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Education and Workforce Development Cabinet

Office of Career and Technical Education

SECTION 9 – FINANCIAL MANAGEMENT

Student Organization Audit
1. Student Organization Audits
2. Vending Accounts
Student Organizations - Instructional Programs  
This link provides additional information on Student Organizations.  (Student Organization section of the Policy and Procedures Manual under Instructional Programs)
All student organization activities shall abide by 780 KAR 2:040 (http://www.lrc.ky.gov/kar/780/002/040.htm ) pertaining to live work, including the use of official live work order forms.  
Additional/Similar information is available at PPM, Instructional Programs, Section 14 - Student Organizations 
Forms:

Financial Mgmt - Student Organizations - Annual Financial Report Form
Financial Mgmt - Student Organizations – Audit Checklist
Financial Mgmt - Student Organizations – Cash Disbursements Test
Financial Mgmt - Student Organizations – Financial Compliance Checklist
Equal Education and Employment Opportunities M/F/D
Checking accounts associated with an Area Technology Center shall only be established for a specific Student Organization.  Information on revenue generated from such accounts and any distribution of funds shall be documented in meeting minutes and provided to all club members.

Student Organization Audits

Audits shall be conducted at least once in a fiscal year.

The following items shall be reviewed as part of the audit:  Items to look for:

1. Planned Agenda For The Upcoming Year 

2. An organized record keeping system shall be maintained and available for review and audit upon request. Items needed include: 
a) Checkbook, 

b) Copies of signature cards on file at bank, 

c) Club minutes, 

d) Copies of paid bills – with date paid and check number listed, 

e) Treasurer’s report, 

f) Bank statements (monthly reconciled bank statements), 

g) List of club members and officers, 

h) Pre-numbered receipt books, 

i) Year-end financial report 

3. Club Minutes Revealing That Votes Were Taken To Pay Expenses 

(The club adviser and the club members shall be aware of 
all money transactions.)  
4. Each club shall maintain a separate bank account in the name of the specific Organization

5. Two Signatures Shall Be Required On Each Check  
· (i.e., Advisor, student Treasurer)

· The principal or school secretary shall not sign the checks
6. Expenditures for the Club 
· Shall be from Club funds
· Shall be approved by club members and advisor
7. At Least Two Initials Shall be Required On Each Deposit Ticket 
8. Monthly Treasurer’s Report  (Shall Reveal Old Balance, Income, Expenses, And New Balance) 
9. Annual Treasurer’s Report  (Shall Reveal Old Balance, Income, Expenses, And New Balance) 
Vending Accounts
The purpose of vending accounts shall be to support student organizations.

Audits shall be conducted at least once a year.  Principals shall make auditors aware if such “vending” accounts exist.  
The following items shall be reviewed as part of the audit:  
A. Meeting minutes for Vending Accounts Committee

· Committee Members:   Principal & all Advisors (and at least one club officer from each club, if elections have been conducted)

· Minutes Revealing That Votes Were Taken To Pay Expenses
B. An organized record keeping system shall be kept and available for review and audit upon request. Items required include: 
· Checkbook, (this vending account should be separate from student organization accounts) 

· Copies of signature cards on file at bank, 

· Committee minutes, 

· Copies of paid bills – with date paid and check number listed, 

· Bank statements (monthly reconciled bank statements, cancelled checks and deposit slips), 

· Year-end financial report 

C. Documentation of income distribution percentages for the school year and unique issues (such as expenditures for isolated, special purchases, outside the norm…scholarships, state/national conventions)

D. Checks and deposits shall have at least two signatures

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