & Completioﬁ Date

{Finding / recommendation) {Corrective Action} (Name & Title) 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)
Requisition and PO were PO must be completed pricr | Secretary/Bookkeeper | Correct procedures will be adhered to 21-22 school
created after goods were to purchase year.
purchased

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

9/10/2021

Department / School Name

Camelot Elementary

Administrator / Department Head

Melissa Gordon

Cabinet Official / Area Superintendent

Jose Martinez

T
e LS

7

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)

The balance of the Internal

Funds appears excessive as of

6/30/2021 relative 1o the
school’s activity for the year

Monies collected in the
current year will be used to
benefit the current student
body. Class accounts will be
evaluated prior 1o collecting
money for activities/field
trips to ensure that monies
already collected are used
this year.

Kimberly Kratt-
Secretary/Bookkeeper

The balance of the internal funds will be in line
with district guidelines by 6/30/2022.

The requisition and purchase
order forms for the following

checks were completed after .

the good or services were
purchased.

Bookkeeper will ensure that
all requisition forms are
signed/approved prior to
making purchases.

Kimberly Kratt-
Secretary/Bookkeeper

Effective immediately, all requisition forms will be
signed/approved prior to making purchases.

o1
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[P/S]

AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: AUGUST 26 2021

Department / School Name

CARVER MIDDLE SCHOOL

Administrator / Department Head

=
N

JACKIE RAMSEY & 74

Cabinet Official / Area Superintendent

TASHANDA BROWN-CANNON (7SI A

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)

Funds of 71.08 were
transferred into the
Principal’s Discretionary
account from the Cash
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. In
addition, the transfer was
not supported by a fund
transfer journal entry proof
sheet. A fund transfer
journal entry proof sheet
should be signed by the
principal authorizing the
transfer of funds. A copy of
the report should be retained
in the Internal Funds file for
auditing purposes.

The Bookkeeper will ensure that

all documentation is put away,
and managed, on hand for
review, and auditing purposes.

Bookkeeper

This process will start immediately; 08/27/2021

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: AUGUST 26,2021

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 this action take place?
(MM/YYYY)

Monies collected from
outside the main office were
not turned in to the school
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
the amount.

The Principal will work with the
bookkeeper to ensure that all
monies are turned in by the
following day of the original
collection.

The Bookkeeper,
Teacher, Club
Sponsor, and
Chair/Lead Teacher

This process will start immediately; 8/27/2021

A check was not supported
by a vendor invoice, or
receipt. Vendor invoices and
vendor receipts should be
retained in the Internal Funds
records for auditing
purposes.

The Bookkeeper will work to
ensure protocol is managed, all
teachers, and/or staff receiving
a reimbursement check have
followed OCPS policy in the
proper order, prior to receiving
a check.

The Bookkeeper

This process will start immediately; 08/27/2021.

Lost textbook collections
were not forwarded to the
District Office by June 30,
2021. Any balance in Lost
Textbooks must be sent to
the District Office by June 30,
of each fiscal school year.

The Bookkeeper will be sure to
send all district funds, including
Lost Textbooks within the time
limit given.

The Bookkeeper

This process will start immediately; 08/27/2021.

2
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B AuDiTRESPONSEMATRIX  © .+ T 7T RsEal PERIOD GROAUDIT DATE:.

Departmient/SchoolName | Castleview Elementary
| Administrator / DepartmentHead __ | Dr. Julie Helton
-Cabinet Official / Area Superintendent ' ‘

Exception Noted Management Response | Responsible-Person Expected Outcome & Completion Date
{Fmdlng ra reccmmendatiun) . {Corrective:Action) [Name & Title} What is the évidence of the corrective action?
“What :s" What should be? Whiat needs to bae dane? Who needs todoit? When will the action be completed?”
_ ‘ _ e ___{os/2021)

1.)Tickets were:sold for the Make sure.online ticket | Kelli Pierre Louis/. | Kelli Pierre. Louis was made aware of policy

Spring play using an online vendor Is a District appmved Drama Club regarding use of online: ticket vendors.
tlcketlng company thatisnot | vendor. Coordinatoer '
onthea pproved list:of online
ticket vendors:
Any onling ticket-vendors
1 utilized by the schaol need to
be from the District list of
| approvedvendors. | D S
2.)The sales report for the Make sure an-explanationis | Patrice Upshaw/ ‘Patrice Upshaw was made awarea signed
house Council furidraiser attached for loss of profit ‘Secreta ryffBubkkéeper explanation by Principal must be attached in
| disclosed:a lossininventory or | signed by Principal: - -regards to loss of profit.
| 'sales potential of & $716.09or ' '
over100% of sales.. An
explanation for this loss was
not attached to the sales
report.. Documentation should
| be attached and signed by the
Principal foritem's '
damaged/stolen, -loss of profit
OF 1055 in sales potential.

1
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AUDIT RESPONSE MATRIX -

| FISCALPERIOD OR AUDIT DATE: T §

3:)}Anassigniment and  Make sure all assignment and | Patrice Upshaw/ - | Patrice Upshaw was made aware all assignment
accountability record was not | accountability records are Secretary/Bookkeeper. | and accountability records must be si’gn‘ed'ﬁy the-
signed by.the preparer. sigried by the preparer.. , _ Preparer. .

All assigniment and - '

accountability records should
be signied by the person

| responsible for maintaining
the records

5
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Department / School Name

Catalina Elementary —.

Adminlstrator / Department Head

Sean Maguire

Cabinet Official / Area Superintendent -

Dr. Larsen -

=
,._..-—/

i

Exception Noted

(Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person
(Name & Titie) .

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

What is? What should be?

What needs to be dqne?

‘Who needs to do it?

When will the acti 2 completed?

K

Monthly bank reconciliations Bank reconciliation needs to - | School Bank reconciliation shall be completed monthly
for March 2021 and May 2021 | be completed, approved, and | Secretary/Bookkeeper | prior to the end &f the following month.
was not completed in a timely | submitted to the district prior : '
manner. : to the end of the following
: ‘month.- . ‘
Digital Device and Peripheral - | Any balance in the Digital and | School Collections will be sent to the district at the end of -
collections were not Peripheral accounts must be Secretary/Beokkeeper_ the year. - ' .

forwarded to the district office
as of June. 30, 2021.

sent to't_he.district office at.
the end of the year.

. 1
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AUDIT RESPONSE MATRIX FISCAL PERIOD CR AUDIT DATE: _ 2020 - 2021 —

T

CHAIN OF LAKES MIDDLESCHOOL 4 1.

Department / School Name
Administrator / Department Head B PRINCIPAL CHERONA §
Cabinet Official / Area Superintendent ™. _. | DR.LARSE

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) (Name & Title) What is the evidence of the comrective action?
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed?
‘ - : : (MM/YYYY)
Excessive Internal Funds Utilize funds for current Dept Heads 05/2022 - .
student body. ‘ Principal '

1
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Department / Schoo!l Name

Chickasaw ES

Administrator / Department Head

Bethany Ledesma

Cabinet Official / Area Superintendent

Jose Martinez

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person
{Name & Title)

Expected Qutcome & Completion Date
What is the evidence

What is? What should be?

What needs to be done?

Who needs to do it?

i

Transfer journal entry number
132830 dated August 24, 2020
transferring $82.71

from the General Activities
account to the Public Relations
account was not

approved by the principal. A
fund transfer journal entry
proof sheet should be

signed by the principal
authorizing the transfer of
funds.

7

The journal entry to transfer
funds is part of the beginning
of the year process and the
principal missed signing the
form, but it was an approved
transfer.

Bethany Ledesma,
Principal

Vivian Al Khub,
Sec/Bookkeeper

The document was mgned by the principal on
09/14/2021.

1
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IDIT RESPONSE A

Department / School Name Bookkeeping Citrus Elementary sy .
Administrator / Department Head Robert L. Walker =" fH P

Cabinet Official / Area Superintendent Jennifer Cupid-McCoy WM V7 072N

Exception Noted Management | Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) Response {Name & Title} What is the evidence of the corrective
{Corrective action?
. Action)
What is? What should be? : What needs | Who needs to do it?
to be done?
The following monies collected forms did not Report of Debbie Puchan, This is a standard practice. Reviewed
indicate the total cash coliected and the total Monies Secretary/Bookkeeper | Report of Monies Collected forms for
checks collected.  Official receipt numbers, | Collected 2021-2022 school year and they are
subsidiary receipt numbers, total cash collected | form needs completed correctly. .

and total checks collected, and dates that | to show the
correspond to the amounts collected and | totals for
deposited should be listed on the monies | both checks
collected form and signed by the bookkeeper to | 3nd cash as
" provide an accurate audit trail. well as the

grand total.
This was an
Official Date of collection | Official receipt | | isolated
receipt _ amount incident.
number
4968 September  2-3, | §140.00
2020
WP 2201

1
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“AUDIT RESPONSE

The following donation with a specific purpose | Donations Debbie Puchan, All donation checks wil! be deposited in
of Math Bee expenditures designated by the | received Secretary/Bookkeeper | the correct account they are designated
donor was posted to the Principal Discretionary | must be for. If no account exists, one will be
account. Donations with a specific purpose | deposited in created.
designated by the donor should be deposited | the correct
into a restricted trust account associated with | accounts
the intended purpose. they are
designated
Official Account Official for, notin
receipt receipt ﬂ:'e pnf'c'pal
discretionary
number amount as was done
with this
5001 6677 $150.00 | check for the
WP 2201 Math Bee,
The Bee had
already been
completed
when this
check was
received.
This was an
isolated
incident.

2
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The following check was not supported by a
vendor invoice or receipt, only a credit card
summary. Vendor invoices and vendor receipts
should be retained in the Internal Funds records
for auditing purposes.

Check Check date | Check amount
number

6401 October 13, | $184.05
2020

WP 2201

A credit card
was accepied
as a receipt.
If a detailed
receipt is not
available, the
individual
cannot be
reimbursed
fora
purchase.
This was an
isolated
incident.

Debbie Puchan,
Secretary/Bookkeeper

No credit card receipts will be accepted.

Check number 6433 for $38.21 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.

WP 2201

lce Cream
incentive was
available to
all students
but since
only select
students
earned the
reward, this
expense
should not
have been
charged to
General. This
was an
isolated
incident.

Debbie Puchan,
Secretary/Bookkeeper

This type of expense will be charged to
the Student Incentives account in the

3
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Department / School Name

College Park Middle School /

Administrator / Department Head

My. Sanjay Brown

Cabinet Official / Area Superintendent

N)

Dr. Rahim Jlones_

AN Y
A U

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?
i AT

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 tc the bookkeeper
by the following day, regardless
of the amount.

Will send an email to staff
reminding the correct
procedure.

Daisy Solari
Bookkeeper

tmmediately — Aug. 26, 2021

New Bookkeeper as of Aug. 09, 2021

Journal entry number 139833
for $51.00 was an improper
transfer from the general
account to the Orange TIP's
SAT Registration account. All
expenditures from the general
account should be for the
benefit of the entire student
body.

Will review all general
account procedure prior
making any transfer,

Daisy Solari
Bookkeeper

Immediately — Aug. 26, 2021

New Bookkeeper as of Aug. 09, 2021

An assignment and
accountability record was not
signed by the preparer. All
assignment and accountability
record should be signed by the

Will review and confirm to
sign Accountability records.

Daisy Solari
Bookkeeper

By the end of school year 2022 once all receipt
{(used or unused) are return.

OCPS0274Int
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person responsible for
maintaining the records.

No Bookkeeper at the end of
school year 20/21

New Bookkeeper as of Aug. 09, 2021

Assignment and accountability
records were not completed
properly. Several subsidiary
receipts listed as utilized could
not be located. In addition,
some receipt noted as missing
were nof listed as such on the
assignment and accountability
records. All subsidiary receipt
need to be accounted for on an
assighment and accountability
record and inventoried at year-
end. Any missing receipt should
have an explanation attached
and include the principal’s
signature.

Will review to make sure all
receipt are listed on the
assignment form.

Daisy Solari
Bookkeeper

Immediately — Aug. 26, 2021

New Bookkeeper as of Aug. 09, 2021

2
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Department / School Name

College Park Middle School

Administrator / Department Head

Mr. Sanjay Brown

Cabinet Official / Area Superintendent

Dr. Rahim Johns

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date

(Finding / recommendation) {Corrective Action) {Name & Title) 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?

The following official receipt Will review and make sure all | Daisy Solari Immediately — Aug. 26, 2G21

did not include proper official receipt have the Bookkeeper

supporting documentation. supporting documentation

Supporting documentation, required.

such as a remittance advice, a

detailed monies collected form,

or a subsidiary receipt, should

accompany all office receipt. New Bookkeeper as of Aug. 09, 2021

A copy of the deposit slip could | Will review and make sure Daisy Solari Immediately — Aug. 26, 2021

not be located for several that every deposit slip s Bookkeeper

receipt. Supporting attach to the supporting

documentation such as a documentation required.

remittance advice, a detailed

monies collected form, ora

subsidiary receipt, should

accompany all official receipt. New Bookkeeper as of Aug. 09, 2021

Request for fund raising activity | All fund raising activity form Daisy Solasi Immediately — Aug. 26, 2021

forms were not completed for | will ke given to the principal Bookkeeper

any fund raising activity. A
request for fund raising activity
form should be prepared for all
fund raising activity conducted
by the school and must be

prior to the avent for
approval.

3
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AUDIT RESPONSE MATRIX

N

o

approved by the principal prior
to making any commitments. In
addition, a sale report was not
completed for several
fundraisers. A sale repart is
required for each sale activity
conducted and must be signed
hy the principal.

Sale report will be attach for
all sale activity as required
and signed by the principal.

New Bookkeeper as of Aug. 09, 2021

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 0 make a
purchase and must be
approved by the principal prior
to the purchase.

Will send an email to staff of
reminding for the correct
procedure.

Daisy Solari
Bookkeeper

Immediately - Aug. 26, 2021

New Bookkeeper as of Aug. 09, 2021

3
OCPS0274Int




 AUDIT RESPONSE MATRIX =

Department / School Name

College Park Middle School

Administrator / Department Head

Mir. Sanjay Brown

Cabinet Official / Area Superintendent

Dr. Rahim Johns

Exception Noted Management Response Responsible Person Expected OQutcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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?
{5

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 request to make a
purchase and must be
approved by the principal prior
to the purchase. The principal
should date the form to
provide evidence of when the
requisition and purchase order
form was approved.

Will review every requisition
and purchase order form once
recelved and have the
principal approval prior to
purchase

-Bookkeeper

Daisy Solari Immediately — Aug. 6, 2021

5
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Department / School Name

Colonial High School -0661 ,

Administrator / Department Head

Dr. Hector F. Maestre

Cabinet Official / Area Superintendent

Dr. Harold Border

AU

WZ 10/13/2021

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

Responsible Pérson
(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?
(VM /YYYY

It appears that the dateson | Internal funds records

several fundraiser forms should remain intact and
were subsequently altered. not be altered in any
Internal funds records fashion.

should remain intact and not
be altered in any fashion.

Sponsors/Teacher/Coach/Bookkeeper- | Immediately - prepared a bookkeeping procedures

Heidi Santiago

and presentation to inform it is a must to NOT to
alter any forms in any fashion. 08/2021

Heidi M. Santiagp Perez — Bookkeeper, Internal A?counts
r v
szm; Locearin
g = =
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: FY21

Department / School Name

Columbia Elementary

Administrator / Department Head

Matthew Pritts 2ottt

Cabinet Official / Area Superintendent

Jose Martinez

e T

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs te be done? Who needs to do it? When will the action be completed?

(MM/YYYY)

A sales report for the memory | A sales report is required for Mary A Mrs. Mann will be sure to check for all signatures
book fundraiser was not signed | each sales activity conducted | Mann/Secretary from this point on, once the fundraiser ends and
by principal. and must be signed by the Bookkeeper forms are turned in.

principal.
Ledger Activity Report for Form must be prepared and David Mr. Martin will be sure to have all 4 reports turned
Extended Day had not been submitted at the end of each | Martin/Extended in to bookkeeper at the end of each month.

printed for the year, submitted
to bookkeeper each month.

month to the bookkeeper.

Day Coordinator

Assignment and accountability
records were not completed
for extended day subsidiary
receipts.

Form must be completed
properly including quantity
used, quantity on hand, and
quantity missing, even if none
are missing. Form must be
signed by Extended Day
Coordiantor.

David
Martin/Extended
Day Coordinator

Mr. Martin will be sure to completely fill out the
assignment and accountability record for ali
extended day receipts, and sign the form.

Providing them to the bookkeeper at the end of the
year.

1
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Department / School Name Conway ES / )
Administrator / Department Head Judy Bransford
Cabinet Official / Area Superintendent _William Bohn

WY

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?

The following denations with
no specific purpose designated
by the donor were posted to
the Principal’s Discretionary

All donations will have proper
documentation to denote
their specific purpose.

Tanya Smrek,
Bookkeeper

Documentation will be completed upon receipt of
further donations.

account. 5 donations noted.

1
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. FISCAL PERIOD OR AUDIT DATE: _

AUDIT RESPONSE MATRIX

.~ .. . |Department/schoolName - 7. CONWAY MIDDLE / -

Yo .. .. .. | Administrator / Department Head ;.- JOSHUA BING / /

e Cabinet Official / Area Supérintendent WILLIAM BO A Y4 2
J— . o R . B 0? w/ - (. O :

= Exception Noted - |+ - Management Response - | Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) ‘| . (Corrective Action) " {Name & Title) 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?
EXCESSIVE FUNDS IN ACCOUNT | SPEND ADDITIO NALACCOUNT | PRINCIPAL ONGOING THROUGHOUT 2021/2022
FUNDS BOOKKEEPER
STAFF

1
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Department / School Name

Corner Lake Middle School ”

Administrator / Department Head

Paul E. Browning

£

Cabinet Official / Area Superintendent Jose Martinez K
N
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / {Corrective Action) {Name & Title) What is the evidence of the corrective action?
recammendation)
What is? What should be? | What needs to be done?

Who needs to do jit?

When will the action be completed?

The Subsidiary receipts
were not properly dated.

In the future bookkeeper
needs to insure that the
teachers know how to
properly fill out the
subsidiary receipts.

The Bookkeeper and
teacher need to ensure
that the teacher knows
how to properly fill out the
subsidiary receipts and
verify when they are
turned in that this is done
correctly.

In the future bookkeeper will insure that the
teachers and or receiptor will be given detailed
instructions on how to properly fill out the
Subsidiary receipts prior to receipting money.

Assignment and
Accountability records
were not completed
properly, Additionally, it
was not signed by
preparer.

All assignment and
accountability records
should be signed by the
person responsible for
maintaining the records.

-

Bookkeeper is responsible
for maintains and signing
the assignment and
accoutitability report.

In the future the bookkeeper will insure that the
assignment and accountability report is properify
maintained and signed.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: 09/24/2021

Department / School Name

Cypress Creek High School

Administrator / Department Head

Dr. W. John McHale

Cabinet Official / Area Superintendent

Harold Border

12/01/2021

-2 A

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

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/YYYY)

1. Funds of $1,250.00 were
transferred into the Principal’s
Discretionary account from the
Band 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 School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

2. Lost textbooks, Digital
Devices and transcript fee
collections were not forwarded
to the District office as of June
30, 2021. Any balance in the
Lost Textbooks, Digital Devices
and Transcript Fees accounts
must be sent to the District
office at the end of the year for
schools with textbooks
purchased by the District

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

1
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 09/24/2021

3. Assignment and
accountability records were not
completed. 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.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

4. Monies collected from
outside the main office were
not turned in to the school
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. Some of the monies
collected had collection dates
from the bookkeeper that
appear to be altered. Monies
collected form should not be
altered in any manner.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

5. The following donation with
no specific purpose designated
by the donor was posted to an
account other than the General
account. Donations with no
specific purpose designated by
the donor should be deposited

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

2
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 09/24/2021

into the General account for
the benefit of the entire
student body.

6. The following monies
collected form was not signed
or dated by the bookkeeper.
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.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

7. A request for fund raising
activity form was not approved
for the Chipotle fundraiser, the
Snap raise fundraiser or the
Candy fundraiser. In addition, a
sales report was not completed
for the Chipotle fundraiser,
Snap raise fundraiser, Car push
fundraiser, the Chick fila
fundraiser or Candy fundraiser.
A request for fund raising
activity form should be
prepared for all fund raising
activities conducted by the
school and must be approved

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

3
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE: 09/24/2021

by the principal prior to making
any commitments. A sales
report is required for each
sales activity conducted and
must be signed by the principal

8. Unable to determine if use
tax was not calculated and
remitted to the Florida
Department of Revenue for
Candy fundraiser sales totaling
$43.00 due to no invoice
provided. Use tax is computed
on the cost of untaxed items
for resale and should be
remitted to the Florida
Department of Revenue as
required.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

9. During the year, the school
earned cash rewards from its
warehouse membership, but
the funds were not deposited
into the Internal Funds. When a
membership fee is paid from
Internal Funds, any associated
benefits received from that
membership should be
deposited into the Internal
Funds.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

10. The following check was
not signed by two individuals,
all checks must be signed by
two individuals — the principal
and a counter signee.

The School Bookkeeper was
on COVID leave approved for
more than a year.

Internal Bookkeeper

The School Bookkeeper was on COVID leave
approved for more than a year.

4
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anagement Respgnse
{Corrective Action)

Nar,ne & Tltl‘e)'f VI

.. What needs to be d.qne§

Iho fizeds toigd‘b' it?.

the curreh"c:stu nthody.

Fénds collected for that actu
year. needs to be used durmg
that school year not latef oh.

Castillo!
Street

Th[s wilt come: |nto effef
. .:3:(]"h 2022.
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Department / School Name

Administrator / Department Head

Laura P. Permenter

Cabinet Official / Area Superintendent

Jose Martinez

Excessive Internai Funds as of Utilize the money in the year

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) 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)
Silvana Romero May 2022

designated for.

June 30, 2021 of receipt Laura Permenter
Donation check deposited in Make sure to deposit checks | Silvana Romero Depending upon future donations
wrong account in the account they are Laura Permenter

1
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Department / School Name

Administrator / Department Head

Cabiinet Official / Area Superintendent

Exception Noted Management Response Réspaﬁsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & TEt_[e) 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?

Transfer journal entry number
13847 dated May 7, 2021,
transferring $20.00 frém the
Lost Textbooks account to
FT4th Grade account was not.
supported by signed transfer
journal entry proof sheett A
fund transfer journal entry
proof sheet should be signed
by the principal authorizing the
| transfer of funds, A copy of this
report shouid be retained in
the Internal Funds file for
auditing purposes.

Al transfer journal entries
need to be signed by the
principal.

Pautette Hutchinson

08/2021
Moving forward all Journal Entries will be signed by
the principal.

-1
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Department / School Name

DR. PHILLIPS HIGH SCHOOL

Administrator / Department Head

DR. SUZANNE KNIGHT

ﬁ; . £ rd

Cabinet Official / Area Superintendent

DR. HAROLD BORDER '

11/12/2021

DAL

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 a 2 completed?

(

The deposit slip related to the
following official receipt was not
dated. Deposit slips should be
dated by the Bookkeeper to
rovide an accurate audit trail.

I informed the Bookkeeper that
all Deposit slips must be dated
every time a deposit is made.

Jessica Walden,
Bookkeeper

I will double check td ;Hake sure Jthat I write the date

on every deposit slips when a deposit is made.
10/2021

Lost textbooks and transcript fees
collections were not forwarded to
the District office as of June
30.2021. Any balance in the Lost
Textbooks and Transcript Fees
account must be sent to the
District Office at the end of the
ear.

I informed the Bookkeeper that
before year end, monies
collected for Lost Textbooks and
Transcript Fees will need to be
sent to the District.

Jessica Walden,
Bookkeeper

! will send a check fo the District office with any
balance in the Lost Textbooks and Transcript Fees
account before year end. 10/2021

Assignment and accountability
records were not completed. 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.

I informed the Bookkeeper that
all assignment and
accountability records needs to
be completed and signed by the
Principal.

Jessica Walden,
Bookkeeper

I will make sure that all assignment and accountability
records are completed and signed by the Principal
iAlso, any missing receipts will be documented and
signed by the Principal. 10/2021

Sales reports were not signed by
the Principal for several
fundraisers. A sales report is
required for each sales activity
conducted and must be signed by
the Principal.

I informed the Bookkeeper that
she needs to make sure all sales
report are signed by the Principal
for every Fundraiser.

Jessica Walden,
Bookkeeper

[ will double check and make sure all sales report for
every I'undraiser are signed by the Principal. 10/2021




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

Revenue for the Student Council
Club spirit shirt sales fundraiser.

untaxed items for resale and
should be remitted to the Florida
Department of Revenue as
required.

Use tax is computed on the cost off

I informed the Bookkeeper that
all taxes will be calculated and

remitted for resale items to the

Department of Revenue.

Tessica Walden,
Bookkeeper

I will make sure that all sales tax for resale items are
calculated and remit to the Department of Revenue.
10/2021

The following purchase was
missing all supporting
documentation, including the

a vendor invoice or receipt. 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. Vendor invoices
and vendor receipts should be
retained in the Internal Funds
records for auditing purposes.

I informed the Bookkeeper that
she needs to make sure that all
required documents are attached

requisition and purchase order andlto the receipt of the checks.

Jessica Walden,
Bookkeeper

I will double check and make sure I have all the

required documents to attach to the check receipts.
10/2021

1
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AUDIT RESPONSE MATRIX

i FISCALPERIOD OR AUDIT-DATE:.

AUGUST 5, 2021

Department / School Name

Administrator / Department Head  Carol-Ann Clenton-Martin

Dream LakgiElefnentary / P |
LWA {/'}/A = ;

Cabinet Official / Area Superintendent John Wright B red
ik
Exception Noted Management Response Responsible Persan Expected Outcome & Completion Date
(Finding [ recc ion) (Corrective Action) (Name & Title) 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?

One official receipt was issued
For collections from multiple
Sources. School board policy
requires that a separate receipt
be issued for each monies,
collected form according to its
origin identified on source
documents.

A separate official receipt will
be issued for each source.
(General, Music, Drama etc.)

Bookkeeper

8/2021

The requisition and purchase
order form(s) for the following
Check (s) was {were)
completed after the goods or
service 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.

All request for services form
will be signed and dated
before purchase is made.

Principal and
Bookkeeper

8/2021

1
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\OIT RESPONSE MATRIC -

Department / School Name

Eagle Creek Elementary .

Administrator / Department Head

Ms. Patricia Cells . < MM

Cabinet Official / Area Superintendent

Mr. William Bohn
Yy

Exception Noted Management. Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) (Name & Title) 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?

1. Fund transfer journal The principal should sign ali
entry was not signed fund transfer journal entry
by the principal. proof sheets authorizing the

transfer of funds.

The principal needs | In the 2021/2022 school year... the principal will
tosigneveryfund | sign every fund transfer journal entry proof sheet.
transfer journal
entry.

1
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE:

Department / School Name

East River High Sc

hool

Administrator / Department Head

Mrs. Nicolle Campbell

‘[ oz 7 —  (9/13/21)

Cabinet Official / Area Superintendent

Dr. Harold Border

- 09/21/2021
7 A

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

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/YYYY)

Cash Receipts
Donation with no specific

purpose designated was posted

The only receipts recorded in
Principal’s Discretionary are
those that specifically state

Lisa Wilcox,
Bookkeeper and
Nicolle Campbell,

Correction of finding will occur by Year End
(06/2022). Principal will work with School
Bookkeeper to correct finding.

to Principal’s Discretionary. they are to be used at the Principal
Principal’s discretion.
Cash Receipts Teacher/Sponsor must Lisa Wilcox, Correction of finding will occur by Fiscal Year End

Dates on the monies collected
form were altered.

rewrite the report of monies
collected form if they make a
mistake when filling it out.

Bookkeeper and
Nicolle Campbell,
Principal

(06/2022). The principal will inform bookkeeper of
the specific corrective actions that must occur.

Cash Disbursements

Purchase Order form was
completed after goods or
services were purchased.

Conduct a mid-year IA
training class for all
teachers/sponsors to explain
proper |A protocols.

Lisa Wilcox,
Bookkeeper, and
Nicolle Campbell,
Principal

Correction of finding will occur by Fiscal Year End
(06/2022). Training conducted during Pre-Planning
8/2021. Staff that continues to process incorrectly
will be addressed and next steps will take place
which will include Professional Standards and
dismissal from handling monies. Principal will
work with bookkeeper to move forward with next
steps as needed in the future.

1
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AUDIT RESPONSE MATRIX

O|C
P)S

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Edgewater High School

P N

2

Administrator / Department Head

Heather Kreider , 42 gé é ' éi . Z

Cabinet Official / Area Superintendent

Dr. Harold Border
A

11/04/2021

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)

Comments repeated from prior report:
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 of
amount.

Official receipt number 10852

Date of collection September 24, 2021 —
October 14, 2021

Date deposited with bookkeeper
Octoher 14, 2021

1-All money is required to
be submitted to the
internal bookkeeper by the
end of the day. Systematic
reminders to staff that all
money must be submitted
to the school internal
bookkeeper by the end of
the business day on which
it was collected.

1-All staff/faculty
members who collects
money.

1-Effective immediately. The
internal bookkeeper provides a
training PD during preplanning
with all procedures laid out
very clearly in presentation and
with handouts for reference.
New teachers are provided one
to one training and all teachers
receive ongoing support as
needed. All communications
from district office are
distributed to faculty and staff
regularly.

2-The following 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.

2-All staff members must
provide deposits to
bookkeeper on the same
day as the collection of
funds and all receipts dated
for the same day.

2-Staff member and
bookkeeper

Ongoing OCPS policy and
procedure training throughout
the school year.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: ___ " _

Official receipt Number 10782
Official receipt date August 18, 2020
Official receipt Amount $1,000.00
Deposit slip date August 19, 2020

Official receipt Number 11236
Official receipt date May 20, 2021
Official receipt Amount $100.00
Deposit slip date June 1, 2021

Bookkeeper signs the
deposit with a matching
date to the collection.

3-A request for fund raising activity form was
not completed for the cheerleader shirt

sale. 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
cheerleading shirt sale or the cheerleading
bundt cake sales. A sales report is

required for each sales activity conducted and
must be signed by the principal.

3-Staff and faculty are
reminded that fundraiser
reports capture all items
purchased and sold, so that
leftover inventory sold at a
future time is accounted
for by attaching that
fundraising report to the
current resale report.

3-Staff member and
bookkeeper

3-Procedure communicated to
staff through weekly update
and will be incorporated into
ongoing training.

4-The halance of the Internal Funds appears
excessive as of June 30, 2021 relative to the
school’s activity for the year. Monies should be
utilized in the year of receipt to benefit the
current student body.

4-Faculty are reminded
that money collected from
students in a given school
year will be used for those
students in the same year
collected.

4-Staff members and
bookkeeper

4-0ngoing training of OCPS
policy and procedures for
handling excessive internal
funds. A reminder in spring for
alf faculty members with
internal accounts to check
balances and ensure that
purchases are made to exhaust
funds.

2
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: )

5- Cash receipts for internal funds activities for
Student Government, Junior.Class, Senior Class,
NJROTC, Football and Athletics were deposited
directly with an outside foundation and were
not deposited in the Internal Funds. The
foundation charges a quarterly 2.5%
administrative fee on total deposits and an
additional 3.5% fee to process credit card
donations, while the Internal Funds does not
charge any administrative fees. In addition, the
deposits held with the foundation are
maintained at a local credit union, which is not a
Qualified Public Depository as defined in Florida
Statute, Chapter 280. The Florida Department of
Education and School Board Policy DIB require
Internal Funds to be in qualified public
depositories, approved by the school board, and
required to furnish the same type of security for
deposits as is required for other school boards.

School Board Policy DIB states that all funds
collected in connection with a school sponsored
or related activities involving school property or
students shall be included in and become a part
of the Internal Funds of the school. Financial
transactions of all school organizations shall be
accounted for in the school’s Internal Funds. In
addition, this policy states that organizations
which operate under the auspices and in the
name of an Orange County public school as a
booster club shall deposit all funds collected or
earned in the school’s internal Funds. These
funds shall be controlled and accounted for in

5-An immediate cease on
any funds collected by
students deposited to the
foundation account was
executed. This will not be
an issue going forward.

5-Staff members and
internal bookkeeper.

5-Ongoing training of OCPS
policy and procedures for use
of Foundation accounts. Clear
communication about what
donations can be collected
through the foundation and
what must come through
school internal accounts is
provided and reminded.

3
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: ___ -~ = -

the same manner as other Internal Funds.
Because these funds are handled outside the
controls and procedures established for the
Internal Funds by the District, it is not possible
to determine whether all collections and
disbursements are being accounted for or
whether they are being used appropriately.

Any accounts held with an outside foundation
should be closed and funds transferred to the
Internal Funds in accordance with School Board
Policy DIB. We also recommend that procedures
be developed to ensure all future receipts and
expenditures related to these activities be
accounted for in the school’s Internal Funds.

6- The goods purchased for the cheerleading
bundt cake sales were paid for using the cash
proceeds collected and was not supported by a
vendor invoice or receipt, All cash collections
should be deposited into the bank intact. Any
purchases should be made by school check and
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. Vendor invoices
and vendor receipts should be retained in the
Internal Funds records for auditing purposes.

6-Provide communication
to all staff that when a
fundraiser is being initiated
to bring to the bookkeeper
for support in executing
proper procedures to avoid
mistakes in money
handling.

6-Staff members and
internal bookkeeper

6-Training for this process is
provided at the beginning of
the school year and any time
throughout the year as
necessary.

7- Prior approval was not chtained by the
District office for the Orchestra fundraiser
conducted online. Any online fundraiser must
be approved in writing by the District

office prior to making any commitments.

7-Reminder of the proper
procedure and paperwork
required to initiate online
fundraisers.

7-Staff and bookkeeper

7-Included in pre-planning PD
rotations. -

OCPS0274Int
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Department / School Name o __| Endeavor Elementary

Admrmstrator I Department Head - _ ] Derek Knappins m
Cabinet Off‘cral / Area Supermtendent : ' ' | or. James Larsen"

- Exception Noted | Manaéament:Reshqnsa- Responsible Person Expected Qutcome & Compleﬁon Date
{Finding / recommendation) "(..Corrective Acl_:ipn) (Name & Title) . What is the ewdence of t.h__e corrective actm_n?
What is? What should be? What heeds to be done? Who needs to do it? ‘When will the be completed?

2021)

Lost  textbooks ‘and digital | ANl lost textbooks and digital Bookkeeper ' Eﬁéctive_-”iminedjatgly;
peripheral fee collections were riot | peripheral fee will be collected | : ‘
forwarded to the DiS_tfiCt office as | and for'warded to the district at
~of June 30, 2021. Any balanée in | the end of the year.

the Lost Textbooks and Digital Fee
Peripheral accounts must be sent
| te the District office at the end of

| the year. WP 2200 '

: 1
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE:

Department / School Name . m_ﬁtﬂm%
Administrator / Department Head BTV —

Cabinet Official / Area Superintendent —T e -
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) (Nal:ne & Title) What is the evidence of the corrective action?
What is? What should be? What needs to he done? Who needs to do it? When will the action be completed?
_ {MM/YYYY)

7 375 & W;’V‘%”‘j'& m@% 09/A%)

1
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“FISCAL PERIOD'OR AUDIT DATE: FY2021 -

e

Department / School Name

T EVANS HIGH scHo,OL :

.| Administrator / Department Head S | ROLANDO BAILEY P)Q 5& ,e |
't Cahinet Official / Area Superintendent " - | DR. HAROLD BORDER i a
Exception Noted Man,ageme'nt',Response N Responsible Person Expected Outcome = Completuon Date :, (]
(Fndlng / recommendation) (Corrective Action) (Name & Title) What is the evidence of the corrective actlon’ .
‘What is? What should be"-‘ - When will the action be completed? e

wtiet:needs to be done?’

"'w_ho needs to do _1t?

(MM/WYY)

"..| Fundraisers and admlsswn
avents: i ;

‘| Three ticket mventory reports
‘| were not completed properly.
Tickets noted as used in the

- | ticket sales report were

| included as ending inventory.

All tickets must be accounted

for on a ticket inventory
report.” .

Athletic 2
‘Director/Ticket . -~
| ' Manager

| Principal and Athletic Director will venfy the T'cket

o FY2022

Manager completes Tcket Inventory Reports.

s C e
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FISCAL PERIOD OR AUDIT DATE: __

" AUDIT RESPONSE MATRIX

Department / School Name Frangus €lementary A 4 A a Vi
Administrator / Department Head DeCheryl Britton &é%.r/ P o~
Cabinet Official / Area Superintendent Dr. Cupid-McCoy * y ,/y’ 'W P ﬂﬂ/t.\
[ d = /
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
v 74 o Finding. recommendation). ~{Corrective-Action}. - ... ..{Name.& Jitle)- —.-. . What-is.the evidence of the corrective.action? _ —
R I What |s? What shou l;e? . What needs to be done? Who needs to do it? L When will the ‘action be completed?
Make sure to put on the Joanne Bozzy Effective immediatelv
Bookkeeper

Lost textbooks collections were
not forwarded to the District calendar to send anything due
- office as of June 30, 2021, to district before end of year

deadline.

1
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| Depastrment / School Name

Freedom MS

4

. [

Administrator / Department Head

Cabinet Official / Area Superintendent

=

//—/' é/’
=F |

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action}

Responsible Persan
" {Name & Title)

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

What is? What should be?

What needs to be dane?

| Who needs to do it?

" When will the action be completed?

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 he
approved by the principal prior
to the purchase. The principal
should date the form to
provide evidence of when the
requisition and purchase order
form was approved:

Check # 6990 8/21/20 $249.48

All Pos need to be dated

Sylviane Salinas
Bookkeeper

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

8/2021

‘Check number 6987 included a
purchase in the amount of
$1,611.00 that was an
improper expenditure made
from the General account for
select students. All
expenditures from the General
account should be for the

All expenditures from the
General account should be for
the benefit of the entire
student body,

Sylviane Salinas
Bookkeeper

| will make sure General account is only used for
the benefit of the entire student body.

8/2021

1
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benefit of the entire student
body.

, 2
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“AUDIT RESPONSE MATRIX " FISCALPERIOD OR AU

L L 2 DS

Department / School Name , lalevry v\ Ao~ ¥A0AMNe. Scles\ |
Administrator / Department Head My . Deprl Ee o ncec A A
Cahinet Official / Area Superintendent ‘ S S N
Exception Noted Management Response Responsible Person Expected Qutcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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?
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A rm—
RESPONSE MATRIX -

Department / School Name Gotha Middle School

Administrator / Department Head Monica Emery

Cabinet Official / Area Superintendent Jennifer Cupid-McCoy W /(LW P LG’,,

Exception Noted Management Response Responsible Person Expected Qutcome & Completion Date
(Finding / (Corrective Action) (Name & Title) What is the evidence of the corrective action?
recommendation)
What is? What should be? | What needs to be done? Who needs to do it?

When will the action be completed?

o s GR 5=
XDt

The balance of the Internal | Sponsor should monitor
Funds appears excessive as | his/her activity and spend
of June 30, 2021 relative to | the funds accordingly for
the school’s activity for the | current year student body.
year. Monies should be
utilized in the year of receipt
to benefit the current
student body,

Sponsor/Teacher/Bookkeeper | Changes will be noted by 06/2022

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: AUGUST 24, 2021

Department / Schoo! Name

Hillcrest Elementafy

Administrator / Department Head

Cabinet Official / Area Superintendent

Ruth Ortega/ ( =’ %

77

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) 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?
) MV
The requisition and purchase Complete a requisition and Principal/Bookkeeper | June 2021-July 2022

order form for Check #5700,
was completed after the
goods/services were
purchased. A requisition and
purchase order form must be
completed each time an
individual request is made and
must be approved by the
Principal prior to the date.

purchase order form each
time an individual request to
make a purchase and provide
Principal approval prior to the
purchase.

A requisition and purchase order form will be
completed and submitted to the Principal for
approval prior to purchase.

1
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0D A s A .}
Department / School Name Horizon West Middle School NS A N
Administrator / Department Head Michelle Thomas :
Cabinet Official / Area Superintendent  James Larsen Pl / _4/
/y
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs to do it? When wiil the action be completed?
(MM/Y '
Digital Device Fees not Makes sure digital reports and | Joanne D, Lenkel Will be evident at 2021-2022 year end close out
forwarded to district as of June | checks for June are done 6/30/2022
130, 2021 before year end close out

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: 9/21/2021,

‘Department / School Name

Hospital Homebound

Administrator / Department Head

Dr. Elizabeth Theis

N

i\

Cabinet Official / Area Superintendent

or. cupicMeCoy, DK DN VEYEIE 0F I Cupicl —

[

Hecay

Exception Noted
. (Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person

(Name & Title) What is the evidence of the corrective action?

Expected Outcome & Completion Date

What is? What should be?

What needs to be done?

Who needs to do it?

When will the action be completed?
{09/2021}

Assignment and accountability
records were not completed.
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.

Need to create a sub receipt
log for receipts given out.
Gave out one receipt last
school year.

Rhonda Judd | This will be completed ASAP

Secretary/Bookkeeper

1
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Department / School Name H oward Y\ d,/é, lE’ S ool )

Administrator / Department Head C ~fL—7 > Kin BeeK e A

Cabinet Official / Area Superintendent i oV G dat “— 1479
- ) \ »

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 thgvggti_c__)’p_.l_:g completed?
(08/2021)

The balance of the Internal
Funds appears excessive
as of June 30, 2021 relative
to the school's activity for
the year. Monies should be
utilized in the year of receipt
to benefit the current
student body.

Bookkeeper must partner
with teachers continually
throughout the year to be
sure Funds collected during
a specific school year are
spent with in the same
year.

Bookkeepe:/
Pindpal

The completion of this action will be ongoing
throughout each year.

Digital Devices and Digital
Devices-Peripheral

All Digital Devices and
Peripheral collections must

Bookkeeper
Pn naﬁa [

Monthly checks of the Digital Device and
Peripheral Collections will be check each

collections Were not
forwarded to the District
office as of June 30, 2021.
Any balance in the Digital
Devices and Digital Devices
-Peripheral accounts must
be sent to the District office
at the end of the year.

besubmittedtothe District
office by the end of the
year.

monthto ensure timety Temittance to the
District office.

A PROP-Z form was not
completed for the purchase
of the Dance Floor and
several Guitars. PROP-2
forms must be completed

PROP-Z torms must be
completed for any purchase
$1,000 or more made with
Internal funds and that
meet the requirements of
the Property Department

BooKKeeper /
Hinu pa)

Complete all required PROP-Z forms for
purchases $1000. or more.

»

D

RECEIVED

LUd

OCPS INNOVATIQ®
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for all capital expenditures
of $1,000 or more.

The requisition and
purchase order forms for the
following checks were
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.

Follow the quote, approval
by Principal, creation of PO
then payment of invoice
rules set out by Internal
Accounts

/
Bookkeeper/

tindipal

Be sure venders are not submitting invoices
dated the same day as the quote is dated.

Carefully monitor all dates, quotes, PO and
invoices, to insure procedures are followed.

The School Board

Always get three quotes for
any purchase over $5000.

Bookkeeper/ i

'Prina‘_pal

Carefully monitor all PO requests of over
$5000. Always have three quotes to back up

Procurement Services
Policy was not followed for
the purchase of the dance
floor, dance supplies, and
several guitars. Contractual
services of $5,001 to
$49,999 should be

the decision to purchase from vendor who
submits a quote over the approved threshold.

” RECEIVED
competitively quoted or
facilitated through _—
Procurement Services. SL Y R
Contractual expenditures of
$50,000 or more should be OCPS INNOVATION OFFICE

competitively bid.

2
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Department / School Name

HUNTER’S CREEK MIDDLE SCHOOL

Administrator / Department Head

Cabinet Official / Area Superintendent

JOUMANA MOUKADDAMS\}S)U{,W . fod e

JOHN W. WRIGHT /

Qpar”

— T

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)

The balance of the Internal
Funds appears excessive as of
June 30, 2022 relative to the
school’s activity for the year.
Monies should be utilized in
the year of receipt to benefit
the current student body.

All accounts will be reviewed
for lowering student cost
income and increase in
expenses. Monies will be
utilized in the year they are
collected. Accessing funds for
students in need.

Peggy Jackson,
Bookkeeper
Joumana
Moukaddam,
Principal

Accounts will be reviewed and discussed with staff
by 11/2021. We will encourage reviews of fees or
donation requests and goals will be set for future
expenses. Review of accounts in 04/2022 to insure
funds have been spent on current students.

Monies collected from outside
the main office were not
turned in to the school
bookkeeper by the following
day for collections turned in
June 6, 2020 and
corresponding with official
receipt number 5135. All
external collections should be
turned in to the bookkeeper by
the following day, regardless of
amount.

Monies collected outside the
school office will be turned in
the next business day, or
otherwise documented.
Especially the Media Center.

Peggy Jackson,
Bookkeeper

Kellee Moye, Media
Specialist

Review of Media Center income and fees will lower
cash deposits. Cash payments deposits will be
made no later than next business day.

1
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Independence ElementarySchool =~ =~

Department / School Name

Dr. Angela Murphy-Qshome LA /7 )

Administrator / Department Head

Dr. Cupid-McCoy /) qBZS 0 hv-bf_/hz’ﬁ T Cn p i~ 115

Cabinet Official / Area Superintendent

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) (Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs to do it?

Monies should be utilized in
the yéar of receipt te benefit
the current student body.

Balance of the Internal Funds -
appears excessive as of June
30, 2021.

Dr. Angefa Murphy-

Oshorne December 2021 and will paint school in June 2022,

1
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Department / School Name

Innovation Middle Schgpl

Administrator / Department Head

Andrew Nelson

Cabinet Official / Area Superintendent

William Bohn

4

e

Exception Noted Management Respanse Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) (Name & Title) 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)

The requisition and purchase
order forms for the following
checks were completed after
the goods or service 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.

Michelle Pacheco
Bookkeeper

In the future make sure purchase orders are .
‘approved before anyone is purchasing the items.
9/2021

i
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Department / School Name

“lvey Lane Elementary

Administrator / Department Head

Samuel Danner

Cabinet Official / Area Superintendent

A/
XRa '

Dr. Tashanda Brown-Cannon

[ 4

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?
(08/2021)

Assignment and accountability
records were not completed
properly. Several subsidiary
receipts listed as utilized could
not be located.

All subsidiary receipts need to
be accounted for on an
assignment and accountability
record and inventoried at
year end.

Rebecca Evans-
Media Specialist
Litizia Williams-
Secretary/Bkkpr -

Subsidiary Receipts must be satisfactorily
accounted for on the Assignment & Accountability
Record regardless of the source of acquisition. An
assignment & accountability record is executed for
each individual series of sub receipts acquired.
Receipts acquired for assignment must be listed in
numerical order and kept on a fiscal year basis. The
assignee must be identified. Receipts utilized must

be listed by actual receipt type, series and quantity.

Prior to the end of school year, an inventory of all
unused receipts must be taken by the school
bookkeeper and noted on the assignment and

accountability record.

1
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Department / School Name

Jones High School

Administrator / Department Head

Allison Kirby

ST IN 4(1018/\

Cabinet Official / Area Superintendent

#/29/2021

Dr. Harold Border
7 2 A

Exception Noted

Management Response

Responsible Person

Expected Outcome & Completion Date

(Finding / recommendation} {Corrective Action) {Name & Title) 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. The balance of the The excessive of funds raised | *Sponsor/Bookkeeper | *Immediately

Internal Funds appears
excessive as of June
30, 2021 relative to
the school’s activity for
the year. Monies
should be utilized in
the year of receipt to
benefit the current
student body.

during the fiscal year needs
to be spent to benefit the
current student body of each
fiscal year end.

2. The sales report for
the T-shirt fundraiser
disclosed a loss in
inventory or sales
potential of $445.50 or
54% of sales. 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.

The sales report for the T-
shirt fundraiser disclosed a
loss and an explanation was
not attached. An additional
explanation should be
attached to explain the loss
of sales and signed by the
principal.

*Sponsor collecting
the funds

*Immediately

*Action completed and filed

1
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Documentation should
be attached and
signed by the principal
foritems
damaged/stolen, loss
of profit or loss in sales
potential,

2
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- AUDIT RESFONSE MATRIX

£

SCALPERIOD OR AUDIT DATE: 10/6/20210

Department / School Name

Lake Como School

Administrator / Department Head

Ella Patriarch

Cabinet Official / Area Superintendent

James Larsen

Responsible Person

Exception Noted Management Response Expected Qutcome & Completion Date
(Finding / recommendation} {Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should he? What needs to be done? - Who needs to do it? When will the action be completed?
Transfer journal entry number | A fund transfer journal entry | Angela Crapps 10/21 - All journal entries will be printed, signed,
134817 dated November 18, proof sheet should be signed | Secretary/bookkeeper | and filed properly, effective immediately.

2020, transferring $429.00
from the Exceptional
Education account to the
Autistic Class account was not -
supported by a fund transfer
journal entry proof sheet. A
fund transfer journal entry
proof sheet should be signed
by the principal authorizing the
transfer of funds. A copy of
this report should be retained
in the Internal Funds file for
auditing purposes,

by the principal authorizing
the transfer of funds. A copy
of this report should be
retained in the internal Funds .
file for auditing purposes.

Isolda Fisher
Principal {previous)

The requisition and purchase
order form for the foliowing
check was completed after the
goods or services were
purchased. A requisition and
purchase order form must be
completed each time an
individual request to make a

A requisition and 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.

Angela Crapps
Secretary/bookkeeper

Isalda Fisher
Principal (previous)

10/21 - all requests for purchases will be approved
before the purchase is made.

1
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ONSEMATRIC -0 5 00050 FISCAL PERIOD OR AUDIT DATE 1076/2021

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

2
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.
Department / School Name Lake George Elementary
Administrator / Department Head Lauren Watson .
Cabinet Official / Area Superintendent Mr. Bohn S g S 2
hd y LV 4 / | = -

Responsible Person
{Name & Title)

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

Who needs to do it?

be_ completed?

Exception Noted Management Response
(Finding / recommendation) {Corrective Action)
What is? What should be? What needs to be done?
The requisition and purchase A requisition and purchase
order form was completed form must be completed and
after goods were purchased. approved by Principal prior to

the purchase.

Belky Jusino Jimenez

On the next purchase reqtilest,‘ purchase order from
will be completed and approved before acquiring
goods.

..........

i
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

/);7

Department / School Name

Lake Nona High School

Administrator / Department Head

Martha C. Chang, Principal

s
R

Cabinet Official / Area Superintendent

Exception Noted

Management Response

Responsible Person

Dr. Harold Border, Area Supe%tendent

DA

11/0102021

Eﬁcted Outcome gef)jpletion Date
WHhat is the evidence of the corrective

(Finding / recommendation) (Corrective Action) (Name & Title)
action?
What is? What should be? What needs to be done? Who needs to do it? When will the action be completed?
(MM/YYYY)

Cash Receipt:

Following donation with no
spécific purpose designated by
the donor and was posted in
Principal Discretionary.

Need to make sure that there
is a donation letter attached
to the check and ensure it is
deposited into correct
account.

Martha C. Chang, Principal
Jennifer Ortiz, Bookkeeper

A donation letter attached, and if not then
it should be put in the General account.
10/2021

Fundraisers:

A request for fund raising
activity form and sale report
was not approved for the
Baseball-Boy Vertical Raise
Fundraiser.

Staff will be reminded to
make sure that a fundraiser
form is turned in and
approved before any
fundraiser begins.

Martha C. Chang, Principal
Jennifer Ortiz, Bookkeeper

There should be a fundraiser form
approved and a sale report for each
activity. 05/2022

Admission events:
Sale Ticket report not signed by
the bookkeeper.

The Sale Ticket report needs
to be printed correctly to
reflect the required signature
for the bookkeeper.

Sale ticket manager
Jennifer Ortiz, Bookkeeper

There should be a signature of the ticket
manager and a signature of the
bookkeeper. 04/2022

1
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AUDIT RESPONSE MATRIX

FISCAL PERICD OR AUDIT DATE: 9/16/2021

Department / School Name

Lakemont Elementary

Administrator / Department Head

Cabinet Official / Area Superintendent

~ S

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)

Large balances owed at
year-end in ext. day.

Send out balance reminders
more frequently as year-end
approaches. Continue to
monitor during summer Ext.
Day

Sandy Lillie | End of school year 05/2022

Balance ledger showing a decrease in balances

Official Receipt number was
not written on the Monies
Collected form,

Person collecting money
needs to complete the form
properly and bookkeeper

should make sure it is on the.

form

Kenya Bowers
And Jeannine Hunter

Any time cash or check is receipted.

1
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Department / School Name: Lakeview Middle School

Administrator / Department Head: Tony Roman, Principal

Agﬁm ArGan

Rie 55— Rroklecs or

Cabinet Official / Area Superintendent: Jennifer Cupid-McCoy

Q;))L/Wauéan Denaly pf 3 Cup\d

Exception Noted Management Response Responsible Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) Person What is the evidence of the corrective action?
(Name & Title)
What is? What should be? What needs to be done? Who needs to do When will the action be completed?
it? (MM/YYYY)

Cash receipts:

1. The following donation Have description for Debbie Ruchti- At the time of each donation

designated by the donor for campus | donations to Principal’s Bookkeeper and

beautification and to Discretionary specifically done.

assist students in need was posted
to the Principal’s Discretionary
account. The only

receipts to be recarded in the
Principal’s Discretionary account are
those donations

that specifically state that they are
to be used at the principal’s
discretion.

Official | Officiall Official

receipt | receipt| receipt
number date | amount
7428 July $4,000.00
14,
2020

state that is what it is to be
used for.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Lakeville Elementary,

;
/

/1N

Administrator / Department Head

Dr. Karena Chunoo Ay,

Cabinet Official / Area Superintendent

Dr. Rahim lones

! 0 0

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action)

Respoansible 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)

Monies collected were not
turned into bookkeeper by the
following day. All external
collections should be turned
into bookkeeper by following
day.

Media Clerk needs to turn in
monies collected by next
following day.

Denise Bustamante/
Media Clerk

08/2021- Dr. Chunoo has instructed Denise to turn
in all monies collected immediately.

Check was not supported
requisition and purchase order
form.

A requisition and purchase
order form must be
completed each time an
individual requests to make a
purchase.

Ronnie Albino/ School
Secretary/Baokkeeper

08/2021- This action will be taken immediately and
will be done prior to any purchases made by an
individual as well as will be approved by principal.

Check was not supported by
vendor invoice or receipt.

Vendor invaices and receipts
need to be retained
immediately after purchase.

Ronnie Albino/ School
Secretary/Bookkeeper

08/2021- All checks will have a vendor invoice or
receipt attached to the check immediately after
purchase.

1
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Department / School Name Lancaster Elementary
Administrator / Department Head Natasha Pender  Zoetq7
Cabinet Official / Area Superintendent

William Bohn

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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 theactlon be completed?

Auditors were unable to
determine if deposit official
receipt #1001 and #1026 were
deposited timely in the drop
safe as deposit slips were not
dated.

The deposit slips should be
dated.

Silvia Gonzalez
Secretary/Bookkeeper

j é&&
The deposit slips w:II be dated the same day of
collection.

08/25/2021

The official receipts # 1021 and
#1032 were not deposited
timely in the drop safe

All collections must be
deposited in the drop safe
the same day of collection.

Silvia Gonzalez
Secretary/Bookkeeper

All collections will be deposited the same day of
coflection. 08/25/2021

Monies collected from outside
the main office were not
turned by the following day for
the following collection

All external coliections should
be turned by the foilowing
d.'_:ly.

Silvia Gonzalez
Secretary/Bookkeeper

All external collections will be turned by the
following day. 08/25/2021

The purchase order form for
check # 5270 was completed
after the services were
purchased.

The requisition and purchase
order form must be approved
by the principal prior to the
purchase.

Silvia Gonzalez
Secretary/Bookkeeper

A requisition and purchase order will be approved
by the principal prior to the purchase.08/25/2021

1
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I 7 27
Department / School Name Secretary/Bookkeeper -Layreate ] v/ 7
Administrator / Department Head Suzanne Workum . ) 'Lra% i m
Cabinet Official / Area Superintendent Mr. Bohn .

7/

/' T4

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?

My
Extended Day deposit was All deposits require dates. Extended Day immediately 9/14/2021
made missing date on deposit | Training the coordinator to Coordinator
slip. review procedure. Andrette Lampkin
(no longer with
OCPS)

Assignment and accountability
records were not properly
completed for extended day.
Missing receipt and
explanation.

Complete the assignment and
accountability record in it's
entirely. Keep record of
missing receipt.

Extended Day
Coordinator
Andrette Lampkin
(no longer with
0OCPS)

Immediately 9/14/2021

OCPS0274int

1




AUDITRESPONSE MATRX  © -~~~ " FISCALPERIOD OR AUDIT DATE: SEPTEMBER &, 2021

Department / School Name LIBERTY MIDDLE SCHOOL
Administrator / Department Head Lovely Tinsley
Cabinet Official / Area Superintendent 7 '/ /
Wy < —
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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 tllig_ction be completed?
PO was completed after the PO should always be T.Clarke - teacher To make sure all PO's are approved PRIOR to any
goods were purchased completed prior to purchase purchases.
Ellington - Discussions held during pre-planning 8/5/21.
Bookkeeper Immediate correction, 9/9/2021
ultimately
responsible
Sales tax was paid on As we are exempt, tax shoutd To make sure sales tax is hever reimbursed.
reimbursement to teacher not be reimbursed Ellington, Also discussed in pre-planning, 8/5/21.
Bookkeeper Correction —immediate, 9/9/2021

1
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Department / School Name

Lockhart F.Iementary School

Administrator / Department Head

Alysqn\Muse_ ( 1Y

Cabinet Official / Area Superintendent

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person
{Name & Title)

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

What is? What should be?

What needs to be done?

Who needs to do it?

When will the action be completed?
ASAP

Assignment and accountability
records were not completed
properly. Several subsidiary
receipts were not listed as
utilized. In addition, one of the
receipt booklets used during
the year was not listed on the
assignment and accountability
records, All subsidiary receipts
need to he accounted for on an
assignment and accountability
record and invenioried at year-
end.

List used subsidiary receipts
on Assignment and
Accountability Records.

Used receipt books should be
listed on Assignment and
Accountability Records

lackeline Gomez
Bookkeeper

Redo Accountability and Assignment Record (list all
used subsidiary receipts and receipt book).
8/2021

1
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}  AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Lockhart Middie Schooi YR

Administrator / Department Head

Lisa James, Principal ~ =~

Cabinet Official / Area Superintendent

el
Dr. Rahim Jones WW

V

Exception Noted Management Response Responsible Person . Expected Outcome & Completion Date
[Finding / recommendation} (Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs todo it? When will the action be completed?
L hbias)

Monies Collected outside of Coniinue fo remind Staff- Bookkeeper & Immediately 10/11/2021

the main office turned in late. Faculty-Sponsors that funds Principal

Should be turned in within 24 are to be turned in'within 24

hrs of collection. hours of collection.

Assignment & Accountability Sign my Forms immediately Bookkeeper immediately 10/11/2021

record was not signed hy the upon the start of each new

preparer. Should have been form.

signed at the beginning of the

school year.

COVID-19 Relief funds of These were funds given to us | Bookkeeper & Immediately 10/11/2021

$1200.00 were deposited in via PIE through the Principal

the Principal’s Discretionary
Account. The only receipts
recorded in the Principals
Discretion Acct are those

donations that specifically state

that they are to be used at the
Principals discretion.

Foundation, to use in
whatever way needed. Must
advise PIE and anyone else
that makes donations to
specifically designate on
PAPER how the Funds are to
be used.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD.OR AUDIT DATE:

Sales tax of $3.87 was
reimbursed to a faculty
member for purchases made
on behalf of the Case Magnet
Class. Sales tax paid to faculty
Members are not
reimbursable.

Pay closer attention to
receipts.

(This was done in error, there
were approx. 4 receipts, |-
missed the tax on one of
them.)}

Bookkeeper

Immediately 10/11/2021

2
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Degartment / School Name

Administrator / Department Head

Cabinet Official / Area Superintendent

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation} {Corrective Action) {Name & Title} 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?

10/30/2021

The balance of the internal
funds appears excessive as of
6/30/21 relative to the school's
activity for the year.

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

Latonia Green
Principal

Funds will be utilized more throughout the year.
1212021

Assignment and accountability
records were not completed,
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
principal’s signature.

A log will be maintained for
staff to sign receipt books
infout.

Jamala Lee
Bookkeepear

Searching the district internet for a log document
to report accountability and assignment of receipt
hook 10/14/2021

‘The following bank deposits
were not depeosited timely in
the drop safe. School Board
Policy requires that ali
collections must be deposited
within the same day of
Collection.

Al monies collected will be
deposited on the same day.

Jamala Lee
Bookkeeper

Internal Accounts Handbook page 23 was reviewed
and acknowledged.

1
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| AT BSOS A

A Sales report for the June
‘Bistro sales was not signed hy
the Principal.

All sale reports will be handed
to and approved by the
Principal.

Bookkeeper/Principal

June's Sale report was signed by the Principal
10/13/2021

2
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AUDIT RESPONSE MATRIX

DEPARTMENT/SCHOOL:
ADMINISTRATOR/PRINCIPAL:

DEPARTMENT HEAD/AREA SUPERINTENDENT:

FISCAL PERIOD:

2020-2021

Maitland Middle School

Aski Melik D. Bro

Jose Martinez

;m

Exception Noted

Management Response

Responsible Person

Qutcome 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?

1. The balance of the
" Internal Funds appears
excessive as of June 30,
2021 relative fo the
school’s activity for the
year.

2. The Following monies
collected forms did not
indicate the total cash
collected and the total
checks collected. 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.

Monies should be utilized in the
same year of receipt.

Mr. Ramos needs to be sure all

documents are carefully detailed.

Fine Art Departments

Bookkeeper — Mr. Ramos

We advised the music
departments going forward they
need to utilized funds in the same
year of receipt to benefit the
current student body.

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.

TA092010

OCPS1055INA (Revised 9/2010)




Department / School Name

Maxey Elementary School -

Administrator / Department Head

Principal Davis-Wilson, (L} 00 cfanno

Cahinet Official / Area Superintendent

Dr. Cupid-McC - Ale
r. Cup covkﬁgw%i—wﬂ%apdﬁ@

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action} {Name & Title) 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?

{08/2021)

One official receipt was issued for
collections from multiple sources.
School Board policy requires that
a separate official receipt be
issued for each monies collected
form according to its origin
identified on source documents.

Though multiples copies
arefwere made, issued for each
manies collected form, to
prevent confusion each
source/deposit will be
completed
separately/individually.

Kim Kinsey,
Secretary/Bookkeeper

Each source will be separate, individual from one
another and issued a specified official receipt from date
of audit, 08/26/2021, evidenced by copies provided.

Requisition and purchase arder
forms were 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
by the principal prior to the
purchase. The principal should
date the form to provide evidence
of when the requisition and
purchase order form was
approved.

All requisitions are dated once
approved. Verify, review and
confirm requisitions and
purchase order forms are dated
once signed and approved.

Carletta Davis-Wilson,
Principal

Kim Kinsey,
Secretary/Bookkeeper

Once approved and dated, review, verify and confirm.
The evidence are dates listed on all requisitions and
purchase order forms.

1
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AUDIT RESPONSE MATRIX -

SCAL PERIOD ORAUDITDATE: .~

Department / School Name

Michael McCoy Elementary

Administrator / Department Head

Eric Unger

U

Cabinet Official / Area Superintendent

William Bohn

2/

/

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?
IMM/YYYY)

The following donation with no
specific purpose designated by
the donor was posted to the
Pricipai’s Discretionary
account,

We are going to make sure
that we get a letter from the
vendor to specify what
account the donation need 1o
be posted or in the check.

Janet Colén
Secretary/Bookkeeper

It will be immediately, as s00n we get a donation
of a vendor we will make sure we have a letter if
the check does not said for who is the donation
for.

Subsidiary receipts were not
issued immediately upon
transfer of collections from the
individual to the teachers for
the following collection.

We will make sure that any
money collect a subsidiary
receipt will be complete.

fanet Coldn
Secretary/Bookkeeper

Effective immediately, all receipts will be written
for each individual coliection.

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

We will make sure that ail
requisitions get date and
approved by the principal
before purchase.

Janet Coldn
Secretary/Bookkeeper

Effective immediately, all requisitions and
purchase orders will he completed/approved
before purchases are made.

1
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Department / School Name

Administrator / Department Head

Meadow Woods Elementary
Edmi Figueroa .

Cabinet Official / Area Superintendent

s . %,.:«:ﬂ

Management Response

Exception Noted Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) {Name & Title) What is the evidence of the corrective action?
What 1s? What should be? What needs to be done? Who needs to do it? When will the action be completed?

IMMYYYY)

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
appraved by the principal
prior to the purchase.

Verify that all purchase orders
are completed before
goods/service & Principal
approval.

Bookkeeper-Rohanie
Persad

Verify that purchase orders are completed before
goods/service and Principal approval. 09/2021

1
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Department / School Name

Meadow Woods Middle School ~  /

Administrator / Department Head

Marisol Mendez

Cabinet Official / Area Superintendent

John W. Wright

INAL
e

Exception Noted Management Response Responsihle Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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)
Prior approval was not Any fundraisers must be Christine McGivney- | Effective immediately we will ensure all fundraisers

obtained by the principal for approved by the principal
the wristband fundraiser. Any prior to making any
fundraisers must be approved | commitments.

by the principal prior to making
any commitments. Principal
signed and dated the wristband
fundraiser on December 19,
2020 but the fundraiser started
on November 20, 2020

Bookkeeper, Marisol
Mendez-Principal

are approved by the principal prior to making any
commitments. 08/2021

RECEIVED

SEP 30 2021
1
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Department / School Name

Meadowbrook Middle School

Administrator / Department Head

Cabinet Official / Area Superintendent

i
Dr. David Hardrick 7
Mrs. Tasha Brown-Cann

A=

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?

A purchase order register could | A purchase order register will | Bookkeeper 10/2021
not be located. be maintained to record all

approved purchases.
The requisition and purchase A requisition and purchase Principal/ 10/2021
order form for the following order form will be completed | Bookkeeper/
check was completed after the | each time an individual Sponsor

goods or service were
purchased.

request to make a purchase
and will be approved by the
principal prior to the
purchase.

1
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Department / School Name -

Bookkeeper- Athena Santiago/ Memorial Migdaté Schoo(

Administrator / Department Head

Cabinet Official / Area Superintendent

Area Superintendent James Lars

Principal Kenisha M. Williams %

Exception Noted
{Finding / recommendation)

Management Response
{Corrective Action)

‘Responsible Person
(Name & Title)

Expected Qutcome & 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? -
P T

A fund transfer journal entry
proof sheet should be signed
by the principal

authorizing the transfer of
funds

Principal needs to sign the
journal entry

Athena Santiago
Bookkeeper

8/25/2021
Same day of entry
Evidence: Signature on journal entry

Check received was
dated November 2020 but not
deposited until March 2021.

Deposits need to be made on
the day money/check is
received.

Athena Santiago -
Bookkeeper

Same day money/check received.

~| Assignment and accountability
records were not completed
properly. (Receipt books}

Receipt books need to be
signed back in promptly.

Athena Santiago
Bookkeeper

8/25/2021

Evidence: Signatures ot log

The following check (6439) was
not supported by a vendor
invoice or receipt.

Copy of invoices need to be
kept with records.

Athena Santiago
8ookkeeper

8/25/2021- Email was sent to vendor requesting a
copy of the invoice.

All checks must have an invoice in order to pay for
guote

1
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Department / School Name MetroWest Elementary

Administrator / Dr. Xhuljeta Gjini

Cabinet Official / Dr. Cupid-McCoy

Exception Noted
{Finding / recommendation)

Management Respanse
{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)

Excessive balance of the

Mare of the funds will be

Dr. Gjini Principal

10-2021-05/2022

Internal Funds utilized during the year to Cindi Kirkley

benefit the students Secretary/Bookkeeper
Monies collected from All collections will be turned | Cindi Kirkley 10/2021
teachers were not turned in to | in by the following day Secretary/Bookkeeper
bookkeeper by next day ' :
Lost textbook collections were | Any balance for lost Cindi Kirkley 6/2022
not forwarded to OCPS District | textbooks wilt be sent to Secretary/Bookkeeper

at the end of fiscal year

District at the end of the
fiscal year

1
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OC

@' AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Orange Technical College —,Mid Florida Campus

Administrator / Department Head

Cabinet Official / Area Superintendent

Melanie Stefanowicz

—

e
=S

Exception Noted

Management Response

Responsible Person

Expected Outcome & Completion Date

receipt, did not indicate the
official receipt number. Official
receipt numbers should be
listed on the work orders to
provide an accurate audit trail.

correct process for work
orders is being done.

(Finding / recommendation) (Corrective Action) (Name & Title) 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)
Work order number 8108 Business manager to check Wenyi Li Starting September 2021
corresponding to the official daily receipts, to ensure Bookkeeper

The bookkeeper will check before submitting for
signature all receipted work orders

Process to be completed by June 2022

1
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: D_ep_a’rtmén_t_. Fi Schoﬁ! Name

Administrator / Department Head

Millennia Eiementarv

D'lanira Pena®

Cabinet Official / Area Superintendent

James Larsen

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?
{MMAYYYY.

Monies collectad form was not
signed or dated by the
bookkeeper.

Official Receipts numbers,

1 subsidiary receipt numbers,

total cash collected and total
checks collected, and the

‘dates that correspond to the

amounts collected and
deposited should be listed on
the manies collected from
and signed by the bookkeeper
to provide an accurate audit
trail.

Ciara Collado/
Bookkeeper

All monies will be collected and S|gned with
continuous action throu_gh fiscal period /

07/2021-06/30/2022

Mornies collected outside the

All external collections should

Tring Laba"m?_ / Media

Monies will solely be collected via SchooIPéy with

main office were not turned in. | be turned in to the Specialist continuous action through fiscal penod {

to the school bookkeeper by bookkeeper by the following | Ciara Collado / 07/2021—06/30/2022

the following day. day, regardless of aivourit. Bookkeeper

An-assignment and All assignment and Extended day All documents will be signed accordingly with
accountability record was not | accountability records should | Coordinator continuous action through fiscal period /

signed by the preparer.

be signed by the person _
responsible for maintaining
the records.

07/2021-06/30/2022 -

1
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AUDIT RESPCNSE MATRIX

FISCAL PERIOD OR AUDIT DATE: _ 2020-2021

Department / School Name

Mollie Ray Elementary

Administrator / Department Head

Dr. Nathaniel Stephens

Cabinet Official / Area Superintendent

Dr. Tashanda Brown-Cannon

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. Asales report was not
completed for the
Gatorade resale activity.

Complete a sales report for
each sales activity conducted

The individual
conducting the sale
in conjunction with
the bookkeeper

At the completion of the sale a sales report is
generated and signed by the principal

2. Assignment and
accountability records
were not completed.

Assignment and
Accountability record must be
completed to record and
account for each sub-receipt.

The individual
assigned the receipt
book must record alt
sub-receipts in
conjunction with the
bookkeeper

As receipts are utilized and inventoried at year-end.
The record is reconciled and signed acknowledging
completion by year-end

3. Donation designated by
the donor for ‘
decorations for the math
bee and transportation
costs to the county math
bee competition was
posted to the Principal’s
Discretionary account.

Funds must be posted to the
correct account.

The Bookkeeper

When funds are posted into the correct account. If
there is no supporting documentation to deposit in
the Principal’s Discretionary account, the funds are
posted to the designated account.

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: __ 2020-2021

4. An official receipt did not
include subsidiary
receipts.

Supporting documentation
should accompany all official
receipts.

The Bookkeeper

Supporting documentation should accompany all
funds receipted

5. It could not be
determined if sales tax
was paid on the
Gatorade resale activity.

Vendor invoices and vendor
receipts should be retained in
internal funds records for
auditing purposes

The Bookkeeper

Provide evidence of sales tax being paid by
providing an invoice or receipt

6. Check number 5772 was
written for $326.36, but
the vendor invoice was
for $924.50

All disbursements should be
properly supported and agree
with underlying
documentation

The Bookkeeper

Underlying documentation will properly support
the disbursement '

2
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Department / School Name

Moss Park Flementary

Administrator / Department Head

Cabinet Official / Area Superintendent

Dr.StephanieOsmond [} A lcran~
/

Mr. William Bohn /% é/g‘ /-—Vé';

Exception Noted Management Response Respansible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) What is the evidence of the corrective action?
What is? What should he? What needs to be done? Whao needs to do it?
Excessive funds in internal Need to spend funds in a Stephanie Osmond 6/30/2022
Accounts timely manner before the Principal
end of the school year so it is
used for the current student
body
Missing dates on bank deposit | Need to put the date on Debra McCaleb 6/30/2022
slip every deposit slip on the day | Secretary/Bookkeeper

the deposit is made

1
OCP50274int



B AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: _2020-2021 i

Department / School Name

OAK RIDGE HIGH SCHOOL

Administrator / PRINCIPAL

DEPARTMENT HEAD/AREA SUPERINTENDENT:

BENJAMIN ALVARADO 2, &

DR. HAROLD BORDER

aﬁ 5 Z 09/22/20‘21

Exception Noted Management Response Responsible Person Expected Outcome &
(Finding / recommendation) (Corrective Action) {Name & Title) 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

Cash disbursements:
1. Sales tax totaling $5.42 was paid on an
exempt purchase. Purchases made by

a school with ownership and title

remaining with the school are exempt
from sales tax.

Bookkeeper needs to pay
attention on purchases that
include taxes before
reimbursing a teacher.

The Bookkeeper As of right now the
Bookkeeper will make sure
no reimbursements include
the repayment of taxes.

Fundraisers and admission events:

2. Use tax was not calculated and remitted
to the Florida Department of Revenue
for the senior class pink t-shirt
fundraiser sales totaling $400.00. Use
tax is computed on the cost of untaxed
items for resale and should be remitted
to the Florida Department of Revenue
as required.

Taxes are to be paid on All
purchases for resale and
profit.

Teacher /Bookkeeper | Teachers have been informed
that vendors should include
sales tax on fundraising
purchases.

1
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Department / School Name

Ocoee Elementary R

Administrator / Department Head

Kandace Goshe

Cahinet Official / Area Superintendent

Jennifer Cupid—Mm%W%

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 th completed?

A journal entry made to the
public relations account was
not appropriate. School Board
policy requires that transfers to
the public relation account
cannot cause the account
balance to exceed $550 for
elementary schools. WP2200

Policy for transfers will be
closely menitared.

Bookkeeper/Principal

August 2021

Journal entries will be kept according to School
Board policy requirements

1
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Department / School Name

Ocoee Middle School

Administrator / Department Head

Samuel Davis

Cabinet Official / Area Superintendent

Dr. Cupid-McCay j}@f/ﬂj{{% /%MHM&\

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

Management Response
(Corrective Actian)
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

V/2071)

Collections totaling $100 were
not deposited with the
Bookkeeper by the next
business day.

Principal will ensure new
bookkeeper complies with
School Board Policy DIB

requires all collections be
deposited within a school safe
or the depository the same
day of collection.

Samuel Davis

. New Bookkeeper

Upon hiring of new -I;ookkeeper,- Mr. Davis will

ensure complete training for position, review and

compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

The following collections were
placed in a safe that is not often
used in March 2020 right before
the pandemic but were not
processed for bank deposit until
March and May 2021.

Principal will ensure new
bookkeeper complies with
School Board Policy DIB

requires all collections be
deposited within a school safe
or the depository the same
day of collection.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

Expenditures totaling $1,565.57
occurred without the Principal’s
prior written approval. (The
‘invoice or receipt was dated
before the Principal’s approval
on the purchase order or there
was no purchase order.)

New bookkeeper will be
trained School Board Policy
DIB, specifically: “All
purchases from internal funds
shall receive advance written
authorization of the principal
or designee.” Without prior

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

1
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

authorization, purchases from
internal funds could exceed
the resources of the account
and inappropriate
expenditures could occur.

The Assignment and
Accountability records for the
pre-numbered subsidiary
receipts were not completed
with totals and all subsidiary
receipts used during the school
year were not listed on the form

New bookkeeper will be
trained on Internal accounts
handbook, specifically:
Receipts utilized must be listed
by actual receipts type, serias
and quantity” and “On or
before June 30" of each school
year, an inventory of all
unused receipts must be taken
by the school bookkeeper and
noted on the assighment and
accountability recerd.”

New Bookkeeper
Samuel Davis

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with Schoal Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

The vyellow copy of the
subsidiary receipts used during
the school year could not be
located.

New bookkeeper will be
trained on Internal accounts
handbook, specifically: all
subsidiary receipts are subject
to audit and must be filed in
numerical order.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Beard Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

Subsidiary receipts were not
issued for digital device
collections not received via the
School Pay credit card method.

New bookkeeper will be
trained on Internal accounts
handbook, specifically:
subsidiary receipts are issued
for funds from all sources
other than direct sales.”

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with Schoo! Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

2
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

The Jostens yearbook
agreement was not signed by
the Principal.

New bookkeeper will be
trained on Internal accounts
handbook, specifically: all
contracts must be executed by
the Principal.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

Adequate supporting
documentation was not filed
for two internal account checks
and four purchasing card
transactions:

New bookkeeper will be
trained on Purchasing Card
Manual, specifically: sound
business practices require an
itemized invoice or receipt to
be filed to support
expenditures,

Samuel Davis
New Bookkeeper

Upon hiring of new Booakkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with Schoo! Board Policy DIB and
Internat Accounts Handbook.

Estimated Date:; 10/30/2021

Audit found that the sales
report for the lollipop
fundraiser on September 7,
2021 and a loss in sales
potential totaling $2,636 was
disclosed. The school purchased
over 4,000 lollipops to sell right
before the pandemic and many
spoiled and were not available
for resale.

New bookkeeper will be
trained School Board Policy
DIB, specificaily: School Board
Policy DIB states: “A financial
report shall be filed with the
principal at the close of each
fund-raising activity.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

A PTA check totaling $318.62
was recorded in the Principal’s
Discretionary account but was
hot supported with a letter
designating that the funds were
for the Principal’s Discretionary
account. Additional research
showed that this check was a
reimbursement for backboard

New boolkkeeper will be
trained on Internal accounts
handbook, specifically: a
donation letter for receipts
that are recorded in the
Principal’s Discretionary
account stating that the funds
are to be used at the
principal’s discretion.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compiiance with School Board Policy DIB and
Internal Accounts Handbook.

Estimatéd Date: 10/30/2021

3
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

padding expense that was
purchased by the school from
the Athletics account in March
2020.

Donations should be recorded
in the same account as the
expenditures for which the
donation was made,

State sales tax totaling $40.61
was hot remitted to the vendor
or to the Florida Department of
Revenue for the Lollipop
fundraiser.

New bookkeeper will be
trained School Board Policy
DIB, specifically: remitting
sales tax is required for most
resale/fundraising  activities.
When possible, the sales tax
should be paid directly to the
vendor.

Samuel Davis
New Bookkeeper

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

Chorus transportation charges
from March 4, 2020 were paid
twice. The first payment
totaling $385 was made with
check no, 7538 dated March 25,
2020. We verified that check no.
7538 cleared the bank in April
2020. Check no. 7645, dated
October 21, 2020, also paid the
vendor for this service and we
verified this check cleared the
bank in November 2020.

New bookkeeper will be
trained on Internal accounts

handbook, specifically:
Handbook requires school
personnel to verify the

accuracy of invoices(s) before
forwarding to the bookkeeper
for payment.

School personnel
will be trained on
requirements for
submission

This overpayment has been addressed and
reimbursement is pending at this time.

Estimated 10/15/2021

The National lunior
Honor Society account
purchased gift cards
totaling $25 for the
Crossing Guards.

Principal will ensure that: The
Internal Accounts prohibits
gift card purchases from
Internal Account funds, unless
given as a donation from an
external entity with a letter
stating the purpose of the
donation.

Samuel| Davis

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

OCPS0274Int
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AUDIT RESPONSE MATRIX FISCAL PERIOD OR AUDIT DATE:

Year-End Reportin

The school reported no
accounts payable as of June
30, 2021 but our review found
$1,198 that should have been
reported.

The school reported no
accounts receivable as of June
30, 2021 but our review found
$210 that should have heen
reported.

The school reported no
inventory on hand at June 30,
2021 but our review found $216
that should have been
reported.

The Internal Accounts
Handbook states that schools
are required to report accounts
payable, accounts receivable
and inventory at year-end.

Principal will conduct a
thorough review of the
school's internal accounts
processes be conducted with
the goal of bringing the
school’s practices into
compliance with Scheol Board
Policy DIB and the Internal
Accounts

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

The school split transactions
on the Purchasing Card to
circumvent the single
purchasing card fransaction
limit of $999.00.

New bookkeeper will be
trained on Internal accounts
handbook, specifically: The
Purchasing Card Manual states
payment for purchases shall
not be split as an attempt to
stay within the single purchase
limit.

Upon hiring of new Bookkeeper, Mr. Davis will
ensure complete training for position, review and
compliance with School Board Policy DIB and
Internal Accounts Handbook.

Estimated Date: 10/30/2021

6
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: __08/14/2021_

Department / School Name

OCPS-Acade

mic Center for Excellence

Administrator / Department Head

Cabinet Official / Area Superintendent

P"—'-_'_-

" 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 he?

What needs to be done?

Who needs to do it?

‘When will the action be completed?

Teacher collecting

_ Ensure teachers are turning ‘09/14/2021
Ba'nk deposit was not money in within 24 hours of money and Buffy ‘
deposited timely in the drop - | collection. ' Harp-Poole
safe. School Board palicy {Bookkeeper)
requires that ali collections
must be deposited within a
drop safe or the depaository
the same day of collection.
Check number 5249 was I Make sure vendor run check | Buffy Harp-Poocle

written for $1,288.40, but the
store receipt was for
$1,278.40. All disbursements
should be properly supported

and agree with the underlying

documentation.

for the correct amount stated
on the receipt.

(Bcokkeeper)

1 09714/2021

1
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Department / School Name QOdyssey Middle School .
Administrator / Department Head Beatriz B. Smith W
Cabinet Official / Area Superintendent William Bohn T 7

/4
/W ('/Z————-—r

. Exception Noted , ' Management Response Réspon.ﬁible Person. , Expected Qutcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) . What is the evidence of the corrective action?
What is? What should be? What needs to be dane?

- Who m_aeds to doit?

When will the action be completed?

i i

Digital devices and digital
peripherals collections were,
"| not forwarded to the District
office as of June 30, 2021.

Send remaining funds to the
District office before June
30 each year.

Digital collections will be
forwarded to the District office

no later that June 30" of each °

year.

Shannan Ritter-
Bookkeeper

Consistently monitoring poper procedures. All
personnel must follow procedures outlined in our
OCPS financial handbook.

To begin immediately.

Exception Noted

Finding / Recommendation .

Management Response
{Corrective Action)

Responsible Person
{Name & Title} ..

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

A PROP-2 form was not
completed for the purchase
of the Eastman Model 80
Bass outfit. PROP-2 forms
must be completed for all
capital expenditures of $1000
or more.

Be sure to provide teachers
with PROP-2 forms when
needed.

To provide PROP-2 forms as
needed.

Shannan Ritter-
Bookkeeper

Consistently monitoring proper procedures. All
personnel must follow procedures cutlined in our
QCPS financial handbook.

To begin immediately.

1
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AUDIT RESPONSE MATRIX _ " FISCAL PERIOD OR AUDIT DATE: 2020-

2021
Department / School Name Orange Center Elementary
Administrator / Department Head Dr. Fredrick Brooks —L,,MAQA
Cabinet Official / Area Superintendent Dr. Jennifer Cupid-McCoy Tpnr20 i1 Cale -NEC,,
0 J
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) (Name & Title) What is the evidence of the corrective action?
What is? What should be? What needs to be done? Who needs 1o do it? When will the action be completed?
{09/28/2021)
Digital Device and Digital Make sure the Digital Devices | Kiyada Moton Moving forward, | will make sure ali checks from
Devices-Peripheral coilections | and the Digital Devices- Digital Devices and Digital Devices-Peripheral
were not forwarded to the Peripheral accounts are account are sent to the District office by the 17" of
District office as of June 30, checked at least twice a ‘ each month.
2021. Any balance in the Digital | month, to ensure funds are
Devices and Digital devices- being sent to the District
Peripheral account must be Office.

sent to the District office at the
end of the year.

1
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FISCAL PERIOD: 2021-2022

AUDIT RESPONSE MATRIX

DEPARTMENT/SCHOOL:
ADMINISTRATOR/PRINCIPAL:

OTC - ORLANDC CAMPUS
Scott Weidl

DEPARTMENT HEAD/AREA SUPERINTENDENT:

0] 121202

Exception Noted

Management Response

Melanie Stefanowicz C_/%
é’/

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?

1. Check number 12570 for
$10 was an outstanding item
older than 6 months.

*Qutstanding checks for over
six months must be followed
up on to resolve or void.

The School Bookkeeper
must follow up to resolve or
void any outstanding check
in a period of six months to
ensure compliance with the
audit mandates.

School Bookkeepper

The action will be completed
after October 2021.

The School Bookkeeper will
make sure to resolve or void
any outstanding check before
the period of six months.

A092010

OCPS1055INA (Revised 9/2010)
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Department / School Name Orlo Vista Elementary
Administrator / Department Head Raquel Flores AA/M oy s
Cabinet Official / Area Superintendent Dr. Tashanda Brown-Cannon

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) {Name & Title) 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)
Digital Device and Digital Any balance in the Digital Angela Mohamed, We will send digital device collection monthly and
Device Peripheral fee Device and Digital Device Secretary/Bookkeeper | ensure that there is a zero balance on June 2022.
collections were not Peripheral accounts must be Raquel Flores,
forwarded to the District office | sent to the District office as Secretary/Bookkeeper
as of June 30, 2021. the end of the year.

d
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: ___8/09/2021___

Department / School Name

Palm Lake ES

Administrator / Department Head

James Weis, Principal

Cabinet Official / Area Superintendent

TN
Dr.James Larsen o — A= == ,

-/

Responsible Person Expected Outcome & Completion Date

Exception Noted Management Response .
(Finding / recommendation) (Corrective Action) {Name & Title) 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?

#

Check number 6662 for $42.00
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. WP 2201 '

invoice notated Principals
honor roll and A/B honor roll
when it should have noted
character club. For future
reference, the student
incentive account will be
used for pencil orders,

Neena Wilson Different account will be used fr all future pencil
Secretary/Bookkeeper | orders immediately as of 08/2021

2 s S—

?WﬁhcﬁFal

slalzozr . penoc widoen 8[%_!‘202!-
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Department / School Name

PINE HILLS E.S.

2621-2022 —

Administrator / Department Head

Cabinet Official / Area Superintendent

Dr. Cupid-McCoy

LaTonya Smothers a Soke nANO- %fm-%

Lt~ (AC4,,
| J

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?

The requisition and purchase
order form for the following
check was not signed by the
Principal. A requisition and
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.

Cassandra Henderson

will make sure that a
requisition and purchase
order are approved and
signed by the Principal each
time an individual request is
made.

Cassandra Henderson
Secretary/Bookkeeper

Immediately as of 09/27/ 2021
The Principal will sign all requisition forms.

Transfer journal entry number
138885 dated April 9, 2021,
transferring $50.00 from
General account to cash
account was supported by a
fund transfer journal entry
proof sheet, but was not
signed by either the principal
or bookkeeper.

A fund transfer journal entry
proof sheet should be signed

Cassandra Henderson will
make sure all transfer journal
entries are sighed by
Secretary and Principal at all
times.

Cassandra Henderson
Secretary/Bookkeeper

Immediately as of 09/27/2021
The Principal and Secretary will sign all transfer
forms.

by the Principal authorizing the

1
OCP50274Int




transfer of funds. A copy of
this report should be retained
in the internal funds file for
auditing purposes.

Request for fund raising
activity form were not
completed for any fund raising
activity. A request for fund
raising activity form shouid be
prepared for all fund raising
activities conducted by the
school and must be approved
by the prior to making any
commitments. In addition, no
sales reports were completed
for any fundraiser. A sales
report is required for each
sales activity conducted and
rust be signed by the
principal.

Cassandra Henderson will

make sure that a fund raising -

activity form is prepared and
approved by the Principal
priar to any fund raising
activities are started.

In addition, all sales reports
will be completed and signed
by the Principat.

Cassandra Henderson
Secretary/
Bookkeeper

Immediately as of 09/27/2021

The Principal will sign and approve all fundraiser

activity and sales form.
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AUDIT RESPONSE MATRIX

Department / School Name

_Pineloch Elementary S,ehq o}

Administrator / Department Head

Dr. Stacey Price

Cabinet Official / Area Superintendent

Responsible Person

_ Exception Noted Management Response Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) {Name & Title) 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?
The balance of the Internal Monies should be utilized in | Bookkeeper/Principal | These funds are usually spend for our end of the

Funds appears excessive as of | the year of receipt to benefit
June 30, 2021 relative to the ~ | the current student body.
School’s activity for the year.

year spring carnival. Since we were not able to

have this event in May 2021, the funds were not
expended. We are working with finance to try to
determine other items we can purchase with these
funds. ‘

1
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Department / School Name
Administrator / Department Head Robert Strent
Cabinet Official / Area Superintendent Dr. Rahim Jo

Exception Noted Management Response Responsible Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) Person What is the evidence of the corrective action?
{Name & Title)
What is? What should be? What needs to be done? | Who needs to When will the action be completed?
do It? it
The balance of the Internal Funds appears .
excessive as of June 30, 2021 relative to the | SPend Down Funds on Robert Strenth / | 05/2022
school’s activity for the year. Monies Entire Student Body Principal
should be utilized in the year of receipt to
benefit the current student body. WP 2200
TB
Assignment and accountability records All Receipt Books for Lisa Fix / Immediately
were not completed. All subsidiary receipts [ 2020-2021 school year Secretary /
need to be accounted for on an assignment | Will be collected and logs | Bookkeeper

and accountability record and inventoried
at year-end. Any missing receipts should
have an explanation attached and include
the principal’s signature. WP 2201 AP -
Receipts

will be filled out and
redistributed with new
accountability logs

1
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The requisition and purchase order form
for the following check was completed

after the goods or services ware 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 priortothe
purchase. WP 2201 Disbursements Testing
Check Check Dateof Dateof
number amount ‘approval purchase
6074 $397.42 February January
1,2021 27,2021

Staff will be informed
that no purchase will be
reimbursed if the
purchase is made prior to
the proper approval from
Dr. Strenth

Lisa Fix /
Secretary /
Bookkeeper

Immediately

2
OCP50274Int




Department / School Name

Roberto Clemente Middle Schéol;

Administrator / Department Head

Mrs. Betzabeth ReussoW /

Cabinet Official / Area Superintendent

Mr. William Bohn

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 apt_igp be completed?

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.

All records will be signed

Bookkeeper

Overlooked sheet was mgned o

1072021

The following subsidiary receipt
could not be located. All
subsidiary receipts, including
voided subsidiary receipts,
should be retained in the
Internat Funds records for
auditing purposes. Any missing
receipts should have written
explanation and include the
Principals signature.

Number: 2380 dated
November 17, 2020 for $40.00

Receipts will be issued for all
funds received

individual collecting
funds

In the future receipts will be written

10/2021

1
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Fundraising and admission
events: Prior approval was not
obtained by the District Office
for the Snapraise fundraiser for
Band conducted online. Anhy
online fundraiser must be
approved in writing by the
District office prior to making
any commifments.

‘| Permission will be requested

from the District for this type
of fundraiser

Person holding
fundraiser

In the future permission will be requested

10/2021
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-AUDIT RESPONSE MATRIX

~ FISCALPERIOD OR AUDITT

ATE: 2020 -2021

Department / School Name

Robinswood Middle School

Administrator / Department Head

Nicole Jefferson, Principal

Cabinet Official / Area Superintendent

Jennifer Cupid-McCoy ,Area Superintendent Z#.,//¢

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation} (Corrective Action) {Name & Title) 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)
Monies collected from outside | Sponsors/staff need to turn in | Spansors and Internal accounting monies collected procedures
the main office were not the funds coilected by the Bookkeeper reviewed with sponsors and bookkeeper 10-05-

turned in to the school
bookkeeper by the following
day for the following
collection(s). All external
collections should be turned in
to the bookkeeper by the
following day, regardless of
amount. Some of the monies
collected had dates that the
sponsor collected the cash that
appear to be altered. Monies
collected form should not be
altered in any manner and
should represent the original
date of collection from the
sponsor and bookkeeper.
Official receipt number Date of
collection Date deposited with
bookkeeper 2286 July 6, 2020
July 14, 2020 2453 June 11,
2021 lune 15, 2021

following day and all deposits
should be made timely

Bookkeeper was out of the
office and deposit was placed
in the safe until return from
vacation. Bookkeeper will
make sure a note is place on
the monies collected deposits
form when every absent in
the future.

2021

1
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The following official receipt(s)
did not include proper
supporting documentation.
Supporting documentation,
such as a depasit slip,
remittance advice, detailed
monies collected form, or a
subsidiary receipt, should
accompany all official receipts.
Official receipt number Official
receipt date Official receipt
amount 2324 November 10,
2020 $5110.00 '

The deposit slip was
accidently place in the deposit
bag and no copy of deposit
ticket kept. Bookkeeper
should have written up a
duplicate deposit ticket for
her records.

Bookkeeper

10-05-2021
Dupiicate deposit ticket written for internal files.
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AUDIT RESPONSE MATRIX

 FISCAL PERIOD OR AUDIT DATE: 08/27/2021_

Department / School Name

Rock Lake Elementary

Administrator / Department Head

Melanie Simmons /Y L/epte)) Bonompmt))

Cabinet Official / Area Superintendent

Tashanda Brown Cannon J‘TM L jﬁ‘\,m Lf;j —

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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?

Assignment and accountability
records were not complete. 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.

Subsidiary receipts will be
accounted for on an
assignment and accountability
record and inventoried at
year-end.

Bookkeeper

Activity will begin wen eceips books are issued
and completed in June 2022 before teacher’s
schoal year ends.

Sales tax totaling $.97 was
reimbursed on an exempt
purchase. Purchases made by
a school with ownership and
title remaining with the school
are exempt from sales tax.

No tax will be reimbursed to
employees for any purchases
made for the school.

Bookkeeper

Evidence will be ongoing throughout the school
year. No sales tax will be reimbursed for items for
school use.

1
OCPS0274int




Department / School Name

Rock Springs Elementary

Administrator / Department Head

Cabinet Official / Area Superintendent

KariDariy 3 (ALY
v T %@xp}

VY,

Exception Noted Management Response _ Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) (Name & Title) What Is the evidence oflthe 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)
The batance of the internal Monies should be utilized in Tara Burt Use student monies for cufrent school year by June
Funds appears excessive as of | the year of receipt to benefit 30, 2022.
June30, 2021 relative to the the current student body.
school’s activity for the year.
A purchase order register could School Board policy reguires Tara Burt Use the purchase order register for all checks that
not be located. that a purchase order register are written.
be maintained to record all
approved purchases. June 30, 2021
The requisition and purchase A requisition and purchase Tara Burt A purchase order must be completed and approved

order form for the following
check was completed after the
goods or services were
purchased.

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.

by the principal prior to the purchase.

June 30, 2021
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Department / School Name

Rolling Hills ES

Administrator / Department Head

Farah Henderso

N

Dr. Rahim Jones

Cabinet Official / Area Superintendent

VU

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Actian)

Responsible Persan
{Name & Title)

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

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

Wheo needs to do it?

When will the action be completed?

I will make sure that the
funds are sent to the District
by the end of the year.

General procedures:

1. Digital devices and
digital devices -
peripheral collections
were not forwarded to
the District office as of
June 30, 2021, Any
balance in the Digital
Devices and Digital
Devices — Peripheral
accounts must be sent
to the District office at
the end of the year.

Fanta Smith, School
Secretary/Bookkeeper

The funds were sent to the dis;cr;ict already. 1 just
missed the deadline of 6/30/2021.

1
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Department / School Name

ROSEMONT ELEMENTARY

Administrator / Department Head

AMANDAELUS / ¢/

N QO

Cabinet Official / Area Superintendent

DR. TASHANDA BROWN-CANNON 0>

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?

Digital Devices & Digital
Devices-Peripheral collections

not forward to District at end collections to District at end purchased by District.
of year June 2021, devices of school year for devices
purchased by District. purchased by District.

Forward all Digital Devices &
Digital Devices-Peripheral

Ethel Harris-
Bookkeeper

All Digital Devices & Digital bévices-Peripheral
collections forwarded to District for devices

1
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- AUDIT RESPONSE MATRIX

FISCAL PERIOD -OR AUD ];f‘ DATE:

Department / School Name

Sadler Elementary School

1 Administrator / Department Head

Lindsey K Smestad X<m (M

Cabinet Official / Area Superintendent

Dr. James @r@/m

Exception Noted |
{Finding / recommendation)

Management Response
{Carrective 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?

Cash disbursements: Check
#5521 for $1,929 was an
improper expenditure made
fram the General Account for

select students.

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

Rosa Curbelﬁ—
" Fortuna

Bockkeeper will make sure from now on that alt
expenditures from the General account will he for
the entire student body.

1
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Department / School Name

Sally Ride ES ;

Administrator / Department Head

Kahlil Ortlz. =22,

Cabinet Official / Area Superintendent

| william Bohft

Exception Noted
{Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person
{Name & Title)

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

What is? What shouid be?

What needs to be done?

Who needs to do it?

When will the action be completed?

(MM/YYYY)

The extended day deposit records,
deposit slips and subsidiary receipts
for the week of February 25, 2021
was not given to the Bookkeeper for
3 days. Extended Day Coordinator
was out on COVID-19 quarantine
and was not able to get the deposit
to the Bookkeeper right away,

All extended day records
shouid have been
forwarded to the
Bookkeeper by the next
business day. WP2201

Extended Day
Coordinator ~
Christopher Castellanos,
at the time.

For the 2021-22 school year, we are
outsourcing with Dramatic Education, going
forward.
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AUDITRESPONSEMATRX

" FISCAL PERIOD OR AUDIT DATE: 20202021

Department / School Name

Sand Lake Elementary /

Administrator / Department Head

Kathleen Phillips

Cabinet Official / Area Superintendent

Dr. James Larseri_—

) 2=

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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?

A/ vvvy)

Assignment and Accountability
records were hot complete

Signature on Assignment and
Accountability records sheet

Kathleen Phillips-
Principal

Jodi Goersch-
Bookkeeper/Secretary

Signed at vear end 6/2022

Monies collected not turned

Turn monies into Bookkeeper

Cynthia Penney-

Next time monies to be collected. School year

into the school bookkeeper by | by the following day Media Specialist 2021-2022

following day Jodi Goersch-
Bookkeeper/Secretary

Deposit slips not dated Date Deposit slips Jodi Goersch- Next Depasit. School year 2021-2022
Bookkeeper/Secretary

Journal entry #131885- Correct the transfer Jodi Goersch- Transfer corrected, phone conversation with Mary

improper transfer from Bookkeeper/Secretary | {Jackie) Swinton-Matthews 10/7/2021

Extended Day

1
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Department / School Name SHENANDOAH ELEMENTARY et em AT
Administrator / Department Head DESIREE HITCHMON-HOUGHTO)( Wﬁ%@t‘__‘
Cabinet Official / Area Superintendent WILLIAM BOHN /ﬂ / //b—_'
Exception Noted Management Response Responsible Person pected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) 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?

The balance of the Internal
Funds appears excessive as of
June 30, 2021 relative to the
school’s activity for the year.
Monies should be utilized in
the year of receipt to benefit
the current student body.

Funds need to be spent
during the current school
year.

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

Immediately

The deposit records for
October 8, 2020 did not reflect
the appropriate sub receipt
numbers for the deposit. All
deposit records must contain
the appropriate sub receipt
numbers and be signed by both
key holders.

The extended day coordinator
need to write receipt
numbers on her deposits.

Mary Riccaboni,
Extended Day
Coordinator

Immediately
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Department / School Name

Shingle Creek Elementary s JAN Va) }

Administrator / Department Head

Jennifer Schafer

Cabinet Official / Area Superintendent

()

j—

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) (Name & Title) 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)
Monies collected from outside | Communicate to all teachers | Christina Valdespino 10/2021
the main office were not and staff that any money (Secretary/Bookkeeper)
turned in to the school collected has to be turned in
bookkeeper by the following the same day or the
day for the following following day.
collection(s}. All external
collections should be turned in
to the bookkeeper by the
following day, regardless of
amount.
RECEIVED
0CT 13 2021
OCPS INNOVATION OFFICE
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Department / School Name

South Creek Middle School

Administrator / Department Head

Orlando D. Norwood

S

Cabinet Official / Area Superintendent

William Bohn

2/ "y oz
///y//i/—

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)

Digital devices and peripheral
collections were not forwarded
to the District office as of Jun
30, 2021. Any balance in the
Digital Devices and Digital
Device-Peripheral accounts
must be sent to the District
office at the end of the year

Bookkeeper needs to forward
any balance in the Digital
Device and Peripheral
accounts to the District on a
monthly basis during the
preparation of the end-of-
month reports.

Bookkeeper

Bookkeeper will forward any balance from the
Digital Device and Digital Device-Peripheral
accounts at the end of each month.

Box Top donations of $16.40
with no specific purpose (or
designated by the donor for
xxx) were deposited into the
Principal’s Discretionary
account are those donations
that specifically state that they
are to be used at the principal’s
discretion.

Bookkeeper needs to make
sure that the donor specifies
any donation or monies gaing
into the Principal
Discretionary account can be
used at the principal’s
discretion.

Bookkeeper and
Principal

Bookkeeper will ensure any donations made to the
school are allocated to the appropriate accounts
followed by the correct documentation. Principal
and bookkeeper will work together to make sure
donors are clear and specifically state the exact use
for any funds posted to the Principal's Discretionary
account.

The assignment and
accountability record was not
signed by the preparer. All
assignment and accountability
records should be signed by

Bockkeeper needs to be
responsible for all assignment
and accountability records as
well as signed and noted.

Bookkeeper

Bookkeeper will ensure that the assignment and
accountability record is kept in compliance and
signed accordingly.

1
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the person responsible for
maintaining the records.

The subsidiary receipts were
not kept in sequential order.
Subsidiary receipts shouid be
kept in sequential order to
provide an appropriate audit
trail and inventoried at year-
end.

Bookkeeper needs to keep
subsidiary receipts in
sequential order for proper
audit trails and inventory.

Bookkeeper

Bookkeeper will ensure all receipts are accounted
for as well as kept in sequential order.

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 foliowing day, regardless
of amount.

Bockkeeper needs to make
sure all monies that are
collected outside of the office
be turned in the next
following day.

Bookkeeper

Bookkeeper will enforce as well as collect any
external monies by the next following day.

A sales report was not
completed for the Latino in
Action class candy sales. A sales
report is required for each
sales activity conducted and
must by signed by the principal.

Bookkeeper needs to make
sure a Sales report is turned in
for any group/school club for
each sales activity conducted
followed by a signature by the
principal.

Bookkeeper and
Principal

Bookkeeper will ensure a Sales report is completed
and turned in after every sales activity conducted
as well as working with the Principal for review and
signature.
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8/23/2021

Department / School Name

Southwest Middle School

Administrator / Department Head

Cabinet Official / Area Superintendent

1 Dr. Larsen___

Raymond "W =L

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?

Internal Funds appear
excessive as of June 30, 2021

Internal fundsneed to be-
spent.

Teachers nead
spend the funds
that were collected

As students and ‘te'achers are now on campus,

| expenditures will be made using their internal

funds by 06/2022

An unrestricted contribution
‘was posted to Principal’s
Discretionary Account.

Transfer to Student Incentive
account.

Beverly Boyer
Bookkeeper

‘Transfer processed #144143, 10/25/2021

Check 7426 was written out
for 2150.00, invoice was
$2000, shipping was not
included in the invoice.

Even though shipping fee was
on the quote and confirmed
by the vender’s accaunt
payable staff, should have
not paid until corrected

' invoice was sent

Beverly Boyer
Bookkeeper

If a discrepancy between quote and invoice will
wait to process payment until corrected invoice is
sent.

1
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Depértment / School Name

AUDIT RESPONSE MATRIX

SCAL PERIOD OR AUDIT DATE:

L

Southwood Elementary Schobl #1341

Administrator / Department Head Stacey Tanenbaum // / : / : f '
Cabinet Official / Area Superintendent WilllemBohn — /4 /7 7Ty
V - . [ 4
Exception Noted Management Response Responsible Person - Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) (Name & Title) 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? .

| 8/20/2020- Transfer journal A fund transfer journal entry Bookkeeper Pay more attention to details moving forward.
132864; transferring $6,762 proof sheet should be signed September 2021
from Extended Day to Cash- by principat authoring the :
:account was supported by a transfer of funds.

“fund transfer journal entry.
proof sheet, but not signed. -
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Department / School Name

Administrator / Department Head

Cabinet Officlal / Area Superintendent

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) (Corrective Action) {Name & Title) 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?

£

Improper expenditure made to | Another employer will need | Kathy Wise

the bookkeeper for healthy to purchase any items that Bookkeeper reimbursement. 08/31/2021
supplies reimbursement. need to be reimbursed from

School Board prohibits Internal Accounts.

reimbursement to the

bookkeeper.

Bookkeeper will never purcase items that need

1
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O

S)  AUDIT RESPONSE MATRIX'

FISCAL PERIOD OR AUDIT DATE: 2020-2071

Department / School Name

Stone Lakes Elementary

Administrator / Department Head

Dr Andronidus Rollins

X

Cabinet Officlal / Area Superintendent

John Wright

i

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?
08/2021

Assignment and Accountabillity

Record was not completed.

Make sure we complete the
Assignment and
Accountability Record for all
Missing Receipts

Diane Hanna -
Secretary

Dr Andronidus
Rollins - Principal

This year we have already started a new
Assignment & Accountability Record for 2021-2022,
and we are keeping it up to date. It will be
completed and all missing receipts will be
accounted for and added to the Audit box at the
end of the year.

Assignment and Accountability

Record was not signed by the
Preparer or Principal

Make sure the Assignment
and Accountability Record is
completed and signed by the
Preparer and the Principal

Diane Hanna —
Secretary

Dr Andronidus
Rollins - Principal

We will complete the Assignment and
Accountability Record and it will be signed by the
Preparer and by the Principal at the end of the
year.
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Department / School Name Summerlake Elementary ~ . o ~
Administrator / Department Head Delaine Bender AWV 2T [=YP
Cabinet Official / Area Superintendent Tennipet, Cutin-MeCoy  Tenmby Crepnd -2V L,
f (] J
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) (Name & Title) What is the evidence of the corrective action?
What is? What shouid be? What needs to be done? Who needs to do it? When will the action be completed?

Lost texthooks collections Auditor explained to Mrs. Karen Quiles Copy of the check will be attached to this matrix.
were not forwarded to the Stephens that all money Stephens — This action will be completed 10/01/2021
District office at the end of the | collected for lost textbooks, secretary/bookkeeper | -
year. digital devices and

peripherals should be

forwarded to the district.
An assignment and All assignment and | Karen Quiles Mrs. Quiles-Stephens will sign all accountability
accountability record was not | accountability records should | Stephens — records. This action will be completed every time a
signed by the preparer. be signed by the person secretary/bookkeeper | accountability record is made.
(Previous secretary) responsible for maintaining

the records.
Request for fund raising A request for fund raising Karen Quiles- As today, 10/01/2021, there are no fund-raising
activity form and sales report activity should be prepared Stephens - activity schedule for this school year 2021-2022.
were not compléted for fund for all fund activity and sales | secretary/bookkeeper | Mrs. Quiles-Stephens will follow all procedures

ralsing activity.

report must be signed by the
principal.

instructed in the Internal Handbook,
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AUDIT RESPONSE MATRIX

FISCAL PERICD OR AUDIT DATE: 2020-2021

Department / School Name

SUWN_B\AZe ON-\6D) .

Administrator / Department Head

COs Ve SAMWNNANSK Y- W//M )

Cabinet Official / Area Superintendent

Willlow_ oVt - /// T S P

7//2,_—-.

Exception Noted

Management Response

Responsible Person Expected Outcome & Completion Date

(Finding / recommendation) {Corrective Action) {(Name & Title) What is the evidence of the corrective action?
What is? What should he? What needs to be done? Who needs to do it? When will the action be completed?
{MM/YYYY)
Aichase made — [Reayd Uﬂﬂwm‘”‘%@ Requestor \mmedmiqu oA [ol]202]
efore prnCIPAU S vww e o0k pe¥ forwovd
appydyl Gg\?omsz kmede.  Priniopal
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DPepartment / School Name

SunRidge Elementary

Administrator / Department Head

Douglas Farley, Principal /

AN 4

Cabinet Official / Area Superintendent

Jennifer Cupid-McCoy .~} (d

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) (Name & Title) What is the evidence of the corrective action?
What is? What should he? What needs to be done? Who needs to do it? When will th i completed?
{

Cash receipts collected for
classroom activity fees were
posted to the field trip account.

Cash receipts collected will be
posted to the correct account,

Talaya Ezell
Bookkeeper

Going forward receipts collected for activity funds
will be placed in the classroom accounts, not field
trip accounts. This will start 09/2021

Digital Device Peripheral fee
collections were not forwarded
to the district office as of June
30, 2021.

Any balance in the Digital
Device Peripheral Fee account
must be sent to the district
office at the end of the year.

Talaya Ezell
Bookkeeper

During EQY processes any funds that are to be
forwarded to the district will be sent. 06/2022

A request for Fundraising
activity form was not approved
for Square 1 Art.

A request for Fundraising
form should be completed
and approved prior to the
start of the fundraiser.

Talaya Ezell
Bookkeeper

Going forward before any fundraisers the
fundraiser request form must be completed.
09/2021

OCPSD274Int
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RESPONSE MATRIX .

FISCAL P

ERIOD OR AUDIT DATE:S/

Department / School Name

Sunshine ES

Administrator / Department Head

Laura Suprenard {JM

Cabinet Official / Area Superintendent

,Dr Larsen ,}Z

Exception Noted
(Finding / recommendation)

Managément Response
{Corrective Actian)

‘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?
R :

L] 325
Bank deposit of $12.00 not Be more cognizant of time Secretary/Bookkeeper | 09-2021 ‘
deposited timely and daily deadlines for the Julie Torres
upcoming school year
September 2020 bank There was an issue With SFO Secretéry/Bookkeeper 10-2020

reconciliation was not
completed on time

but that has since been
corrected

1
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AUDITRESPONSEMATRIX. -+

Department / School Name
Administrator / Department Head

Thornebrooke Elementary
Christopher Daniels — former Principal 2020-2021
Korey Bawden - Principal 2024 & .

Dr. Jennifer Cupid-McCoy_J2 nm ity Fee

Cabinet Official / Area Superintendent

Exception Noted Management | Responsible Expected Outcome &
{(Finding / recommendation) Response Person Completion Date
(Corrective (Name & What is the evidence of the
Action) Title) corrective action?
What is? What should be? What needs to | Who needs When will the action be
be done? todoit? pf;ﬂplgted?
The balance of the Internal Funds appears excessive as of June 30, 2021 Monies should | Principal, The excessive balance is due to
relative to the school’s activity for the year. be utilized in Bookkeeper | the glabal pandemic which
the year of caused most of our students to
receipt to be off campus doing online
benefit the learning. Most of our expenses
current student that we would have used these
body. funds for, was not needed. As
students have returned to
campus, we will be using these
funds for the benefit of the
student body.
‘ 08/2021
Lost textbooks collections were not forwarded to the District office as of | Any balancein | Bookkeeper | Immediately. The Bookkeeper
June 30, 2021. the Lost was unaware that these funds
Textbooks were to be sent to the District.-
account must The balance from the Lost
be sent to the Textbooks account will be sent
District office at

1
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FISCAL PERIOD OR A

the end of the to the District in the form of a
year for schools check.
with textbooks
purchased by
the District, 08/2021
The following official receipts did not include proper supporting Supporting Bockkeeper | Immediately. The Detailed
documentation, documentation, Monies Collected Form was not
Officlal receipt number | Date of collaction Officlal receipt amount| such as a filled out at the time of deposit
jﬂsﬁ :‘:;‘t“:;:rf‘;zzo 23:213:‘} remittance for tr.Ie refere[‘lced funds. A
3151 November 11, 2030 $100.00 advice, detailed Detailed Monies Collected Form
4153 December 9, 2020 $50.00 monies will be filled out and attached to
4162 January 28, 2021 $500.00 collected form, the referenced receipts, and a
or a subsidiary Monies Collected Form will be
receipt, should filled out for any future deposits
accompany all made.
official receipts.
. 08/21
The following monies collected forms did not Indicate the total cash Official receipt | Bookkeeper | Immediately. The Monies

collected and the total checks collected.

Offictal recaipt number

Date of collection

Dfficial recelpt amount

4146

September 3, 2020

$222.00

4153

Decembar 9, 2020

$50.00

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

Collected Forms that have been
referenced, were filled out
incorrectly by the teachers that
collected the funds. The
mistake was not corrected by
the bookkeeper. All future
Monies Collected Forms will be
filled out correctly, noting the
total amount of cash and the
total amount of checks that has
been collected.

08/21

2
OCPS0274Int .



J 2o seseonse marrix

the bookkeeper
to provide an
accurate audit
trail.

The following donation with a Donation School Wide specified by the Donations with | Principal, Immediately. This donation was
donor, was posted to the Pictures Commission account. a specific Bookkeeper | made by PTO, at the request of

Officlal receipt number | Account Official receipt amount | purpose, the former Principal, Mr.

4145 7456.00 Picture Commissions | $3,413.40 designated by Daniels, 1o cover a purchase
the donor, that was already made, using
should be funds from the Picture
deposited Into Commissian account, for the
the specific entire student body. | was
account for the directed to replace the monies
benefit of the already spent, by depositing the
entire student donation check into the fund
hody. that was used for the original

purchase. in the future, all
donation money will be used in
the manner stated in the
accompanying donation letter,
and will be deposited in the
proper fund.
03/2021
Check numbers 6919 and 6935 for $142.50 and $266.32 were improper | All expenditures | Principal, Immediately. The expenditures
expenditures from the Picture Commissions account for staff. from the Bookkeeper | for the staff were directed to be

General account
should be used
for the benefit
of the entire
student body.

used from the Picture ‘
Commission fund at the request
of the former Principal. In the
future, only expenditures that
benefit the entire student body,
and not the staff, will be used

OCP30274int
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... . FISCALPERIOD ORAU

with the money from the
Picture Commissian fund.

08/2021

4
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_ AUDIT RESPONSE MATRIX

 FISCAL PERIOD OR AUDIT DATE: 07/01/20-06/30/21_" -

Department / School Name

Tildenville Elementary

Administrator / Department Head

Agathe Alvarez

Cabinet Official / Area Superintendent

Jennifer Cupid-McCoy

J

Expected Outcome &

Exception Noted Management | Responsibie
(Finding / recommendation) Response Person Completion Date
(Corrective {(Name & What is the evidence
Action) Title) of the corrective
action?
What is? What should be? What needs to | Who needs | When will the action
be done? to doit? be completed?
(MM/¥YYY)
Account #6158.000 — Digital Devices — Peripheral had a negative <$10.00> balance. “Purchases The balance Nancy <$10.00> was
from internal funds shall not exceed the resources of the purchasing account except for items needs to Aybar/ transferred to account
purchased for resale.” brought back Agathe #6158 - Digital
to <0> Alvarez Devices-Peripheral
from the Principal’s
discretionary fund. This
‘ was done on 08/2021
No Sales Report was prepared for the Memory book sales. A Sales Report is required for each sales | Requested a Nancy Strawbridge sent an
activity and must be signed by the Principal. sales report Aybar invoice in way of a
from sales report on
Strawbridge. 09/2021. For the 2021-
2022 school year we
will be sure to generate
a sales report.
A $350.00 check from Axum Coffee that applied to FY21 was received after July 1, 2021. Accounts Nancy Check was from
Receivable will | Aybar/ previous fiscal year.
be recorded Agathe
accordingly Alvarez

1
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A review of disbursements after year-end close disclosed an invoice that was related to FY21. It

no specific instructions, then the funds will be recorded in the general account”
{Account#7000.000.)

correct fund.

Balance to be Nancy Strawbridge will not
.was.a.payment of $980.37 to Strawbridge Studios for. memory books. This will be added to.the. added to the Aybar reimburse the tax paid,
Accounts Payable balance as of June- 30, 2021. (The invoice-total was $980.37 and. sncluded accounts but have added our tax
$146.25 in sales tax, which should not have been invoiced. ) - .payable as of exempt form to their
Sales tax was paid to vendor for Memory books when transaction shouid have: been tax: exempt June 30%, file as to not charge tax
: in the future. 09/2021
| Two voided Credit Card transactions did not have support documentation. ‘We will review | Nancy We will be sure to have
| TaxID Date / Time Payer Name Type . Amount "Note procedures | Aybar/ proper documentation -
10515127 | 6/7/2021/12:27 | Iveta Uhrovska ™ | REFUND $10.00 | Nodocfound || priorto. | Agathe | for the 21-22 school
10515120 | 6/7/2021/12:26 | Yesenia londono | REFUND $25.00 | No docfound | | credits. Alvarez year.
Five unsold Memory books should be recorded as inventory at year end. {$50 = 5 x $10 each). Added to Nancy All extra memory books
- - : inventory -Aybar/ will be added to the
moving Agathe inventory at the end of
forward. Alvarez the year.
Disbursements should have adequate documentation. All Checks will | Nancy We will have a
We noted two checks did not have adequate documentation: have adequate | Aybar/ purchase request for all
Check # Date Amount Account documentation | Agathe dishursements and
as per OCPS Alvarez make sure we have
1007 12/14/2020 $73.00 4346.000 - Garden Club procedures. adequate
1010 01/13/2021 $325.00 | 3000.001 - French Class documentation.
Purchase card should not be used to purchase gifts. We will review | Nancy We will not use the P
P-card was used to purchase a gift, a flower arrangement from Betty I’s Florist for $59.95. P &Acard Aybar/ card for flower
B - - purchase Agathe arrangements/gifts.
procedures Alvarez
prior to
purchase
Donations to the Principal Discretionary account should state specifically donation is at the All donation Nancy All donations without a
Principal’s discretionary. letters will be | Aybar/ letter specifically
Per internal Accounts Handbook, p. 2-6 — “Letter indicating the funds are to be used for the reviewed & Agathe stating where the
principal's discretionary or indicating what the grant will be used to purchase. if there is no letter or deposited in Alvarez monies should go will

automatically be
deposited into the

2
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general account #
7000.00

| Journal Entries need to be kept in the records. Four of the ten journal entries we sampled could not | System in Nancy Journal entries will be

be found. - : S : place to keep Aybar kept on file

proper entries. -
Extended Day Transactions had a balance of $210.00 that should be cleared from the account. Per | Payment to be | Nancy $210.00 was paid to
Internal Accounts handbook, p. 6-16, “...all funds should be remitted to OCPS, Central Cashier, at the | made to Aybar the Central Cashier on
end of the school year leaving a zero balance for the new schoo! year {6/30/XX).” central 0872021

cashier-

Program is out

sourced .
Schooi should ensure commissions are received accurately per the contract and timely. Book Bookkeeper Nancy For the 21-22 school
vendor recorded $1,622.83 in sales, but credited only $350.23 in company credit when, per the will ensure Aybar/ year bookkeeper will
contract, it should have been $405.71 ($1,622.83 x 25% rate). A picture vendor took pictures commissions Agathe insure the school
10/08/2020 and, after inquiring about It, sent a statement on 09/22/2021 calculating commission are received Alvarez receives accurate

and is in the process of sending commission

and the correct
amount.

commissions.
Strawbridge will be
sending commission
check for the 20-21
pictures 10/2021

3
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REVISED AUDIT MATRIX

 AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: JULY 2020-1U

Department / School Name

Timber Lakes Elementary

Administrator / Department Head

Cabinet Official / Area Superintendent

Jared Scott, Principal W
John W. Wright, Associate’Superintendent , Innovation Office!

Exception Noted
(Finding / recommendation)

Management Response
(Corrective Action)

Responsible Person
(Name & Title)

Expected Outcome & Completion Date i
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)

Comments repeated
from prior report:

*None noted

N/A

N/A

N/A

N/A

N/A

N/A

Current year
comments:

Fundraisers and admission
events:

The request for fund raising
activity forms for the Artome
Art Show fundraiser and the
Shirt Sales for the House Club
fundraiser were not dated
prior to the respective start
dates.

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

Lindsay Thibault-
Requestor

Michelle Geiger-
Requestor

Jared Scott- Principal
Debra Santiago-
Secretary/Bookkeeper

FY 07/2021 - 06/2022

The fundraiser request forms will have the date on
the top right hand corner as well as the start date.
Bookkeeper will double check prior to submitting
to the principal for approval.

RECEIVED
SEP 22 2021

OCPS INNOVATION OFFICE 3
OCPS0274Int



AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: JULY 2020-JUNE 2021

Cash disbursements:

The School Board
Procurement Services Policy
was not followed for the
purchase of a mural.

Contractual services of
$5,001 to $49,999 should be
competitively quoted or
facilitated through
Procurement Services.
Contractual expenditures of
$50,000 or more should be
competitively bid.

Jared Scott-Principal
Debra Santiago-
Secretary/Bookkeeper

FY 07/2021 - 06/2022

Communication will be precise between the
Requestor and bookkeeper prior to an agreement
of any large expenditures.

Extended day:

The ledger activity reports for
the extended day program
were not given to the
bookkeeper each month.

A copy of the ledger activity
report, total deposit
summary report, and full
charge/credit summary
report should be given to
the bookkeeper each
month.

Megan Malik-
Extended Day
Coordinator

FY 07/2021 -06/2022

The Extended Day Coordinator will make sure all
Extended day forms are submitted to the
Bookkeeper monthly.

Assignment and
accountability records were
not completed for extended
day subsidiary receipts.

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.

Megan Malik-
Extended Day
Coordinator

FY 07/2021 - 06/2022

The Extended Day Coordinator will process the
assignment and accountability record and have it
inventoried for the end of year.

RECEIVED

SEP 22 2021 2
0CPS0274Int
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Department / School Name: Timber Springs Middle School P [ / /
Administrator / Department Head: Dr. Eric Cantrell & ot A
Cabinet Official / Area Superintendent Aee Lt

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date

(Finding / recommendation) {Corrective Action} {Name & Title) 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 acti completed?

The requisition and purchase | Staff was trained during pre- EVERYONE, Immediately

order form for the following planning as they are every bookkeepar double

check was completed year. We will need to speak checks

after the goods or services with the staff member

were purchased. A requisition | Involved in that purchase, so

and purchase order form we can explain the proper

must be completed each time | Procedures.

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

625 S165.00 June 1, 2021

May 25, 2021

Transcript fee collections Bookkeeper will forward Bookkeeper Immediately

were not forwarded to the collected fees to the district.

District office as of June 30,

2021. Any balance in the

Transcript Fees account must

be sent to the District office

1
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Department / School Name

Union Park Elementary

Administrator / Department Head

Ashlynn Ramirez

Cabinet Official / Area Superiniendent

Jose Martinez

%

v S

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 acti bg_\campleted?
IVI/ YYX Y

Official receipt did not include

Documentation should

Ashlynn Ramirez,

Effective immediately,suprting documentation

proper supporting accompany al! official Principat will be attached to receipts. 08/2021
documentatian, receipts. Karen Jaramillo-
(Receipt #2430) Vasconez,
Secretary/Bookkeeper
Assignment and accountability | Assignment and Ashlynn Ramirez, Upon distribution of subsidiary receipts, an
recards were not completed. accountability records should | Principal assignment and accountability record will be
be inventoried at year-end. Karen Jaramillo- prepared. FY2022
Vasconez,
Secretary/Bookkeeper
Transfer journal entry A fund transfer journal entry | Ashlynn Ramirez, Fund transfer journal entries will be accompanied
(#137916) was not supported | proof sheet should be signed | Principal by the appropriate proof sheet. FY2022
by a fund transfer journal by the principal authorizing Karen Jaramilio-
entry proof sheet. the transfer of funds and a Vasconez,
copy is retained for audit. Secretary/Bookkeeper
Bank deposits were not School Board policy reguires | Ashlynn Ramireg, Deposit collections into the drop safe on the same
deposited timely in the drop that all collection must be Principal day the funds are collected. FY2022
safe. {Receipt #2425) deposited within a drop safe | Karen Jaramillo-
the same day of collection. Vasconez,
‘ ' Secretary/Bookkeeper

1
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_FISCAL PERIOD OR AUD

Unable to determine if monies
were deposited by the
baokkeeper in a timely manner
for receipt #2430 because the
bookkeaper did not date the
monies collected form.

All manies collected forms
need to be dated.

Ashlynn Ramirez,
Principal

Karen Jaramillo-
Vasconez,
Secretary/Bookkeeper

Date all monies collected forms. FY2022

The requisition and purchase
order form was not dated by
the principal.

Requisition and purchase
order forms must be
completed each time an
individual requests to make a
purchase and must be
approved by the principal
pricr to the purchase.

Ashlynn Ramirez,
Principal

Karen Jaramillo-
Vasconez,
Secretary/Bookkeeper

Requisition and purchase order forms will be
dated. FY2022

2
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Department / School Name

s
Union Park Middle School //

Administrator / Department Head

r]

Isolda Antonia Fisher [

Cabinet Official / Area Superintendent

Jose Martinez %é———”’s !
Ty

Exception Noted
{(Finding / recommendation)

Management Response
{Corrective Action)

Responsible Person

Expected Outcome & Completion Date
(Name & Title)

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?

(09/2021)

Transfer from 3 club accounts
{Buitder’'s Club, My Brother's
Keeper and Student Gov't) into
the Principal’s Discretionary
account.

We now have the
understanding that funds
must he utilized within the
club to benefit the club.

Michele Dergosits Will not complete transfers outside of the club

perimeters even as donations.

1
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Department / School Name

University HS #1001 L

Thomas Ott W'

Administrator / Department Head
Cabinet Official / Area Superintendent Dr. Harold Border i/ ! i ' 09/01/2021
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) 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)

Request for fund raising activity | A conversation with the Gloria Madrigal, Employee was spoken to immediately following

form not completed for the employee to make sure that School Secretary Internal Accounts Audit.

Sunshine State fundraising they understand Internal 8/27/21.

activity. Accounts policies and

procedures for fund raising.

1
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AU

DIT RESPONSE MATRIX

FISCAL PERIOD QR AUDIT D

ATE:$Y2020-2021

Department / School Name

Ventura Elementary

PRVA

Administrator / Department Head

Dr. Ana M. Gonzalez-Holstein A\

Cabinet Official / Area Superintendent

Mr. William Bohn

)4

Ty 05—

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action)

Responsibie Person
{Name & Title)

Expectéd Outcome 8& 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?
._{Immediate and ongoing)

The requisition and purchase
order form for the following
check was completed

after the goods or services
were purchased. Check 5765

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.

Tirsa Melendez-
Moulier/Secretary
BKPR

immediate and ongoing;
Requests to make a purchase will be approved prior
to the purchase, by the principal.

The following bank deposits
were ot deposited timely in
the drop safe.

Official Receipts:

2022

2037

School Board policy requires
that all collections must be
deposited within a drop safe
or the depository the same
day of collection.

Tirsa Melendez-
Moulier

-| or the depository on the same day of colfection.

All deposits will be deposited within a drop safe

The requisition and purchase
order form for the following
check was not signed by

the principal prior to the
purchase.

Check 5763

| 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.

Tirsa Melendez- -
Moulier

The principal will sign all checks and request form
prior to each purchase.

_ 1
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AUDIT RESPONSE MATRIX

' FISCALPERIOD OR AUDIT DATE: SY3020-2021 |

Requisition and purchase
order forms for the following
checks were not dated by
the principal.

Checks:

5776

5783

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. The
principal should date the
form to provide evidence of
when the requisition and
purchase order form was
approved, '

Tirsa Melendez-
Moulier

| All request will be dated next to the principal

signature. Proper form will be used and filled out.

2
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AUBDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE: 2020-2021

Department / School Name

Administrator / Department Head

Cabinet Official / Area Superintendent

Vista Pointe El tary /

Lisa Suggs;/ ! ’ -

WilliamBchn = (7 :
/

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action} {Name & Title) What is the evidence of the corrective action?
What is? What shouid be? What needs to be done? Who needs to do if? When will the action be completed?
' {09/2021
Digital Devices collections Forward Digital Device Lorraine Nogueras  -| Any balance in the Digital Device account must be
were not forwarded to the collections timely. Secretary/Bookkeeper | sent to the District office at the end of the year for
District office as of June 30,

2021,

.schools with Digital Devices purchased by the

District. 09/2021

1
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Department / School Name Walker Middle Schoo|,
Administrator / Department Head Rebhecca § Watson
Cabinet Official / Area Superintendent William Bohn L g S S 2
/A ¢ r

/

Exception Noted
(Finding / recommendation)

Management Response
{Corrective Action})

Responsible Person
{Name & Title)

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

What is? What shouid be?

What needs toc be done?

Who needs to do it?

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

Transfer journal entry was not
supported by a fund transfer
journal entry proof sheet.

A fund transfer journal entry
proof sheet should be signed
by the principal authorizing
the transfer of funds.

Wanda Anderson

Rebecca Watson

End of year when transfers are made.

Ongoing as transfers are made.

1
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Department / School Name

Washington Shores Elementary.School y

Administrator / Department Head

Myrlene Jackson-Kimble 5 { /Y [P il s/l —

Cabinet Official / Area Superintendent Jennifer Cupid-McCay .. N - ﬂwa\
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) {Name & Title) 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?
(10/2021)

Request for fund raising activity | Principal will ensure proper Myrlene Jackson- Effective immediately.

forms should be prepared for request documentation is Kimble

all fundraising activities completed.

conducted by the school and Principal

must be approved by the
principal prior to making any
commitments,

1
OCP50274Int



| AUDIT RESPONSE MATRIX FISCAL PERICD OR AUDIT DATE:

Department / School Name Water Spring Elemgz

ntary School =~ _
Administrator / Department Head Amy Klaber -
Cabinet Official / Area Superintendent Dr. Cupid- McCoy . ﬂ%/ q’ —WW
[ {

Exception Noted Management Response Responsible Person Expected Outcome &
(Finding / recommendation) (Corrective Action) {Name & Titie) 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)
Digital Device and Digital Device | Every month we will be sending Glorisela Adorno We will be sending a check te the
Peripheral Fee collections were | the check for the Digital Device Secretary/Bookkeeper district for these 2 accounts.

-not forwarded to the District | and Peripheral Fees.
office as of June 30, 2021. Any
balance in the Digita! Device and
Digital Device Peripheral Fee
accounts must be sent to the
District office at the end of the
year.

WP 2200

Check needs to be sent to the Glorisela Adorno . Check will #0062 will be sent to
district for Digital Devices and the district to pay.
Device peripherals

1
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Department / School Name

Waterbridge Elemqqta 7 ”

Administrator / Department Head

Cabinet Official / Area Superintendent

Dr. Arsha-Pock

RN

==

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?

Wha needs to do it?

1. The bank reconciliation
. for September 2020 did not
include the principal’s
signature and was not dated.
We were unable to determine
if the report was filed timely
because the principal's
signature was not dated.

Tara Lincoln
Bookkeeper

When will the action be completed?

The September reconciliation was reviewed. a

2, Receipts were not
issued immediately upon
transfer of coliections from the
students to the teachers for
the following collection. All
money collected should be
counted in the presence of the
student and a receipt must be
issued at that time. An official
receipt needs {o be completed
for each event and for each
person who remits money to

Subsidiary receipts will be
given to the students for
monies collected. Currently
our school is only accepting
fines through Schooi Pay.

Tara Lincoln

Bookkeeper transactions.

Our school has transitioned to School Pay for all

the bookkeeper.

‘1
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3 The following donation
with a specific purpose _
designated by the donor for
Health Room (Clinic) was
posted to the Principal
Discretionary Account.
Donations with a specific
purpose designated by the
donor should be deposited into
the designated account.

The schaol did not have a
Heaith Room account. This
will be created in SFO and
transfer the funds to the
correct account,

Tara Lincoln
Secretary/
Bookkeeper

The funds were transferred to the clinic donation ,
| account. :

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

Management Resgmnﬁe
{Corrective Action}
What needs to be done?

Exception Noted
{Finding / recommendation)
What.is? What should he?

Monies colfected from outside . Remind staff that funds must

: the main office were not
~turned in to the schoal
hookkeeper hy the following
day followmg collection. All
~external collections should he
turned in to the bookkeeper by
the following day, regardless of

Cbe turned in daily.

_amount
The requisition and purchase
order torm for the following
check was completed afterthe
- good 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 purchase.

- Remind staff that PO's must
be completed and approved

V Responsible F’ferﬁén
__ {Name &Title)

Staft/Bookkeeper

prior to making any purchase.

_ Wekiva High School Bt
. Tamara Baker-Drayton (j/. {_‘)g@{;ﬁg RS
Harold Border ‘*

W #z ©09/01/2021

Expected Cutcome & Completion Date
What is the evidence of the corrective action?
When will the action be completed?

This will be done immediately.

Who needs to do it?

Staff/i%m‘;kkeeepm

i1
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Department / School Name

0232

West Creek Elementary

Administrator / Department Head

Michelle Couret - Principal

Cabinet Official / Area Superintendent

I
Johnw. Wrare™"

LV
—7

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)

The subsidiary receipts were
not kept in sequential order.

Subsidiary receipts should be
kept in sequential order to
provide an appropriate audit
trail and inventory at the end-
year.

Sheila Ribeiro
Michelle Couret

Keep the subsidiary receipts in a sequency order.

Assignment and accountability
records were not completed in
its entirety.

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.

Sheila Ribeiro
Michelle Couret

Assignment and accountability records will be kept
updated.

1
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AUDIT RESPONSE MATRIX

'FISCAL PERIOD OR AUDIT DATE:

Department / School Name

Woestridge

| Administrator / Department Head

Dénnis Gonzalez

| Cabinet Official / Area Superintendent _

m
James Larsen 4_/___,.../@4—\

==

Using the  wrong
vendor/payee  name
selection  will make |

Responsible Person
. (Name:& Title)
Management Respaonse And Target
_ § : Acknowledgement/ Completum Date -

Audit Resuit / Recommendation | Agreement of Condition ! VY Management’'s Action Plan
‘Assignment  and  Accountability | The Internal Accounts Saliy Quureifo Dayanara Cruz (New Bookkeeper) will keep track
Records (Subsidiary Receipts Log) | Handbook states that an | Previous of receipts.

| was incomplete. Several used receipt | assignment/accountability | Bookkeeper
- series and totals:are missing in log. record is to' be executed |
1 - | for each individual series | Bryana Velazquez
of sub receiptsacquired. | {worked fora
- month before
resigning)
Dayanara Cruz {new
_ | bookkeeper) —~
- started-on August
_ 19® _
District employeés are hot | Sally Qu;relin Dayanara Cruz will not reimburse staff as a refund.
District employees were feimbursed { to be reimbursed as | Previous :
| using the Refunds selection in the | refunds. Internai Accounts | Bookkeeper
School Funds Online system instead | policy requires therm to be _
of the Reimbursements selection. reimbursed using their | Dayanara.Cruz {new |
employee vendor account. | bookkeeper)

1
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| AuDIT RESPONSE

MATRIX

FiSCAL PERIOD OR AUDIT DATE:

“research and analysis of |
difficult |
and misrepresents the |
of |

dishursements
actual volume
transactions in the two
categories.

We noted improper expenditures

total $260.65 from  Physical
Education {PE} account for the
teacher recognition and foed for
honorroll, .

Schoo! Board Po]icy DIB
and the Internal Account

'Handbook states: “Funds

collected for a specific
purpose shailbe expended

for the purpose collected |

and class and club moneys
shall be expended: for the
benefit of the students
who participated in the
generation of the revenue
and general funds shall be

utilized for the general’

welfare of the . student
body.” '

Sally Quiretlo
Previous:
Bookkeeper

Payanara Cruz (new |

bookkeepér)

Dayanara Cruz will not use PE account for teacher
recognition.

Journal entry of Bank Interest/Credit
S106.64'was posted to the
Pepsi/Coke Donation account #6667
instead of the Staff Vending Account
#6842,

Journal entries should be
posted in correct account.

Sally Quirello
Previous
Bookkeeper

Dayanara Cruz [new

-Dayanara Cruz will past credit in the appropriate
location.

_ | bookkeeper} :
Request for Fundraiser Approval | School Board Policy JJE | Sally Quirello Dayanara Cruz will require fundraiser approval
form was not completed for the | and the Internal Accounts | Previous form before fundraiser.
Orchestra fundraiser dated | Handbook require schools Bookkeeper
10/21/2020%23, © | to obtain the Principal’s

approval for all

2
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AUDIT RESPONSE MATRIX

FISCAL PERIOD OR AUDIT DATE:

Tfundraisers and 1o prepare

sales reports to account
for

is not obtained and sales

reports are not completed
or inaccurate, the school
cannot be ¢ertdin that all

cash receipts and items
purchased for resale were
appropriately -accounted
for.

resale/fundraising
activities. When approval

Dayanara Cruz (new
[bookkeeper]

Fundraise/sales reports were not

School Board Policy DIB

Sally Quirello

Dayanara Cruz will complete reports for

completed for various fundraisers. | states. that the principal | Previous fundraisers.
| shall be  notified | Bookkeeper

immediately of any errors |

in deposits or | Dayanara Cruz (new

disbursements and shall | bookkeeper)

take appropriate

corrective action.
NJHS fundraiser was for OQakridge | School Board Policy DI8 | Sally Quirello Dayanara Cruz will notify the principal of any
"Neighborhood Community | states that the principal | Previous - errors and the principal will take appropriate
~Christmas. NJHS. donated first-deposit | shall be notified | Bookkeeper action.
of $142 on 12/17/2021 and did not | immediately of any errors
include 519 deposit. NJHS has planto | in deposits or | Dayanara Cruz (hew
send remzining. donation amount { disbursements and shall | bookkeeper)
$19 to Oakridge Neighborhood | take appropriate
Community. corrective action.

3
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FISCAL PERIOD OR AUDIT DATE:

AT RESPGNSE MATRIX

wo P-card expenditures totaling We noted Principal memo | Sally Quirello All P-Card purchases will be. documented with a
51,910.07 were not documented by | to Finance regarding Pravious receipt. '
areceipt on WORKS aswell as at rhissing multiple P-card Bookkeeper
school. receipts. School tried to
' locate and acknowledged | Dayanara Cruz {new
and documented that bookkeeper)
several P-card receipis
were missing.

&
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Department / School Name

Wetherbee Elementary\
Administrator / Department Head Katie Brinkman @ ,
Cabinet Official / Area Superintendent William Bohn
A <
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) {Name & Title) 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)

Digital device and Peripheral Any balances in the Digital Secretary Digital device and Peripheral collections will be

collections were not forwarded
to the district office as of June
30, 2021.

device and Peripheral
accounts must be sent to the
District office by June30.

submitted to the District by June 30 of each year,

1
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Department / School Name Whispering Oak Elementary s o

Administrator / Department Head Lee “Kip” Montgomery {7

Cabinet Official / Area Superintendent Dr, Dr. Jennifer Cupid-Mc Wm

J yi
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date

{Finding / recommendation) {Corvective Action} {Name & Title} What is the evidence of the corrective action?
What is? What shouid be? What needs to he done? Who needs to do it? When will the action be completed?

Digital Device and Digital Funds need to be forwarded Dawn Cullen, Completed on Au 11,2021

Peripheral fee coflections were | to the District Office by June Bookkeper

not forwarded to the District 30%,

office as of June 30, 2021. Any
halance in these accounts must
be sent to the District office at
the end of the year.

1
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Department / School Name

Windermere High School,

Administrator / Department Head

Andrew Leftakis (OANX_ LA LA

il =207

Cabinet Officiat / Area Superintendent

11/10/2021

Dr. Harold Border Zﬁ o 2:

Exception Noted Management Response Responsible Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) Person What is the evidence of the corrective action?
(Name & Title)
What is? What should be? What needs to be done? Who needs to do When will the action be completed?
it?

1. Transcript fees were not
forwarded to the District office as of
June 30, 2021. Any balance in the
Transcript Fees account must be
sent to the District office at the end
of the year.

Transcript Fees account
must be sent to the
District office at the end
of the year.

La Tonia Pringle,
Bookkeeper

EQY Transcript Fees were submitted to the District
Office/Central Cashier before the June 11*h due date listed
on the Year End Calendar of Documentation (check
details:6-9-21 CK#4917 $926.05 of 54197.05). The fees
collected after the district due date were cited as an audit
finding. Moving forward any residual amount in the
Transcript account after the due date will be sent to the
District office/Central Cashier.

Several ticket sales reports did not indicate the
official receipt numbers. In addition, the ticket
inventory reports were not completed for
several athletic events. 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

Ticket inventory and sales
reports must be
completed to ensure
accurate reporting.

Russell Williams,
Athletic Director

La Tonia Pringle
Bookkeeper

Ticket inventory reports will be completed
reflecting the correct color and number
sequence. This will be completed by the end of
second nine weeks of this school year. We no
longer use tickets for games therefore, all tickets
are digital as of spring of the 2020-21 School
year. Once the ticket inventory is complete the
tickets will be sent to the OCPS Records
department. A copy of the ticket inventory will
remain with the Internal Accounts records for
2020-21.

1
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A PROP-2 form was not completed
for the purchase of a floating goal.
PROP-2 forms must be completed
for ali capital expenditures of $1,000
or more,

PROP-2 forms must be
completed for all capital
expenditures of $1,000 or
more.

Russell Williams,
Athletic Director

The athletics department will coordinate with
the assistant principal over facilities to make
sure this is completed. A copy of the PROP 2 will
be filed with the Internal Accounts records for
2020-21.

4.The School Board Procurement Services
Policy was not followed for the purchase and
installation of a sunshade. Contractual services
of $5,001 to $49,999 should be competitively
quoted or facilitated through Procurement
Services. Contractual expenditures of $50,000
or more should be competitively bid.

Contractual services of 55,001 to
549,999 should be competitively
quoted or facilitated through
Procurement Services.
Contractual expenditures of
$50,000 or more should be
competitively bid.

La Tonia Pringle,
Bookkeeper

In the future, purchases of $5001 or more will
follow the OCPS Procurement Services Policy.

5.The deposit slip related to the following
official receipts was not dated. Deposit
slips should be dated by the bookkeeper
o provide an accurate audit trail.

Official Official Official

receipt receipt receipt

number date amount

5417 March $100.00
22,2021

5600 May 27, $385.00
2021

5619 June 10, $100.00
2021

Deposit slips should be dated
by the bookkeeper.

La Tonia Pringle,
Bookkeeper

Deposit slips will clearly list the date of deposit
to help keep proper accounting.

2
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6.Monies collected from outside the main
office were not turned in to the school
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 Dates of Date
receipt collection deposited
number with
bookkeeper
5437 March 26, April 5, 2021
2021
through April
2,2021

Monies needs to be
deposited daily

Kelly Williams —
Media Specialist

Deposits will be made daily.

7.Receipts were not issued immediately upon
transfer of collections from the students to the
teachers for the following collection. All
money collected should be counted in the
presence of the student and a receipt must be
issued at that time. An official receipt needs to
be completed for each event and for each
person who remits money to the bookkeeper.

Official Official Official

receipt receipt receipt

number date amount

5619 June 10, $100.00
2021

When hookkeeper is not
available to accept
deposits, deposit will be
given to the school
secretary.

Kelly Williams —
Media Specialist

Deposits will be given to school secretary when

bookkeeper is unavailable.

3
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Department / School Name

| Windy Ridge School K-8

Administrator / Department Head

Cabinet Official / Area Superintendent

| Charles Jackson

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?
(10/07/2021)

I
|

The following monies collected
forms did not indicate
respective subsidiary receipt
numbers.

Official receipt numbers,
subsidiary receipt numbers,
total cash collected and
deposited should be listed on
the monies collected form
and signed by the bookkeeper
to provide an accurate audit
trail

|

Kiara Saltos, School
Bookkeeper

This action will be completed for all future monies
collected.

Check #7471 was written for
$322.62, but the vendor was
for 313.94.

All disbursementé shouid be

 properly supported and agree

with underlying conditions.

Kiara Saltos, School

' Bookkeepar

" This action will be completed for future \

disbursements.

RECEIVED
NOV 10 2021

OCPS INNOVATION OFFICE 1
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AUDIT RESPONSE WATRN

" HSCML PER! OD uR AUDJT DA ;E

"O”’U 1D"l

Department / School Name

Winegard Elementary 1171,

Administrator / Department Head

Christina Howell

/’%M

Cabinet Official / Area Superintendent-

’wr

William Bt?hn W é

Exception Noted ' Management Response Responsible Person Expected Outcome & Completion Date
{Finding / recommendation) {Corrective Action) (Name & Title) What is the evidence of the comrective action?
What is? What should be? " What needs to be done? Who needs to do it?

When will the action be completed?
{MMYYYY)

Journal entry proof sheet for funds
transfer # 107414 was missing. The
monthly bank reconciliation for
July 2020 could not be located.
Bank reconciliations must be
compieted, approved and
submitted to the District office
prior to the end of the following .
monih.

All reconciliations will be done
and store properly from this point
on.

Monica Vega- Prior
Secretary that resign
OCPS on 7/2021
Yodiliz Zavala-Morales
new Secretary

1 am the Secretary that took-over on 7/2021. As | use
to do in my previous location | will do my best to follow
proper district policies and procedures moving
forward.

Digital Devices and Extended Day
collections were not forwarded to
the District office as of June 30,
2021,

No more extended day program.
But all funds to district will be
forward in a timely fashion at the
end of the year.

Monica Vega- Prior
Secretary that resign
OCPS on 7/2021
Yodiliz Zavala-Morales
new Secretary

| am the Secretary that took-over on 7/2021. As ] use to
do in my previous location ! will do my best to follow
proper district policies and procedures moving
forward.

Assignment and accountability
recards were not completed. 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.

Subs receipts will be done
correctly.

Monica Vega- Prior
Secretary that resign
OCPS on 7/2021
Yodiliz Zavala-Morales
new Secretary

| am the Secretary that took-over on 7/2021. As ] use to
do in my previous location ! will do my best tc follow
proper district palicies and procedures moving
forward.

1
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CAUDIT RESPONSEMATRIX 0

 RSCAL PERIOD O AUDIT DATE 20202001

Monies collected forms did not
indicate the respective
subsidiary

receipt numbers. Official receipt
numbers, subsidiary receipt
numbers, total cash

collected and total checks
collected, and dates that
correspend to the amounts
collected and deposited should
be listed on the monies
coliected form and signed by
the hookkeeper to provide an
accurate audit trail.

Forms will have all support
documentation and signatures

Monica Vega- Prior
Secretary that resign
OCPS on 7/2021
Yodiliz Zavaia-Morales
new Secretary

1 am the Secretary that took-over on 7/2021. As | use to
do in my previous lacation | will do my best to follow
praper district policies and procedures moving
forward.

There were several purchases
that were missing all supporting
documentation

All purchases will have support
documentation

Monica Vega- Prior
Secretary that resign
OCPSon 7/2021
Yodiliz Zavala-Morales
new Secretary

| am the Secretary that took-over on 7/2021. As | use to
do in my previous location ! will do my best to follow
proper district policies and procedures moving
forward.

No supporting documentation
could be located for all
Extended Day receipts

No more extended Day

Monica Vega- Prior
Secretary that resign
OCPS on 7/2021
Yodiliz Zavala-Morales
new Secretary

t am the Secretary that took-over on 7/2021. As | use to
do in my previous location 1 will do my best to follow
proper district policies and procedures moving
forward.

2
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For Fiscal Year Ended June 30, 2021

AUDIT RESPONSE MATRIX
ScHoolL Ling STAFF LINE
SCHOOL: ORANGE TECHNICAL COLLEGE - WINTER PARK CAMPUS DEPARTMENT: ORANGE TECHNICAL COLLEGE CAREER & TECHNICAL EDUCATION
PRINCIPAL/DIRECTOR DEPARTMENT LEAD: —_— (sI6N BELOW)

AREA SUPT./ASSOC. SUPT.: ELANIE STEFANOWICZ

DATE:09/30/21

SIGNATURE:

bare:_lo]7]2e24
T U
ASSOC. SUPT./DEPUTY. MELANIE STEFANOWICZ

l Accountability I

forwarded to the
district office as
of June 30,2021

Deficiency Expectation Tasks Responsibility Documentation Feedback/Timeline
General Procedure | Transcript fee Bookkeeper to submit Bookkeeper The collection was Business Manager has setup a
Transeript Fee collections the collections during submitted via check # | calendar reminder to avoid
llecti forwarded on the first week of June. 13086 this issue from happening

collections was not | g,54,505 This year it was next year. The Bookkeeper

submitted in August

will be reminded in a timely
manner.




Department / School Name

Internal Accounts/Winter Park High School ‘ | /

Administrator / Department Head

Matthew L. Arnold, Principal

Cabinet Official / Area Superintendent

Dr. Harold Border, Chlef of High Schools ~

09/21/2021

- 7 A

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) (Name & Title}) 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?

e s

p;u:_:mngn:;

i

il

#1. The school utilized three third-
party credit cards during the year.
Schools are not permitted to enter
into credit agreements.

| will direct our bookkeeper to close
the remaining two credit accounts,
The third one has already been
closed.

JHI C. Dunn, Internal
Accounts Bookkeeper

Accounts will be closed imrnedlate!v‘.‘('OQ/le)

#2. The balance of the Internal Funds
appears excessive as of June 30, 2021
relative to the school’s activity for the
year. Monies should be utilized in the
year of receipt to benefit the current
student body.

- | will ensure that Monies are utilized

in the year of receipt to benefit the
current student body.

Matthew Arnold,
Principal

The Principal will continue to monitor fundraiser requests to
determine the necessity of the event as related to the funds
raised and the intended use of the funds. (09/2021)

#3. The monies collected form for
official receipt number 21501 dated
November 20, 2020 in the amount of
$28,000 did not indicate the official
receipt number. Officlal 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.

Although the officlal recelpt number
was left off one out of 500 plus
monies collected forms, | will have a
discussion with our bookkeeper. Itis
clear, though, that with 59.99% of
them correctly noted, our
bookkeeper understands and follows
this policy routinely.

Jill Dunn, Bookkeeper

Although the officlal receipt number was erroneously omitted
from one of hundreds of monies collected forms, the
bookkeeper will continue to record the official receipt number
on each monies collected form daily. (09/2021)

1
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#4 Check number 21077 for
$21,780.61 was an improper
expenditure made from the Parking
Decals account for staff jackets. All
expenditures from the Parking Decals
account should be for the benefit of
the entire student body.

| will ensure that expenditures from
the Parking Decals account will be
for the benefit of the entire student
body.

Matthew Arnold,
Principal

Beginning August 26, 2021 no further staff expenditures will be
authorized from student funds. {09/2021)

2
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FISCAL PER'OD OR AUDIT DATE:

AUDIT RESPONSE MATRIX

Department / School Name Wolf Lake Middle Schgal 1 TN
Administrator / Department Head Cynthia Haupt -
Cabinet Official / Area Superintendent Dr. Rahim Jones\.

- U0

Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) {Corrective Action) {Name & Title) 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)
The balance of the Internal Monies were excessive due to | Marla Langford- Immediately 10/7/2021
Funds appears excessive as of | the pandemic the previous Band
6/30/21 relative to the school’s | year and the lack of activities. | Ashley Norville-
activity for the year. Monies Band and Chorus have Chorus

should be utilized in the year of | expressed a concern of
receipt to benefit the current depleting acct due to

student body. prebability of having to spend
large amounis on replacing
instruments, uniforms, etc,
They have been advised to
spend as much as possible.

The bank reconciliation for Oversight on Bookkeeper and | Roseann Cirilo- Immediately 10/7/2021
June 2021 showed one check internal Account rep for not Bookkeeper
totaling $23.98 which was catching it in a timely manner.

outstanding for more than six Will pay closer attention to
months should be followed up | outstanding check dates to
on to resolve or void. insure checks are voided
within the 6 month deadline.

1
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Department / School Name

Administrator / Department Head

Cabinet Official / Area Superintendent

e/
Exception Noted Management Response Responsible Person Expected Outcome & Completion Date
(Finding / recommendation) (Corrective Action) {Name & Title) 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?
Digital device and digital Any balance in the digital Secretary/Bookkeeper | We will make sure that the funds are sent to the

peripheral fee collections were | device and digital peripheral
not forwarded to the District accounts must be sent to the
| office as of june 30, 2021. district office at the end of
the year.

district on or before 06/30 of the curren fiscal
year.
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