
1 
 

     

 

 

 

 

Lake County School District’s 

Internal Audit of 

2015 – 2016 Year End Internal Funds 

Audit Report 

Fiscal Year 2016 – 2017 
 

 

 

 

 

 

 

 

 

 

Completed By: Thomas A. Mock, CIA 

Date: April 14, 2017 

  



2 
 

     

TABLE OF CONTENTS 

 

Cover Page……………………………………………………………………………………………………...1 

Table of Contents…………………………………………………………………………………………….…2 

Audit Report 

A. Background…………………………………………………………………………………………….3 - 4 

B. Scope and Objectives…………………………………………………………………………………4 

C. Procedures and Observations………………………………………………………………………..4 - 5 

D. Internal Funds Findings……………………….…………………………………………….…………5 - 6 

E. Overall Conclusion……………………………………………………..………………….……..…....6 

Attachments 

A. Schools Statement of Account Activity……………………………………………………………..7 

B. Internal Funds Fund Raising Flow Map………………………………………………………….…8 

C. Internal Funds Deposits Flow Map………………………………………………………………….9 

D. Internal Funds Expenditures Flow Map…………………………………………………………….10 

E. Internal Funds Monthly Reconciliations Flow Map………………………………………………..11 

F. Exit Conference Worksheets………………………………………………………………………...12 - 52 

  



3 
 

     

Audit Report 

A. Background 

Lake County School District maintains Internal Funds (aka Internal Accounts) derived through financial 
transactions of school organizations.  The District policy manual 7.32 defines Internal Funds as: “All monies 
collected and disbursed by personnel within a school for the benefit of the school or a school-sponsored 
activity.  Internal funds shall be considered as unbudgeted public funds under the control and supervision of 
the School Board with the principal having responsibility as prescribed by the School Board (as used in this 
rule, school shall also mean a District department and principal shall mean a department head).”  The purpose 
of this audit was to review the work performed by the Senior Accounting Specialist in closing out each District 
Schools Internal Fund for the end of the fiscal year (June 30, 2016) and issue a report of the work performed.  
Internal Funds are governed by the ‘Red Book’.  The Red Book is a manual publicized by the Florida 
Department of Education Office of Funding and Financial Reporting.  It contains the standards, practices and 
procedures for school internal accounts including general practices, control of cash resources, bank accounts, 
etc. 

The total Internal Funds for the School District is comprised of 41 public schools and centers.  The audited 
financial statements for the Internal Funds for the fiscal year ended June 30, 2016 had total revenues of 
$6,755,087 and expenditures of $6,476,960.  The balance of the Cash and Cash Equivalents was $2,640,575 
at the beginning on July 1, 2015 and $2,918,702 at the end on June 30, 2016.  The distribution between High, 
Middle, and Elementary Schools & Centers for the year ending balances is as follows: 

 

 

$723,886
23 Schools

$619,833
10 Schools 
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Internal Audit analyzed the year over year Internal Fund ending balances from 2013 to 2016 and noticed that 
the total Internal Fund dollars has been increasing over the past three school years on-average about 6% 
annually.  The three school year ending year over year Internal Fund balance increase can be seen in the 
chart below: 

 
 

B. Scope and Objective 

The scope of this audit was the school based Internal Funds activity for the period of July 1, 2015 to June 30, 
2016 for 41 schools and centers in the School District with Internal Funds.  The detailed examination of school 
year documentation was performed by the Senior Accounting Specialist with Internal Audit’s test review of the 
work completed.  The yearly activity for the Internal Funds was reconciled in detail to insure the following for 
each school: 

 Internal Controls are evident, 
 Policies and Procedures were followed, 
 Transactions are properly approved and documented, 
 Open and outstanding transactions are current, 
 Monthly and Year End closings were properly performed, and 
 Final Internal Fund balances are accurate. 

Internal Audit reviewed and updated the Internal Funds flow maps to ensure current procedures are properly 
shown and any new procedures are reflected in the process.  This audit and report is completed to comply 
with SBE Rule 6A-1.087 FAC section 2 of the code. 

C. Procedures and Observations 

To initiate this audit, Internal Audit performed a preliminary study of the procedures used by the Senior 
Accounting Specialist during the year and at year-end to review Internal Accounts for adherence to 
procedures, laws and regulation.  Also, the Internal Audit and the Senior Accounting Specialist reviewed and 
updated the prior year Internal Funds flow maps completed in 2014 (see Attachments A – D).  To establish a 
level of assurance that the Senior Accounting Specialist audit procedures were adhered to throughout all 
schools, Internal Audit randomly selected ten (10) schools or 24.4% of the 41 schools in the population.  The 
sample selection represented $1,262,838.33 or 43% of the total Internal Fund dollars at year-end.  The Senior 
Accounting Specialist provided the workpapers completed for each of the schools sampled for Internal Audit 
review. 

$160,359.38

$58,271.05

$278,126.63
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Overall, Internal Audit found the Internal Funds year-end audit workpapers to be completed in detail and 
correctly for the review of public funds handled by the schools.  The Senior Accounting Specialist was very 
helpful, knowledgeable and forthcoming with information about the work performed.  Internal Audit noted 
areas of noteworthy performance and value to the District: 

 The Senior Accounting Specialist reviews on a monthly basis the activities of the schools to provide 
timely recommendations to ensure work if performed according to ‘Red Book’ and District Policy. 

 The Senior Accounting Specialist maintains and keeps the School Internal Funds Instruction Manual 
up-to-date. 

 The Senior Accounting Specialist provides training to all bookkeepers and provides personal training 
at the bookkeeper’s school when necessary. 

 The Senior Accounting Specialist helps the schools find assistance when a bookkeeper is out or when 
additional resources are needed. 

The Senior Accounting Specialist provides valuable work for the School District and the bookkeepers.  The 
daily work for Internal Funds involves high volume low dollar transaction and is completed with limited 
resources at the schools.  The School District’s endeavors to find ways to streamline the Internal Fund 
processes such as: simplifying the methods of receiving and paying through internet methods that will reduce 
cash handling daily by the bookkeepers.  The District Office has very limited funds to provide to the schools 
for programs such as: athletic, band, theatre and arts is minimal, therefore, the schools must increase the 
activity in the Internal Funds to maintain and continue these activities. 

D. Internal Funds Findings 

The Internal Fund’s findings for High and Middle Schools maintained strong performance of procedures from 
the prior year.  This year 5 High and Middle School’s (which is the same as the prior year) performed notably 
with no exception.  In fiscal year 2014 – 2015 the High and Middle Schools total exceptions were 26, which is 
the same as in 2015 – 2016.  The Bookkeeper Training Program provided to all bookkeepers, continues to 
help maintain a very low number of exceptions for all schools, even though a 27% turnover rate of 
bookkeepers was experienced in 2015 - 2016.  The breakout for what was found in High and Middle Schools 
is as follows: 

 
The Internal Funds finding for Elementary Schools this year with no exception totaled 8 schools with no 
exception, which is just one less than last year’s total of 9 schools.  The Elementary Schools total exceptions 
were 28 which is an increase over the 21 total exceptions in the prior year.  The following provides the areas 
of the exceptions noted for Elementary Schools in 2015 – 2016: 

Summary of Internal Account Comments for High and Middle Schools
FY 15/16 audit of activity funds

TABLE #1 HIGH SCHOOLS (8): MIDDLE SCHOOLS (10):
ER E LM L MD SL T U CA CL ER E G MD OP T U WH

# All High School and Middle Schools HS HS HS HS HS HS HS HS MS MS MS MS MS MS MS MS MS MS Totals
1 No exceptions noted X X X X X 5
2 Report of Monies Collected properly completed 0
3 Deposits timely/adminstered properly 0
4 Checks and Receipts; Voids, stale-dated 1 2 1 1 1 6
5 Ticket Reports 1  1 2
6 Ticket Control Sheets 0
7 Disbursement documentation and admin propriety 2 1 3
8 Disbursement accuracy  1 1
9 Disbursement authorization  1 1 1 1 1 1  1  1 8
10 Capital asset purchase propriety 0
11 Budget preparation and administration 1 1 2
12 Funding-raising activity 1 1
13 Customer Service/Yearbook Accounts 1 1 1 3
14 School Store 0
15 Accuracy and reconcilation procedures 0
16 Segregation of duties 0
17 Authorization of adjustments/transfers 0

2 3 0 7 2 1 1 1 1 1 1 0 1 2 3 0 0 0 26       Total #2 - #17
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E. Overall Conclusion 

The audit of Internal Funds found controls and procedures to be excellent overall.  Deficiencies noted did not 
denote any direct control weaknesses in any of the District school’s Internal Funds procedures.  Internal 
Audit’s conclusion is supported by the annual volume compared to deficiencies found.  Example: The Internal 
Funds distribution from all schools processed 13,333 checks in 2015/2016 with a 99.99737% accuracy rate 
(35 deficiencies related to disbursements procedures from Table #1 & #2 above).  Internal Audit encourages 
the School District to continue its efforts to enhance procedures that will streamline daily activities (such as 
the online receipt of funds for all activities) of the School Bookkeepers.  The sample selection of schools found 
a high percentage of yearbook programs to lack good planning and execution.  Internal Audit recommends 
that School District explore the potential to provide Yearbook Training for the District’s schools to provide best 
practices in running a successful Annual Yearbook Program.  Additionally, Internal Audit noted that budgets 
are complete at the beginning of the school year for most Internal Fund activities, however, these budgets are 
seldom reviewed during or at the end of the school year with the sponsor to discuss what worked and what 
didn’t in the final outcome. 

 

Sincerely, 

 

Thomas A. Mock, CIA 
Director of Internal Audit 

 

 

 

 

 

 

Summary of Internal Account Comments for Elementary Schools
FY 15/16 audit of activity funds

TABLE #1 Elementary Schools: (22 Schools plus Student Services Department)
ST

# All ElementarySchools A BS CL CR E EH FP GL G LH L LL PR R SB SS S T TRETRI U V SRV Totals
1 No exceptions noted X X X X X X X X 8
2 Report of Monies Collected properly completed 1 2 1 1 5
3 Deposits timely/adminstered properly 0
4 Checks and Receipts; Voids, stale-dated 1 1
5 Ticket Reports 0
6 Ticket Control Sheets 0
7 Disbursement documentation and admin propriety 1 1 1 1 4
8 Disbursement accuracy 1 1
9 Disbursement authorization 1 1 1 1 1 1 1 1 1 1 1 11
10 Capital asset purchase propriety 0
11 Budget preparation and administration 1 1 1 1 4
12 Funding-raising activity 0
13 Customer Service/Yearbook Accounts 1 1 2
14 School Store 0
15 Accuracy and reconcilation procedures 0
16 Segregation of duties 0
17 Authorization of adjustments/transfers 0

0 2 1 0 2 1 4 1 1 1 5 0 1 0 2 0 2 1 1 0 3 0 0 28       Total #2 - #17
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Attachment A 

 

 

 

 

7/1/2015 Audit 6/30/2016
TYPE SCHOOL Balance Adj. RECEIPTS EXPENDITURES BALANCE REASON

E Astatula Elementary 26,970.80 120,230.15 124,512.28 22,688.67
E Beverly Shores Elementary 2,355.87 41,372.88 39,034.57 4,694.18
M Carver Middle 52,057.04 92,094.42 82,316.29 61,835.17
E Clermont Elementary 8,740.18 47,140.79 44,054.87 11,826.10
M Clermont Middle 75,552.12 168,572.87 175,373.40 68,751.59
E Cypress Ridge Elementary 74,411.74 134,847.06 104,132.61 105,126.19
H East Ridge High 332,811.63 712,918.36 668,927.34 376,802.65
M East Ridge Middle 111,808.73 241,018.04 233,068.26 119,758.51
E Eustis Elementary 19,154.27 66,630.43 61,407.48 24,377.22
E Eustis Heights Elementary 16,036.66 46,428.73 56,777.60 5,687.79
H Eustis High 189,531.78 360,961.27 351,526.45 198,966.60
M Eustis Middle 38,198.08 60,334.10 62,510.29 36,021.89
E Fruitland Park Elementary 38,743.61 76,664.04 70,073.95 45,333.70
E Grassy Lake Elementary 43,585.87 200,496.37 195,770.51 48,311.73
M Gray Middle 69,297.68 179,187.18 161,149.61 87,335.25
E Groveland Elementary 10,986.69 81,691.65 81,455.78 11,222.56
E Lake Hills Center 38,830.87 21,510.90 20,419.32 39,922.45
H Lake Minneola High 192,075.82 490,055.63 446,596.06 235,535.39
E Leesburg Elementary 33,882.25 107,667.94 105,112.52 36,437.67
H Leesburg High 85,346.41 364,567.39 376,369.74 73,544.06
E Lost Lake Elementary 11,171.54 135,099.18 117,058.31 29,212.41
H Mount Dora High 286,166.84 434,923.93 404,746.28 316,344.49
M Mount Dora Middle 33,702.07 170,212.19 168,265.22 35,649.04
M Oak Park Middle 25,489.77 57,876.40 59,406.65 23,959.52
E Pine Ridge Elementary 48,331.80 115,718.46 97,239.13 66,811.13
E Rimes Elementary 14,902.89 21,417.86 22,567.91 13,752.84
E Sawgrass Bay Elementary 21,995.77 142,971.22 140,997.72 23,969.27
E Seminole Springs Elementary 8,633.19 53,966.39 55,195.78 7,403.80
E Sorrento Elementary 15,335.08 80,808.50 74,938.21 21,205.37
H South Lake High 190,456.14 492,186.43 498,601.03 184,041.54
E Student Services 12,120.33 8,800.10 2,725.90 18,194.53
E Tavares Elementary 25,253.26 100,482.77 94,086.33 31,649.70
H Tavares High 85,943.07 315,900.79 289,700.56 112,143.30
M Tavares Middle 77,303.53 102,534.05 105,614.43 74,223.15
E Treadway Elementary 56,180.76 115,938.19 112,686.74 59,432.21
E Triangle Elementary 20,969.91 34,923.95 27,407.11 28,486.75
E Umatilla Elementary 16,009.57 86,065.36 72,818.18 29,256.75
H Umatilla High 86,587.24 250,261.36 259,243.32 77,605.28
M Umatilla Middle 26,389.99 96,179.86 101,546.22 21,023.63
E Villages of Lady Lake Elem 38,937.20 54,263.25 54,318.00 38,882.45
M Windy Hill Middle 78,317.43 270,166.89 257,208.74 91,275.58

2015 - 2016 Totals 2,640,575.48 6,755,087.33 6,476,960.70 2,918,702.11

LAKE COUNTY SCHOOLS
STATEMENT OF ACTIVITY ACCOUNTS

July 1 2015 - June 30, 2016
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Attachment B 

Start

Internal Funds Fund Raising

Request for Fund 
Raising Project.

Complete Form for 
Fund Raising Project

Fund Raising Project 
Approved?

Principal 
Approval

End
No

Yes

Commence Fund Raising 
Project.

Market Project &
Obtain Inventory (tickets, 

products, etc.)

Sell tickets and/or 
products and collect 

money.

Daily complete 
Report of Monies 
Collect and give to 
Bookkeeper with 

money.

Is Fund Raising 
Complete?

Complete Summary 
portion of Request for 
Fund Raising Project 

with Sponsor Signature.

Principal 
Approval

Risk 
Management 
Approval

Send to Risk 
Management for 

Approval.

No Yes

Bookkeeper Files 
final fully completed 
fund raising project 

form.

C

Attach copies of 
monies collected, 
check requests, 

reconciliation report 
and invoices.

Created: 11/03/2015
Updated: 03/31/2017

File
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Attachment C 

Original  Monies Collected 
Form

Copy of  
School 

Prepared 
Bank 

Deposit Slip

Monies Collection Form
Original (White) Bookkeeper

Monies Collection Form
Copy (Green) Teacher

White Copy 
Monies 

Collected Form

C
Monies Collect Form 
and money/checks

Teacher and 
Bookkeeper count 
money together.

Balances?

Teacher and Bookkeeper sign off 
on Monies Collected Form & 
Teacher gets a signed copy.

Bookkeeper 
completes Bank 
Deposit Slip.

Deposit Slip and 
Money taken to 
bank for deposit.

Teacher takes back 
and figures out the 

difference.

Bank
Deposit Slip

Receipt of Monies 
Collected form(s) 

into SBAA 
software to 
appropriate 

Internal Account 
for activity.

Batch File:
SBAA printed 

Receipts by Seq. #

D

Internal Fund Deposits

No

Yes

Created: 11/03/2015
Updated: 03/31/2017 

School 
Prepared 
Bank 

Deposit Slip

Copy of  
School 

Prepared 
Bank 

Deposit Slip

File
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Attachment D 

Vendor Receipt

Vendor Approval Form
Internal Account P.O.

Internal Fund Expenditures

An Internal Account needs 
a disbursement and/or 
payment from an Activity 

Account.

Teacher completes Request for Services 
or Internal P.O. or Refund or 

Reimbursement Request  (if Grant use 
appropriate purchase order forms). 

Start

Determine the 
vendor, products/
services needed, 
quantity and cost.

Received Product or 
Service?

Principal 
Approval

Create a Check Request for 
purchase and print check.

Internal Fund Check 
printed from SBAA 
software for Internal 

Accounts and mailed or 
given to teacher for 

transaction.

Internal Fund 
Original Signed
Check issued to 

vendor

Payment mailed to vendor 
or Teacher makes purchase 
with Check and obtains a 
receipt for transaction.

Vendor Receipt

Teacher gives Bookkeeper 
vendor receipt (signed) for 
transaction completed.

Attach Vendor Receipt to back of Check 
Request with copy of check and file.

End

Original – Bookkeeper
Copy – Teacher

File

Is the Vendor an 
Approved Vendor?

Get Vendor 
approved through 
Vendor Approval 

Form.

No

Yes

1. Copy of Check Stubs
2. Check Request
3. Request for Service/P.O./Refund/
Reimbursement Invocie/Receipt

Yes

No

Created: 11/03/2015
Updated 03/31/2017

Receipt

Vendor Invoice or Receipt

Packing Slip

Mailed USPS

OR
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Attachment E 

Monthly Bank Reconciliation Report

Activity Account/GL Report

Monthly Bank Reconciliation Report

Monthly General Ledger Report

Internal Funds Monthly Reconciliation

Start

Bank Statement is received 
via USPS or Notification that 
Monthly Bank Statement is 

ready/available.

Monthly Bank 
Statement

In SBAA pull all 
Internal Account 
reports for month.

Do all Internal 
Accounts match 
Monthly Bank 
Statement?

Print Bank 
Reconciliation 

Report.

Print General Ledger 
Report.

Print Reports (as of 
the end of the 

month)

Research to find 
difference(s) and 
make appropriate 
adjustment(s).

No

Yes

 Bank Reconciliation
Activity Ledger Report
Outstanding Checklist
 Sequential list of Receipts
 Sequential list of Checks
 Sequential List of Journal Adjustments

Originals send to Senior 
Accounting Specialist in 

Finance with bank 
statement.

File

Cancel all checks that 
have paid and cleared the 

Bank.

Do all numbers
agree properly 
on report(s)?

End

End

Verify:
1. GL 991 on‐hand end balance = 0
2. Receipts = Deposits?
3. The Internal Account Numbers match?

Yes

No

Created: 11/03/2015
Updated: 03/31/2017

Make Copies for 
School Files

Outstanding Checklist

Journal Adjustments

Sequential List of Receipts & Checks

Bookkeeper and Principal Sign 
each page of all reports.
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