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Office of Career and Technical Education
ATC Vending Account Financial Management Audit Tool
2015-2016


	School Name:
	Principal:
	 

	Address:

	
	Telephone:
	Date of Financial Audit:

	KY Tech Branch Staff:


DIRECTIONS:  Prior to the on-site visit, review each item on the following pages to determine whether or not documentation exists to support it.

ATC personnel should be prepared to provide supporting documentation during the on-site visit.

	
	Area of Financial Management
	Supporting Documentation
	Status
	Comments

	

	A.
	Meeting minutes for vending accounts committee

	1.
	Committee members
	· Principal
· All advisors
· 1 club officer from each club
	· Yes

· No
	

	2.
	Minutes
	· Votes were taken to pay expenses


	· Yes
· No
	

	B.
	An organized record keeping system shall be maintained and available for review and audit upon request

	1.
	Checkbook
	· Checkbook provided

· Account is separate from student organization accounts
	· Yes

· No
	

	2.
	Signature cards
	· Copies of signature cards on file at bank

	· Yes

· No
	

	3.
	Committee minutes
	· Committee minutes exist

	· Yes

· No
	

	4.
	Paid bills
	· Copies of paid bills
· Date paid

· Check number listed
	· Yes

· No
	

	5.
	Bank statements
	· Monthly statements
· Monthly reconciled with cancelled checks and deposit slips
	· Yes

· No
	

	
	Area of Financial Management
	Supporting Documentation
	Status
	Comments

	6.
	Year-end financial report
	· Year-end financial report provided

	· Yes

· No
	

	C.
	Documentation of income distribution percentages for the school year and unique issues

	1.
	 Documentation exists
	· Isolated/special purchases
· Outside the norm scholarship
· State/national conventions
	· Yes

· No
	

	D.
	Checks and deposits shall have at least two (2) signatures

	1.
	Signatures 
	· Signatures on checks
· Signatures on deposits

	· Yes

· No
	

	E.
	The principal shall be aware of what is typically collected in these types of accounts

	1.
	Collected on account
	· Principal is aware of what is collected

	· Yes

· No
	


Next Steps

	Recommendations:

	


	Date Sent to ATC/Regional Technical Consultant*:


	Correction Plan Due to KY Tech Administrative Branch**:


*Audit Report must be submitted to ATC/Regional Technical Consultant no later than two (2) weeks after date of Financial Audit

**ATC must submit a plan for corrections for next school year to KY Tech Administrative Branch no later than two (2) weeks after receipt of Audit Report



