Prince George’s County Public Schools
Internal Audit Department
School/Office: Tanglewood Regional

Response Date 8/24/2018

Concur Status
Findings Recommendations Non- Action Plan Corrective Implemented
Concur Action Date Partially
Partially Implemented
Concur Not
Implemented
1. 2018.01 The incoming principal and financial Concur Principal will contact Accounting Prior to
Mismanagement Mooa&ﬁwgim mmwmm mvwcmm ommu&ﬂpmﬁw éwr and Financial Reporting to transfer | September
. ccounting and Financial Reporting to transfer . .
of Donation the meaoﬁmom donation d&mﬂo% to mﬂm:ﬁomaoﬁom restricted balance QOJm:o: 30°
Accounts donation account.  Further, the incoming balance to an unrestricted
principal and financial recordkeeping staff donation account.
should ensure that future unrestricted donations
are recorded in an unrestricted account. Finally, Principal will contact Accounting
qmsmmmﬁ should  be %Hooommwm gﬁom gmwmo and Financial Services staff Prior to
expenditures are properly accounted for. e .
wiﬂoﬁu& and aooow&amo@Wm staff should contact regarding the use of PY Carryover mmgmmﬂcm_\
Accounting and Financial Services staff Funds. 30
regarding use of PY Carryover funds.
Principal will meet with secretary
upon her return to review the Prior to
requirements of donations being September
recorded in an unrestricted 30th
account.
2. 1 2018.02 The new principal and financial recordkeeping | Concur | -The principal will identify an Prior to )
Mismanagement | Stff should develop and document procedures . additional staff member that can September
fReccipss | 3,00 o MITS o st by e

performing bookkeeping responsibilities. The
financial recordkeeping staff should also ensure
Ewﬁ transactions are properly recorded in SFO,

responsibilities until the secretary
returns and if there is an instance
of another extended absence.

Principal m_mzmr:é -

bue 3] 25| K

A T o —

/




particularly the receiptee’s name and MTF
number. The principal may consider
identifying other staff members to perform

-The principal will review

o L I procedures for MFTs with both Prior to
responsibilities in the interim. The principal P b h : bool
should also contact Accounting and Financial sta .3m3 ers that complete book | September
Reporting Office for assistance. keeping. Secretary returns to the 30" 2018
school on 9/4/18.
- The principal will meet with the book
keeper quarterly to review all MTFs
and ensure that all required
information and signatures are
provided
3. 12018.03 The new principal and financial recordkeeping Concur | -The principal will formalize protocols Prior to
Mismanagement staff should develop and document procedures for school purchases. September
of Disbursements to ensure that only expenditures that have been 30t 2018
Ew-mwvﬁoém by the UHE&@& are processed as - The principal will review purchase
evidenced by dated signature on a SFEF. documents to ensure that the book )
Further, the mnew principal and financial , . Ongoing
. . . keeper has included all required
recordkeeping staff should improve planning for . . . .
. information to include but not limited
expenditures to ensure that payments to vendors to the d d fund abl
arc made timely. o the date and funds available.
-The principal and secretary will review
all invoices to ensure that they are paid | Ongoing
in a timely manner
4. | 2018.04 Untimely | The new principal and financial recordkeeping |  Concur | Principal will develop procedures End of
Bank staff should %émowwﬁa moocaw_& a ?ogaﬁm for all bank reconciliations to be month-
pe e to ensure a reconciliations an . .
Reconciliations corresponding reports are completed and nOBU*_;m_ﬁm% m.: d submitted on a ongong
approved monthly. The Instructional Director, in monthly basis.
coordination with Human Resources, should
ensure that the school is properly staffed to Principal will contact Human
manage the SAF for the 2018-2019 school year. Resources in regards to the Complete
secretary returning from leave 8/25/18

and/or finding a temp secretary for
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