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W ashington Parish School Board 
Franklinton. LA 

W e have perform ed the procedures listed below, which were agreed upon by the 
W ashington Parish School Board and Superintendent. These procedures were 
perform ed solely to assist the school board office w ith respect to com pliance 
with policy and procedures concerning individual school activity accounts and 
school property inventory at two parish schools. This engagem ent to apply 
agreed-upon procedures w as perform ed in accordance w ith standards 
established by the Am erican Institute of Certified Public Accountants. The 
sufficiency of the procedures is solely the responsibility of the specified users of 
the report. Consequently, we m ake no representation regarding the sufficiency 
of the procedures described below either for the purpose for which this report 
has been requested or for any other purpose. 

W e tested inventory records to determ ine the physical existence of property as 
listed on the school's property inventory report and to determ ine that property at --. 
the school was included on the inventory list. W e also inspected property item s 
to determ ine if they were identified as property of the school and num bered in 
accordance w ith the property inventory list. W e exam ined the records for the 
schools' activity accounts. Three m onths of bank reconciliation form s were 
tested for com pleteness and m athem atical accuracy. Disbursem ents w ere tested 
for proper use of requisitions, purchase orders and supporting docum entation in 
relation to the school board policies and procedures. W e tested bank deposits 
against pre-num bered receipts for propriety and traced them to the activity 
account ledger. W e calculated gross profit percentages on concession sales 
and perform ed reasonableness test on other receipt categories where 
applicable. 

PINE HIG H SCHO O L 
Principal- Ed Deas July 1, 1999 - Present 
Secretary - Pam Breland 
Period tested - July 1, 1999 - November 30, 1999 

Bank Reconciliation - Each m onth 
reconciling item s proper and the reconc 

tested was m athem atically correct, all 
iled balance equaled the activity account 



ledger. Beginning and ending balances were traced to prior and subsequent 
m onth balances to verify proper cutoffs w ith transactions recorded in the proper 
period and balances carried forward properly. There were no exceptions to 
school board policy concerning bank reconciliation procedures in the m onths we 
tested. There were no school activity accounts with deficit balances. 

Cash disbursem ents - For the period exam ined, twenty-four cash disbursem ents 
were tested and all but two were issued in com pliance w ith school board policy. 
The two item s not in com pliance had invoice dates prior to the purchase order 
and requisition date. There was one disbursem ent for travel reim bursem ent in 

the general account during the period tested. The majority of items examined 
were properly approved, documented and recorded in the proper accounts of the 
school. Requisitions, purchase orders, and invoices were signed by the principal 
for all of the item s tested. The records w ere neat and orderly, allow ing the 
verification process to be accomplished in an efficient manner. Pine High 
School appears to be in com pliance w ith the purchasing policies and procedures 
of the W ashington Parish School Board. 

Cash receipts - Deposits are m ade daily. Procedures for safeguarding and 
accounting for cash receipts were very good. Receipts are balanced with the 
daily recap and properly recorded in the activity account ledger. Deposit tickets 
were com plete and agreed w ith the daily report. The deposit slips were attached 
to the daily receipts recap and the receipt num bers were listed on the daily recap 
also. From the evidence exam ined, Pine High School appears to be in 
com pliance w ith school board policies regarding cash receipts. 

Ticket reconciliation form s and pre-num bered tickets w ere utilized for all athletic 
events. W e verified their mathem atical correctness and proper accounting for 
ticket inventory. Pine High School counts and deposits, by night deposit, their 
gate and concession receipts the night of the event 

Concessions - Pine High School has a "full service" contract with the Coca Cola 
Bottling Co. for the operation of its drink m achines. Comm issions from these 
machines for the period tested were $2,345. W e calculated the gross profit 
percentage for the school's concession operations for the period July 1, 1999- 
November 30, 1999 to be 25.44% . The gross profit percentage for the period 
July 1, 1998 through Decem ber 31, 1998 was 26% . All invoices for concession 
purchases w ere paid on a current basis and receipts appear to be properly 
accounted for. 

Prior vear findinQs - Decem ber 31. 1998 

1. Purchase procedure, requisitions, and purchase orders not issued in 
com pliance with school board policy. The finding appears to be corrected, as 
evidenced by the statements above. 



2. Travel reimbursem ents paid from school activity funds, not school 
board funds. W ith the one exception, which according to M r. Deas was 
approved by the school board, travel reim bursem ent is not being m ade from 
school activity funds. 

Fixed asset inventory - W e exam ined a sam ple of item s from the property 
inventory list for its physical existence on school property and for the appropriate 
identification m arkings. The assets on the inventory list w ere broken dow n by 
building and then by room num ber; however item s were not easily located 
because of the num erous transfers between rooms and to other schools. W e 
located 72%  of the item s we selected from the inventory list and 58%  of the 
item s we selected from the school prem ises. All item s found were tagged and 
identified as property of Pine High School. There appears to be confusion as to 
who is responsible for m aintaining the inventory list. Purchases of fixed assets 
(equipment costing in excess of $150) from activity accounts have not been 
subm itted to the school board for inclusion on the inventory list. W e suggested 
that an inventory addition sheet be attached to the paid invoice to indicate that 
the item has been added to the inventory list and the precise location on the list 
and the school prem ises is noted. It would appear that there is still som e work 
that needs to be done to the fixed asset inventory at Pine High School. 
Som eone needs to be assigned to handle the inventory list. They m ust ok all 
transfers and subm it the transfers to the school board. They should obtain a 
detail inventory at the beginning and end of each school year for each room , and 
update the fixed asset inventory list at the end of each year. 

THOMAS JUNIOR HIGH SCHOOL 
Principal - Steve Knight 
Secretary - Debra Creel and Diane Barber 

Bank Reconciliation - Each month tested was m athematically correct, a 
reconciling item s proper, and the reconciled balance equaled the activity 
account ledger. Beginning and ending balances w ere traced to prior and 
subsequent m onth activity ledgers to verify proper cutoffs w ith transactions 
recorded in the proper period and balances carried forward properly. There 
were no exceptions to school board policy concerning bank reconciliation 
procedures in the m onths w e tested. 

Cash disbursements - For the period exam ined, twenty cash disbursements 
were tested and all but two item s were issued in compliance with school board 
policy. The two item s not in com pliance had invoice dates prior to the purchase 
order and requisition dates. All item s exam ined were properly approved, 
docum ented and recorded in the proper accounts of the school. Requisitions, 
purchase orders, and invoices were signed by the principal for all of the item s 
tested. The records were neat and orderly, allowing the verification process to 



be accom plished in an efficient m anner. Thom as Junior High School appears to 
be in com pliance w ith the purchasing policies and procedures of the W ashington 
Parish School Board. 

Cash receipts - Deposits are m ade daily. Procedures for safeguarding and 
accounting for cash receipts were very good. Receipts are prepared for all cash 
receipts but som e were not signed by the person receiving the m oney or by the 
person delivering the m oney. Thom as Junior High School uses an office deposit 
form that is signed by the person turning in the cash receipt. If there is no office 
deposit form prepared, the com puter-generated receipt m ust be signed. 
Receipts were evident for all collections, balanced w ith the daily recap, properly 
recorded in the activity ledger and deposited per bank. W e suggested that 
receipt num bers inclusive of the daily recap be entered on the recap sheet and a 
copy of the verified deposit slip also be attached to the daily recap. 

Ticket reconciliation form s and pre-num bered tickets were utilized for all athletic 
events. W e verified their m athematical correctness and proper accounting for 
ticket inventory. Thom as Junior High counts and deposits, by night deposit, their 
gate and concession receipts the night of the event. 

Concession - For the period tested (111199-6/30199) the gross profit from 
concessions was calculated to be 31.19% . The gross profit percentage for the 
period July 1, 1998 through Decem ber 31, 1998 was 28.13%  All invoices for 
concession purchases were paid on a current basis and receipts appear to be 
properly accounted for. 

Fixed Asset Inventory - Fixed assets were random ly selected from the inventory 
list and also from the school's prem ises. Sixty items were selected from the list 
and w e w ere able to locate 85%  of the item s. Fifty-five item s were selected from 
the school's prem ises and w e w ere able to locate 75%  of the item s. The assets 
on the inventory list w ere broken down by building and then by room num ber; 
however item s were not easily located because of the num erous transfers 
between room s. There w as an unusual am ount of item s picked from the school 
prem ises that could not be located on the inventory list. Purchases of fixed 

assets (equipment costing in excess of $150) from activity accounts have not 
been subm itted to the school board for inclusion on the inventory list. W e 
suggested that an inventory addition sheet be attached to the paid invoice to 
indicate that the item has been added to the inventory list and that the precise 
location on the list and the school prem ises is noted. All item s found were 
tagged and identified as property of Thomas Junior High School. It would 
appear that control over the fixed inventory list needs som e im provem ent in the 
area of transfers and activity account purchases. Other than these two item s the 
fixed asset list was properly recorded. 



W e were not engaged to, and did not perform an audit, the objective of which 
would be the expression of an opinion on the specified elem ents, accounts, or 
items. Accordingly, we do not express such an opinion. Had we performed 
additional procedures, other m atters m ight have com e to our attention that w ould 

have been reported to you. 

This report is intended solely for the use of the specified users listed above and 
should not be used by those w ho have not agreed to the procedures and taken 
responsibility for the sufficiency of the procedures for their purposes. 

Yours truly 

Durden and Alonzo, CP/~  

Decem ber 17, 1999 
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Dear M r. Kyle 
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HAHOLD H. SM I]H 
PRESIDENT 

Please be advised that corrective action has been taken regarding the findings from recent audits perform ed 
at Pine High School and Thom as Jr. High School in the W ashington Parish School System . One critical 
factor noted in each of the schools checked w as that new personnel and assignm ent of accounting 
procedures or duties had recently occurred. I feel this factor, alone, contributed to som e of the errors m ade 
at each school All problem s found have been addressed, and suggestions have been given to responsible 
parties at each school. The firm of Durden and Alonzo has held meetings with the faculties of each school 
as well as office personnel, reviewing and outlining the proper procedures and corrective action to ensure 
com pliance with all accounting procedures. 

_f'inu H iah SchoQ!: 
Fixed Asset Inventory - An assignm er~t has to be m ade to m ake som eone responsible for fixed assets, as 
there was a change in personnel. Also, a form to report additions of new equipm ent will be placed with the 
paid invoice, so im m ediate attention can be given to this problem . 

i-bore as Jr. Hi_i.igh Schooh 
Cash Receipts - A fairly m inor problem with cash receipts has been addressed with the new principal. 
Receipt num bers inclusive of the daily recap will be entered on the recap sheet, and a copy of the verified 
deposit sJip w ill be attached to the daily recap, 

Fixed Assets - An inventory addition sheet will be placed with the paid invoice to help im prove accounting 
for' new item s purchased. A closer observation of transfers between room s and noting the changes on 
inventory w ill be done. 

[!ach school in which problem s have been noted will be m onitored from the central office accounting 
personnel. In general, I feel that m ost problem s were m inor and probably caused by new personnel growing 
accustom ed to a heavy lead of responsibilities. 

L)F:rp 

rintendent 

Dlnl~ICT 1 . H#,,ROLO R I ~; ~[ ~  
DIt.lHl~l 2 - KArL L. BLOI,O.(AM, *JR 

D~eTRIO~" 4 - RICHARD N. TI-;ot,,l~ , JR. 
DIgTRIOT 5 - HA'e-V̂ ~I~ O. ~ NE 
DJB~ I~  6 - ~ ANNE JON~  

~I3TRICT ~ - HOLLy M I J'~M~  
eleT~O"r {}. JU~NITA S. BAFiK,,ER 


