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Tips for a Successful Audit

After School Care/Community School Office

- Periodically visit that office during the collection
process (i.e., when parents come in to pay for
services)

 to ensure that staff members are properly
handling the collection process and the posting
of transactions.

DISORGANIZED RECORDKEEPING AND FUNDS NOT
PROPERLY SAFEGUARDED MAY LEAD TO
PROBLEMS
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Payroll

It is extremely critical to have a backup individual that is
trained and authorized to prepare the payroll and another
authorized individual to approve the payroll.

Upon completion of a payroll, file all payroll documents:
Daily attendance sheet/final rosters on one side
Leave cards, payroll check recaps on the other
side

This will facilitate the process when it is necessary to
research payroll records.
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Compensation Administration
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Purchasing Card Office
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Adult/Vocational Programs
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