1.2 Internal Control Environment—Governing Board and Audit Committee
Participation

Professional Standard

Thedidtrict should havean Audit Committeeto: (1) hel p prevent controlsfrom being overridden by
management, (2) help ensure ongoing state and federal compliance, (3) provide assuranceto manage-
ment that theinternal control systemissound, and (4) hel pidentify and correct i nefficient processes.
(SAS-55, SAS-78)

Progress on Recommendations and Improvement Plan

1. TheGoverning Board hastheresponsbility for adopting anaudit policy, including the
responsi bility of appointing an Audit Committee. The board had not appointed an Audit
Committee by thetime of thereview. However, the board hasengaged an audit firm to audit
thebond measures”D” and“M” that have been passed for capital improvement purposes.

2. Aguiddinefor thecomposition of an Audit Committeewasoutlinedintheorigina report
provided to West Contra CostaUnified School District on March 21, 2001. Theguideline
suggested reporting lines, composition, the committee’ scharge, the frequency of meetings,
and the committee’ sauthority. Thedistrict believesthat with the audit oversight by the State
Controller’sOffice, the need for additional audit oversight isnot necessary at thistime, and
will not be necessary aslong asthisauditing process continues. Thedistrict believesthat this
process meetsthe current need asfar asthe general fundisconcerned.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: 0
June 2002 Sdlf-Rating: 0
June 2002 New Rating: 4
0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: O——+——o —t——+
Not [3 F1 Fully
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1.5 Internal Control Environment—~Evaluation of Job Requirements and
Employee Skills

Professional Standard

Management should havethe ability to eval uatejob requirements and match employeesto therequire-
mentsof the position. (SAS-55, SAS-78)

Progress on Recommendations and Improvement Plan

1. Therecommendationsincluded the establishment of atask forceto addresstheimplications
andissuessurrounding thedistrict utilization of the 195-workday rulefound in the Education
Code. Thetask forcewas established and has met four timessince thelast visitation. How-
ever, thetask force has no further meetings scheduled and theissue of the 195-day rule has
not beenresolved. Thisisprimarily duetothedistrict and Local #1 being at impassein their
negotiationsfor 2001-02 at thetime of thisreport. In addition, it wasfound that thedistrict
labor agreement with Local #1 had aprovision that lowersthe 195-day ruleto 156 days,
thusthe problemisagreater issuethan previoudy identified.

2. Thedigtrict hasproposed recommendationsfor the posting of all job vacanciesand trans-
fers. Thedistrict wasableto internally improvethe process and progress has been achieved,
particularly inthe Food Services Department. Permanent employeeshave now filled more
than 25 positionsthat wereformerly filled by substitutes.

3. Thedistrict consultant completed areview of thejob descriptions. Thosejob descriptions
have been submitted to L ocal #1 for approval at the negotiating table. Asaresult of the
impasse, no progresshasbeen achievedinthisarea.

4. Thedisgtrict hascompleted the programidentified as* Get the Skills” for district supervisors.
The programincluded asession on performance eva uation. Inaddition, the Director of
Classified hasheld small group eva uation sessionsfor classified managers, withthe ex-
pressed goa being theimprovement of the eval uation process. However, arandom check of
classfied personnel filesreved ed that no recent employee eval uations have been completed.
Theemployees contacted indicated that they had not been evaluated within the past year,
and in some casesfor much longer.

Standard Implemented: Partially

June 2001 Rating: 0

December 2001 Rating: 3

June 2002 Self-Rating: 3

June 2002 New Rating: 3
_ 1 2 3 4 5 6 7 8 9 10
Implementation Scale: T . S T E— T E————
Not [3 ] Fully
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1.7 Internal Control Environment—Responsibility for Fraud Prevention and
Detection

Professional Standard
Therespongbility for reliablefinancia reporting residesfirst and foremost at thedistrict level. Top

management setsthetone and establishesthe environment. Therefore, gppropriate measuresmust be
implemented to discourage and detect fraud. (SAS82; Treadway Commission)
Progress on Recommendations and Improvement Plan

1. Thedigtrict hasnot made progresson thisstandard sincethefirst six-month progressreview.
Thedigtrict indicatesthat it iswaiting until the position of internal auditor isfilled. Theprevi-
ousinterna auditor hasbeen named the Director of Categorical Finance. The position has
been advertised and interviewswill be conducted during the month of May.

2. Proposed fraud protection policies have not been presented to the Governing Board.

3. Regulationsin support of policieshave not been devel oped.

4. Itisreportedthatitistheintent of thedistrict to makethisapriority of theinternal auditor
oncethat position hasbeenfilled.

Standard Implemented: Not Implemented

June 2001 Rating: 0
December 2001 Rating: 0
June 2002 Sdlf-Rating: 1
June 2002 New Rating: 0
0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ————F—F+—F—F—+—+
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3.1 Staff Professional Development—Training Programs and Plans

Professional Standard

Develop and useaprofessiona development plan, i.e., training businessstaff. The devel opment of the
plan should includetheinput of busi ness office supervisorsand managers. The staff development plan
should, at aminimum, identify appropriate programsofficewide. At best, eachindividua staff and
management employee should haveaplan designed to meet their individua professional needs.

Progress on Recommendations and Improvement Plan

1

The classified contract providesfor two daysof professiona development inadditiontoa
daylong training program that occursin October. It continuesto bedifficult for new and
current employeesto bereleased for inservice. Administratorsare encouraged to provide
appropriatereleasetimefor staff devel opment. However, many administratorsare rel uctant
torelease staff wherethereisaone-person operation.

The staff development certificates have been modified to recognize the difference between
achievement and attendance. Whilethe certificatesareissued to theempl oyees, thereareno
copiesinthepersonne files. It isrecommended that copiesof the certificates of achievement
be placed in the personnel file of the successful employee.

Planscontinueto devel op aone-day inservicefor al substituteemployeesinall classifica
tionsidentifying thevariousresponsbilitiesand duties of theassignment that the substitute

may befilling.

Videotapes on hazardous material s have been acquired to providetraining for new and
substitute employees asto the proper proceduresin handling such materias. In addition, at
theannual inservicein October, abinder isgiven to each employeewith procedura informa-
tion, including theformsthat need to be compl eted. Contained within thebinder isan
excellent compact disc that containsall theforms, with directionson how to completethe
form and the datesthat theformsareto be submitted. A secretary’ sbook has been com-
pleted with aCD contai ning formsand directionsfor completion of theforms. SAS! training
hasbeen completed for al personnel responsiblefor attendance.

The staff devel opment program has now implemented adult education classesto encourage
employeesto take advantage of staff development in off hours. Thisprogram hasal so been
incorporated into the certificate program.

Financia Management



Standard Implemented: Fully - Substantially

June 2001 Rating: 4
December 2001 Rating: 4
June 2002 Sdlf-Rating: 8
June 2002 New Rating: 8
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ———t———t—1——
Not (4 F1 Fully
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4.3 Internal Audit—Organization and Management of Internal Audit Func-
tions

Professional Standard
Quadified staff should be assigned to conduct internal auditsand be supervised by an independent body,
such asan audit committee.

Progress on Recommendation and Improvement Plan

1. Thedidtrict hasnot adopted policiesrelated to theinternal audit process. Thedistrict will be
devel oping those policiesupon the hiring and recommendationsof aninterna auditor.

2. Thedidgtrict hashad an internal auditor and the position isnow posted to befilled once again.
Theformer internal auditor hasbeen elevated to the position of Director of Categorical
Finance. Thedistrict isnow accepting applicationsfor theinternal auditor position. Oncethe
applicantsare screened and interviewed and the successful applicant identified, the position
will befilled. Thedutiesfor theinternal auditor have been established.

3. Oncethepostionisfilled, theinterna auditor will report to the Superintendent and the
Governing Board.

4. Oncetheinterna auditor ishired, it will be his’her respongbility tofollow the standards
established by the Ingtitute of Interna Auditors(l1A). Itisplanned that theinternal auditor
Will:

a. Useplanning memorandato plan and manage audits.

b. Usestandard audit programs.

c. Have standard requirementsfor work paper documentation, cross-referencing, and
maintenance of work paper files.

d. Have proceduresregarding sampling methodol ogiesand materidity.

e. Providedraft reportsto the department/sites/programs being audited in order to obtain
commentsand additional information. If draft findingsare not resolved, the department’s
commentsshould beincluded inthefind report.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: 2
June 2002 Sdlf-Rating: 4
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——C—t—t———+—1—+
Not [4 F1 Fully
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7.7 Budget Adoption, Reporting and Audits—Audit Administration and

Resolution—Arranging for Audit

Professional Standard

Thedigtrict should arrangefor an annua audit (singleaudit) within deadlines established by Education

Code Section 41020.

Progress on Recommendations and Improvement Plan

1. Thedigtrict bdievesthat thisstandard hasbeen fully met, with the State Controller’s Office

conducting theannua audit.

2. TheState Controller’sOffice did not completethe audit for 1999-00 or 2000-01in atimely
fashion. Theaudit processimproved in 2002; however, the audit report was not delivered to
thedistrict until December 17, too latefor the Governing Board to accept the audit before

January 2002

3. Thedidgtrictisconcerned that theaudit is costing the district $108,000, while competitive
bidding would resultin acost of approximately half that amount.

Standard Implemented: Fully - Sustained

June 2001 Rating: 10
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 10
June 2002 New Rating: 10
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: e e e N . S m—
Not [ F1 Fully

Financid Management
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7.10 Budget Adoption, Reporting and Audits—Audit Administration and

Resolution—State Reporting

Legal Standard

Thedistrict must file certain documents/reportswith the tate asfollows:
J-200 series (Education Code Section 42100)
J-380 series—CDE procedures

Interim financia reports (Education Code Section 42130)
J-141 transportation report (Title V, Article 5, Section 15270)

Progress on Recommendations and Improvement Plan

1

Inthe absence of the Director of Unrestricted Finance, the Director of Categorica Finance
supplied al thereportsidentified.

The J-200 serieswasfiled with the County Office of Education and the CDE ontimeand
complete.

The J-380 serieswasfiled with the CDE on time and complete.

Theinterim financial reportswerethe second interim reports, in both casesto befiled with
the COE and the CDE. Both reportsindicated apositive certification.

WhileaJ-141 transportation report has been submitted, transportation (excluding Special
Education transportation) islimited to athletic events, field trips, etc. Thereport was submit-

tedontime.

Standard Implemented: Fully - Sustained

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 10
June 2002 New Rating: 10
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —{tt
Not [ F1 Fully
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8.1 Budget Monitoring—Encumbrance of Overexpenditures

Professional Standard
All purchase ordersare properly encumbered against the budget until payment.

Progress on Recommendations and Improvement Plan

1. Encumbrancescurrently aremadeat thetime of theissuance of the purchase order against
the appropriate budget, with the exception of position control.

2. Thedistrict hasacquired aposition control system that isbeing tested at the present time. A
training schedule has not been devel oped for the new system.

3. Thepostioncontrol systemisbeing devel oped to enablethe pre-approved event numbers
to betied to acategorica budget number.

4. Thesystemin placedlowsfor automeatic verification of fund avail ability with the purchasing
andfisca offices. The system hasahard rgject that requiresabudget transfer or authoriza-
tion before processing. Thefundsare pre-encumbered with the purchasing and budget
departments, with the approval processonline. The process hasbeen extendedto the site
and program management level.

5. Thepostion control system, whichisnot yet in place, preventsthe TSS| automated substi-
tute-caling system from being fully integrated into theaccounting system.

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: 3
June 2002 Sdlf-Rating: 9
June 2002 New Rating: 7
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 1t
Not [ £1 Fully

Financid Management
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8.4 Budget Monitoring—Budget Revision Procedures

Professional Standard

Budget revisonsare made on aregular basis, occur per established procedures, and are approved by

the Governing Board.

Progress on Recommendations and Improvement Plan

1. Thedistrict routingly revisesthe budget to reflect changesin both income and expenditures.
Thedistrict incorporatesabudget revisioninthefirst and second interim reportsto the
Governing Board. All budget revisionsare submitted to the Governing Board for approval.

2. Thebudget revisonsarereportedin theminutesof the Governing Board and areavailable
for staff and publicreview.

3. Thedidgtrict hasadopted and isfollowing sound practicesregarding budget revisions, the
approval process by the Governing Board, and thedistribution of theinformation related to
thebudget revisons.

Standard Implemented: Fully - Sustained

June 2001 Rating:
December 2001 Rating:
June 2002 Sdlf-Rating:
June 2002 New Rating:

Implementation Scale:

Financia Management

5

Not Reviewed

10

10

0o 1 2 3 4 5 6 7 8 9 10
| | | | | ™ | | | | ‘
| | | | | h e | | | |
Not [ £1 Fully



8.5 Budget Monitoring—Budget Control

Professional Standard

Thedistrict usesan effective position control system that tracks personnel all ocationsand expenditures.
The position control system effectively establishes checksand balances between personnel decisions
and budgeted appropriations.

Progress on Recommendations and Improvement Plan
1. Thedistrict hasnot yet achieved an effective automated position control system.

2. Whilethedidgtrict doeshaveamonitoring systemthat identifies staffing errors, overstaffing
till may occur.

3. Thecounty hasnot yet released the Bi- Tech position control unit to member districtsof the
county. The program has been acquired and should be availablein the near future.

4. Intheinterim, theindividua that monitorsthe current systemisknowledgeable and under-
standsthe process and need for thistype of control withinthedistrict.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 2
June 2002 New Rating: 2
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: 66—+t
Not [ F1 Fully

Financid Management
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12.2 Accounting, Purchasing and Warehousing—Accounting Procedures—
Timely and Accurate Recordation of Transactions

Professional Standard

Thedistrict should timely and accurately record al informationregarding financia activity for al pro-
grams (unrestricted and restricted). Generally Accepted Accounting Principles(GAAP) requirethat in
order for financia reporting to servethe needs of theusers, it must bereliableand timely. Therefore, the
timely and accurate recording of the underlying transactions (revenue and expenditures) isan essential
function of thedidtrict’sfinancid management.

Progress on Recommendations and Improvement Plan

1. InSeptember 2001, thedistrict implemented itssystem for online purchase requisitioning,
budget transfers, and viewing of financia information at the school sitesfor thevarious
program managers.

2. Many approva and account code verifications have been added to the online systemfor the
school sites, program managers, and withinthedistrict office. Budget reportsarestill being
distributed manually to the school sitesand program managers, but thisisoccurringina
moretimely fashion.

3. Position control that isbeing devel oped by the county Bi-Tech software systemisnot yet up
and running and thereforeiscreating alag inthe efficiency of thesereports.

Standard Implemented: Partially

June 2001 Rating: 1
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 4
June 2002 New Rating: 4
) 0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —, ——t——t—t—F+—F+—F—
Not [ £1 Fully

Financia Management



12.4 Accounting, Purchasing and Warehousing—Accounting Procedures—

Payroll

Professional Standard

Thedigtrict’spayroll procedures should bein compliance with the requirements established by the
County Office of Education, unlessfiscally independent (Education Code Section 42646). Standard
accounting practice dictatesthat the district implement proceduresto ensurethetimely and accurate
processing of payroll.

Progress on Recommendations and Improvement Plan

1.

2.

3.

Thedigtrictisfiscaly independent.
Thecurrent payroll system hasnot yet been automated.

Thedigtrict continuesto use aninordinate amount of overtimeto processthe payroll func-
tion. Time cards continueto be processed manually.

Thesubmission of timecardsin atimely fashion hasimproved asaresult of the program
implementedin 2001.

Thedistrict hasnot automated hourly pay event ratesthat are based onthe empl oyees
normal rate of pay.

Anautomated position control has not yet been achieved asaresult of the county not
bringing the payroll and position control online.

Thedigtrict isinthe processof completing thewithholding of taxesfrom supplementa pay,
aswell ascomplyingwith the STRSregulationsunder AB 2700.

Thedistrict hasnot yet contracted with athird party vendor to conduct employeesdary
veifications.

Standard Implemented: Partially

June 2001 Rating:
December 2001 Rating:
June 2002 Sdlf-Rating:
June 2002 New Rating:

D OWON

Implementation Scale: ———C————+—+—1+

Financid Management
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12.7 Accounting, Purchasing, and Warehousing—Accounting Procedures—
Year-End Closing

Professional Standard

Generally accepted accounting practicesdictate that, in order to ensure accurate recording of transac-
tions, thedistrict should have standard proceduresfor closing itsbooksat fiscal year end. Thedistrict's
year-end closing procedures should comply with the procedures and requirements established by the
County Officeof Education.

Progress on Recommendations and Improvement Plan
1. TheGoverning Board hasadopted policiesrelated to year-end closing.

2. Thedidtrict hasdeveloped adetailed year-end closing schedule. A checklist for program
managersand accounting staff isin the process of being devel oped.

3. Theimplementation of the county Bi-Tech softwarewill assist greatly beginning at theclose
of the 2001-02 fiscal year. There should not be anecessity for a$6.6 million audit adjust-
ment for the 2001-02 fiscal year.

Standard Implemented: Partially

June 2001 Rating: 1
December 2001 Rating: 2
June 2002 Sdlf-Rating: 5
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——C—t—t—— 1t
Not [ F1 Fully

Financia Management



12.8 Accounting, Purchasing and Warehousing—Accounting Procedures—
Purchasing and Warehousing

Professional Standard

Thedistrict should comply with the bidding requirementsof Public Contract Code Section 20111.
Standard accounting practi ce dictatesthat the district have adequate purchasing and warehousing
proceduresto ensurethat only properly authorized purchases are made, that authorized purchasesare
made consi stent with digtrict policiesand management direction, that inventoriesare safeguarded, and
that purchasesand inventoriesaretimely and accurately recorded.

Progress on Recommendations and Improvement Plan

1. InMarchof 2002, thedistrict converted to the most recent rel ease of Bi-Tech software,
including the purchasing component.

2. Thedigrictistesting theonline purchasing process, with thegoal of having al stesand
departmentstrained and onlinefor the 2002-03 school year.

3. Thedistrict hasimplemented an appeal s processfor al bidders associated with the Measure
M and Measure D projects.

4. A requisition code has been created and implemented on al open/blanket purchase orders
with thefollowing verbiage: “VENDORSARE REQUIRED TO CHECK THEID OFALL
AUTHORIZED PURCHASERSLISTED ON THE REFERENCED PURCHASE
ORDER.”

5. All digtrict steshave been notified of therequired proceduresfor processing of independent
contractor services. Purchasing isin the process of updating itsproceduresfor independent
contractors, including student body-funded independent contractors.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 6
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: T+
Not [ F1 Fully

Financid Management
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12.9 Accounting, Purchasing and Warehousing—Accounting Procedures—
Construction Accounting

Professional Standard

Thedistrict hasdocumented proceduresfor thereceipt, expenditure, and monitoring of al construction-
related activities. Included in the procedures are specific requirementsfor the approval and payment of
all congtruction-related expenditures.

Progress on Recommendations and Improvement Plan

1. TheGoverning Board hasadopted board policiesrelating to construction. The board also
has devel oped acommunity-based committeeto oversee project implementation.

2. Thedigtrict hascontracted with an outside consulting firm to monitor the expenditure of al
fundsrelated to Measure M and Measure D. Included within thisauthorization isthe estab-
lishment of thegpproval and payment of al construction-rel ated expenditures.

Standard Implemented: Partially

June 2001 Rating: 5
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 7
June 2002 New Rating: 7
0O 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——t—t———————
Not [ F1 Fully

Financia Management



13.4 Student Body Funds—~Periodic Financial Reporting

Professional Standard
Inorder to provide oversight and control, the California Department of Education recommendsthat
periodicfinancia reportsbe prepared by sitesand then summarized by thedistrict office.

Progress on Recommendations and Improvement Plan
1. Periodicfinancial reportsare prepared by the school sitesand sent to thedistrict officefor
review. Thereportsare not being reviewed at thedigtrict office. The current level of staffing
Isnot conduciveto an organized review of thefinancia reportsof thevarious student bodies.

2. Thedigrict officeisnot developing or supplying financia reportsto the school sites.

3. Botheementary and secondary schoolsarelax in the preparation of budgetsand in obtain-
ing the approval of expendituresby the student government.

4. Theinternal auditor should be performing periodic auditsof sudent body fundsat al levels.

The position currently isvacant. (Theformer internal auditor isnow the Director of Cat-
egorica Finance.)

Standard Implemented: Partially

June 2001 Rating: 3
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 3
June 2002 New Rating: 3
o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: T S ——— R ————————
Not [4 F1 Fully

Financid Management
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13.5 Student Body Funds—Internal Audit Functions

Professional Standard

In order to provide adequate oversight of student fundsand to ensure proper handling and reporting, the
CaliforniaDepartment of Education recommendsthat internal auditsbe performed. Such auditsshould
review the operation of student body fundsat both district and sitelevels.

Progress on Recommendations and Improvement Plan

1. TheState Controller’s Officeisthe current externa auditor and has conducted audits of the
student body fundsat asample of high schoolsand middie schools.

2. TheState Controller’sOffice auditorsfind that thereareinadequateinternal controlsat the
sitesvisited during the course of theannual audit. Therecommendationisthat thedistrict
should comply with the procedures outlined in the Accounting Proceduresfor Sudent
Organizations Manual issued by the CaliforniaDepartment of Education, and, further, that
theinterna auditor should perform periodic audits of student body funds.

3. Theinterna auditor position currently isvacant. The position hasbeen advertised, candi-
datesidentified, and selection of aninternal auditor should occur inthe near future. Part of
theresponshility of theinterna auditor will beto monitor student body funds.

4. ltistheintent that oncethedistrict hashired aninternal auditor, student body fundswill be
part of theannua audit.

Standard Implemented: Partially

June 2001 Rating: 1
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 1
June 2002 New Rating: 1
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ———t—+—F+—"F+—+—+1+
Not [ £1 Fully

Financia Management



14.1 Multiple-Year Financial Projections—Computerized Multi-Year Projec-
tion

Professional Standard
A reliablecomputer programisused to providerediable multi-year financia projections.

Progress on Recommendations and Improvement Plan

1. Thedistrict currently usesthe county multiple-year projections associated with thefirst and
second interim reports.

2. Nocommercially developed software hasbeen acquired.

3. Thedidgtrict developsthree-year multiple-year projectionson Excel. However, the projec-
tionsarenot easily modified for variablesthat occur during the course of thefiscal year.

4. Themultiple-year projectionsare made availableto the Governing Board at budget adoption
timeand at interim report periods.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Sdlf-Rating: 5
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —tt—t+++
Not [ £1 Fully

Financid Management
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14.4 Multi-Year Financial Projections—Validation of Multi-Year Projections

Professional Standard
Multi-year projections should be based on appropriate assumptionsfor both revenue and expense
forecadting.

Progress on Recommendations and Improvement Plan

1. Duringthe Junereview, independent consultants completed afive-year projectionfor the
genera fund. That projectionindicated that thedistrict would be ableto meet itsfinancial
obligationsin the current and subsequent fiveyears. Sincethat time, thedistrict hascon-
verted to SACS. Theroutinerestricted maintenance account, specia education, and trans-
portation al have been properly segregated.

2. Itwastheintent of the consultant that, oncethe SACS conversion was compl ete, the books
closed, and the audit completed for 2000-01, anew five-year projection would be com-
pleted. That review has not been completed as of thisreport.

3. Thenew five-year projection needsto be completed by the consultant.

Standard Implemented: Partially

June 2001 Rating: 5
December 2001 Rating: 0
June 2002 Sdlf-Rating: 5
June 2002 New Rating: 5
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: ——t—t—t— 11—+
Not [4 £1 Fully
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18.6 Maintenance and Operations Fiscal Controls—Use of District Vehicles

Professional Standard

Digtrict-owned vehicles should only be used for district purposes. Fuel should beinventoried anditsuse

controlled.

Progress on Recommendations a

nd Improvement Plan

1. TheMaintenanceand Operations Department hasinitiated purchaserequisitionsto replace
thecurrent fuel pump withacard-lock system.

2. Bidshavebeenrecevedfor acard-lock systemfromloca vendorsthroughout thedistrict. A
system has been devel oped to limit the use and authorization for use of the card-lock

system.

3. Union76 and AM/PM suppliers have been authorized as card-lock vendors at severd
locationswithin thedigtrict, thereby improving the monitoring and control of fuel use. In
addition, Maintenance and Operations should realizeincreased productivity asaresult of not
having to return to the maintenanceyard for fuel.

Standard Implemented: Partially

June 2001 Rating: 1
December 2001 Rating: 1
June 2002 Sdlf-Rating: 3
June 2002 New Rating: 6
0o 1 2 3 4 5 6 7 8 9 10
Implementation Scale: —o——t—t—t————1+
Not [4 £1 Fully

Financid Management
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Chart of
Financial Management Standards

Progress Ratings Toward Implementation of the Improvement Plan
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Financial Management

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

1.1

Integrity and ethical behavior are the product of the
district's ethical and behavioral standards, how they
are communicated, and how they are reinforced in
practice. All management-level personnel should
exhibit high integrity and ethical values in carrying
out their responsibilities and directing the work of
others. [State Audit Standard (SAS) 55, SAS-78]

NR

NR

1.2

The district should have an audit committee to: (1)
help prevent internal controls from being overridden
by management; (2) help ensure ongoing state and
federal compliance; (3) provide assurance to
management that the internal control system is
sound; and, (4) help identify and correct inefficient
processes. [SAS-55, SAS-78]

1.3

The attitude of the Governing Board and key
administrators has a significant effect on an
organization’s internal control. An appropriate
attitude should balance the programmatic and staff
needs with fiscal realities in a manner that is neither
too optimistic nor too pessimistic. [SAS-55, SAS-78]

NR

NR

1.4

The organizational structure should clearly identify
key areas of authority and responsibility. Reporting
lines should be clearly identified and logical within
each area. [SAS-55, SAS-78]

NR

NR

1.5

Management should have the ability to evaluate job
requirements and match the requirements to the
employee’s skills. [SAS-55, SAS-78]

1.6

The district should have procedures for recruiting
capable financial management and staff, and hiring
competent people. [SAS-55, SAS-78]

NR

NR

24 Financia Management
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

1.7

The responsibility for reliable financial reporting
resides first and foremost at the district level. Top
management sets the tone and establishes the
environment. Therefore, appropriate measures must be
implemented to discourage and detect fraud (SAS 82;
Treadway Commission).

2.1

The business and operational departments should
communicate regularly with internal staff and all user
departments on their responsibilities for accounting
procedures and internal controls. The communications
should be written whenever possible, particularly
when it (1) affects many staff or user groups, (2) is
an issue of high importance, or (3) when the
communication reflects a change in procedures.
Procedures manuals are necessary to the
communication of responsibilities. The departments
also should be responsive to user department needs,
thus encouraging a free exchange of information
between the two (excluding items of a confidential
nature).

NR

NR

2.2

The financial departments should communicate
regularly with the Governing Board and community on
the status of district finances and the financial
impact of proposed expenditure decisions. The
communications should be written whenever possible,
particularly when it affects many community
members, is an issue of high importance to the
district and board, or reflects a change in policies.

NR

NR

2.3

Documents developed by the Fiscal Division for
distribution to the board of education, finance
committees, staff and community should be easily
understood. Others should not have to wade through
the language of computer printouts.

NR

NR

2.4

The Governing Board should be engaged in
understanding globally the fiscal status of the
district, both current and as projected. The Governing
Board should prioritize district fiscal issues among
the top discussion items.

NR

NR

2.5

The district should have formal policies and
procedures that provide a mechanism for individuals
to report illegal acts, establish to whom illegal acts
should be reported, and provide a formal investigative
process.

NR

NR

NR not reviewed

0
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Financia Management

25



Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

3.1

Develop and use a professional development plan,
i.e., training business staff. The development of the
plan should include the input of business office
supervisors and managers. The staff development plan
should at a minimum identify appropriate programs
office-wide. At best, each individual staff and
management employee should have a plan designed
to meet their individual professional development
needs.

3.2

Develop and use a professional development plan for
the in-service traning of school site/department staff
by business staff on relevant business procedures and
internal controls. The development of the plan should
include the input of the business office and the
school sites/departments and be updated annually.

NR

NR

3.3

The California Association of School Business Officials
has initiated a certification program to provide a
vehicle for identification of competence in the field
of school business management. This program is
currently voluntary. It is recognized by the district as
an indicator of the background and experience that
validates the abilities of current and potential school
business managers.

NR

NR

4.1

The Governing Board should adopt policies
establishing an internal audit function that reports
directly to the superintendent/state administrator and
the audit committee or governing board.

NR

NR

4.2

Internal audit functions should be designed into the
organizational structure of the district. These
functions should include periodic internal audits of
areas at high risk for non-compliance with laws and
regulations and/or at high risk for monetary loss.

NR

NR

4.3

Qualified staff should be assigned to conduct internal
audits and be supervised by an independent body,
such as an audit committee.

4.4

Internal audit findings should be reported on a timely
basis to the audit committee, governing board and
administration, as appropriate. Management should
then take timely action to follow up and resolve audit
findings.

NR

NR
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

5.1

The budget development process requires a policy-
oriented focus by the governing board to develop an
expenditure plan which fulfills the district’s goals and
objectives. The governing board should focus on
expenditure standards and formulas that meet the
district goals. The governing board should avoid
specific line item focus but direct staff to design an
entire expenditure plan focusing on student and
district needs.

NR

NR

5.2

The budget development process includes input from
staff, administrators, board and community.

NR

NR

53

Policies and regulations exist regarding budget
development and monitoring.

NR

NR

54

The district has developed a board of education policy
on the budget process. The district has formulas for
allocating funds to school sites and departments for
staffing ratios, supply allocations, etc. These formulas
are in line with the board's goals and direction.

NR

NR

5.5

The district should have a clear process to analyze
resources and allocations to ensure that they are
aligned with strategic planning objectives and that
the budget reflects the priorities of the district.

NR

NR

5.6

The district should have a board of education budget
development process (policy) for the development of
expenditure policies.

NR

NR

5.7

Categorical funds are an integral part of the budget
process and should be integrated into the entire
budget development. The revenues and expenditures
for categorical programs must be reviewed and
evaluated in the same manner as unrestricted General
Fund revenues and expenditures. Categorical program
development should be integrated with the district's
goals and should be used to respond to district
student needs that cannot be met by unrestricted
expenditures. The superintendent, superintendent's
cabinet and fiscal office should establish procedures
to ensure that categorical funds are expended
effectively to meet district goals. Carry-over and
unearned income of categorical programs should be
monitored and evaluated in the same manner as
General Fund unrestricted expenditures.

NR

NR not reviewed

0

targeted for review
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

5.8

The district must have an ability to accurately reflect
its net ending balance throughout the budget
monitoring process. The first and second interim
reports should provide valid updates of the district's
net ending balance. The district should have tools
and processes that ensure that there is an early
warning of any discrepancies between the budget
projections and actual revenues or expenditures.

NR

NR

6.1

The budget office should have a technical process to
build the preliminary budget amounts that includes:
the forecast of revenues, the verification and
projection of expenditures, the identification of
known carryovers and accruals. and the inclusion of
concluded expenditure plans. The process should
clearly identify one-time sources and uses of funds.
Reasonable ADA and COLA estimates should be used
when planning and budgeting. This process should be
applied to all funds.

NR

NR

6.2

An adopted budget calendar exists that meets legal
and management requirements. At a minimum the
calendar should identify statutory due dates and
major budget development activities.

NR

NR

6.3

Standardized budget worksheets should be used in
order to communicate budget requests, budget
allocations, formulas applied and guidelines.

NR

NR

7.1

The district should adopt its annual budget within the
statutory timelines established by Education Code
Section 42103, which requires that on or before July
1, the governing board shall hold a public hearing on
the budget to be adopted for the subsequent fiscal
year. Not later than five days after that adoption or
by July 1, whichever occurs first, the governing board
shall file that budget with the county superintendent
of schools. [EC 42127(a)]

NR

NR

7.2

Revisions to expenditures based on the State Budget
should be considered and adopted by the governing
board. Not later than 45 days after the governor
signs the annual Budget Act, the district shall make
available for public review any revisions in revenues
and expenditures that it has made to its budget to
reflect funding available by that Budget Act. [EC
42127(2) and 42127(i)(4)]

NR

NR
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Financial Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 | 2002 | 2002
Rating | Rating | Rating | Focus
The district should have procedures that provide for
the development and submission of a district budget
73 and interim reports that adhere to criteria and 7 NR NR
' standards and are approved by the county office of
education.
The district should complete and file its interim
7.4 budget reports within the statutory deadlines 4 NR NR
established by Education Code Section 42130, et seq.
The district must comply with Governmental
Accounting Standard No. 34 (GASB 34) for the period
75 ending June 30, 2002. GASB 34 requires the district 1 4 NR 0
: to develop policies and procedures and report in the
annual financial reports on the modified accrual basis
of accounting and the accrual basis of accounting.
The first and second interim reports should show an
76 accurate projection of the ending fund balance. 8 NR NR
' Material differences should be presented to the board
of education with detailed explanations.
The district should arrange for an annual audit (single
7.7 audit) within the deadlines established by Education 10 NR 10
Code Section 41020.
Standard management practice dictates the use of an
78 audit committee. 0 NR NR .
The district should include in its audit report, but not
79 later than March 15, a corrective action for all 0 NR NR
' findings disclosed as required by Education Code
Section 41020.
The district must file certain documents/reports with
the state as follows: J-200 series - (Education Code
710 Section 42100); J-380 series - CDE procedures; 4 NR 10
' Interim financial reports - (Education Code Section
42130); J-141 transportation report (Title V, article 5,
Section 15270).
NR not reviewed Financia Management
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

7.11

Education Code Section 41020(c)(d)(e)(g) establishes
procedures for local agency audit obligations and
standards. Pursuant to Education Code Section
41020(h), the district should submit to the County
Superintendent of Schools in the county that the
district resides, the State Department of Education,
and the State Controller's Office an audit report for
the preceding fiscal year. This report must be
submitted "no later than December 15."

NR

8.1

All purchase orders are properly encumbered against
the budget until payment. The district should have a
control system in place to ensure that adequate funds
are available prior to incurring financial obligations.

8.2

There should be budget monitoring controls, such as
periodic reports, to alert department and site
managers of the potential for overexpenditure of
budgeted amounts. Revenue and expenditures should
be forecast and verified monthly.

NR

NR

8.3

The routine restricted maintenance account should be
analyzed routinely to ensure that income has been
property claimed and expenditures within the
guidelines provided by the State Department of
Education. The district budget should include specific
budget information to reflect the expenditures
against the routine maintenance account.

NR

8.4

Budget revisions are made on a regular basis and
occur per established procedures and are approved by
the board.

NR

10

8.5

The district uses an effective position control system,
which tracks personnel allocations and expenditures.
The position control system effectively establishes
checks and balances between personnel decisions and
budgeted appropriations.

NR

8.6

The district should monitor both the revenue limit
calculation and the special education calculation at
least quarterly to adjust for any differences between
the financial assumptions used in the initial
calculations and the final actuals as they are known.

NR

NR

8.7

The district should be monitoring the site reports of
revenues and expenditures provided.

NR

NR
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

9.1

The district budget should be a clear manifestation of
district policies and should be presented in a manner
that facilitates communication of those policies.

NR

NR

9.2

Clearly identify one-time source and use of funds.

NR

NR

10.1

The Governing Board must review and approve, at a
public meeting and on a quarterly basis, the district’s
investment policy. [GC 53646]

NR

NR

111

An accurate record of daily enroliment and attendance
is maintained at the sites and reconciled monthly.

NR

11.2

Policies and regulations exist for independent studly,
home study, inter/intradistrict agreements and
districts of choice, and should address fiscal impact.

NR

NR

11.3

Students should be enrolled by staff and entered into
the attendance system in an efficient, accurate and
timely manner.

NR

114

At least annually, the school district should verify
that each school bell schedule meets instructional
time requirements for minimum day, year and annual
minute requirements.

NR

NR

11.5

Procedures should be in place to ensure that
attendance accounting and reporting requirements are
met for alternative programs such as ROC/P and adult
education.

NR

NR

11.6

The district should have standardized and mandatory
programs to improve the attendance rate of pupils.
Absences should be aggressively followed-up by
district staff.

NR

NR

11.7

School site personnel should receive periodic and
timely training on the district's attendance
procedures, system procedures and changes in laws
and regulations.

NR

11.8

Attendance records shall not be destroyed until after
the third July 1 succeeding the completion of the
audit. (Title V, CCR, Section 16026)

10

NR

NR

11.9

The district should make appropriate use of short-
term independent study and Saturday school programs
as alternative methods for pupils to keep current on
classroom course work.

NR

NR

NR not reviewed

0

targeted for review
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

12.1

The district should adhere to the California School
Accounting Manual (CSAM) and Generally Accepted
Accounting Principles (GAAP) as required by
Education Code Section 41010. Furthermore,
adherence to CSAM and GAAP helps to ensure that
transactions are accurately recorded and financial
statements are fairly presented.

NR

NR

12.2

The district should timely and accurately record all
information regarding financial activity (unrestricted
and restricted) for all programs. Generally Accepted
Accounting Principles (GAAP) require that in order for
financial reporting to serve the needs of the users, it
must be reliable and timely. Therefore, the timely and
accurate recording of the underlying transactions
(revenue and expenditures) is an essential function of
the district’s financial management.

NR

12.3

The district should forecast its revenue and
expenditures and verify those projections on a
monthly basis in order to adequately manage its cash.
In addition, the district should reconcile its cash to
bank statements and reports from the county
treasurer reports on a monthly basis. Standard
accounting practice dictates that, in order to ensure
that all cash receipts are deposited timely and
recorded properly, cash be reconciled to bank
statements on a monthly basis.

NR

NR

12.4

The district's payroll procedures should be in
compliance with the requirements established by the
County Office of Education, unless fiscally
independent. (Education Code Section 42646)
Standard accounting practice dictates that the district
implement procedures to ensure the timely and
accurate processing of payroll.

12.5

Standard accounting practice dictates that the
accounting work should be properly supervised and
work reviewed in order to ensure that transactions are
recorded timely and accurately, and allow the
preparation of periodic financial statements.

NR

NR
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

12.6

Federal and state categorical programs, either through
specific program requirements or through general cost
principles such as OMB Circular A-87, require that
entities receiving such funds must have an adequate
system to account for those revenues and related
expenditures.

NR

NR

12.7

Generally accepted accounting practices dictate that,
in order to ensure accurate recording of transactions,
the district should have standard procedures for
closing its books at fiscal year-end. The district’s
year-end closing procedures should be in compliance
with the procedures and requirements established by
the county office of education.

12.8

The district should comply with the bidding
requirements of Public Contract Code Section 20111.
Standard accounting practice dictates that the district
have adequate purchasing and warehousing
procedures to ensure that only properly authorized
purchases are made, that authorized purchases are
made consistent with district policies and
management direction, that inventories are
safeguarded, and that purchases and inventories are
timely and accurately recorded.

NR

12.9

The district has documented procedures for the
receipt, expenditure and monitoring of all
construction-related activities. Included in the
procedures are specific requirements for the approval
and payment of all construction-related expenditures.

NR

12.10

The accounting system should have an appropriate
level of controls to prevent and detect errors and
irregularities.

NR

NR

12.11

The district must convert to the new Standardized
Account Code Structure by July 1, 2001. SACS will
bring the district into compliance with federal
guidelines, which will ensure no loss of federal funds
(e.qg. Title I, Federal CSR).

NR

NR

NR not reviewed
0  targeted for review
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

13.1

The Governing Board adopts policies and procedures
to ensure compliance regarding how student body
organizations deposit, invest, spend, raise and audit
student body funds. [EC 48930-48938]

NR

NR

13.2

Proper supervision of all student body funds shall be
provided by the board. [EC 48937] This supervision
includes establishing responsibilities for managing
and overseeing the activities and funds of student
organizations, including providing procedures for the
proper handling, recording and reporting of revenues
and expenditures.

NR

NR

13.3

It is the district's responsibility to provide training
and guidance to site personnel on the policies and
procedures governing the Associated Student Body
account.

NR

NR

13.4

In order to provide for oversight and control, the
California Department of Education recommends that
periodic financial reports be prepared by sites, and
then summarized by the district office.

NR

13.5

In order to provide adequate oversight of student
funds and to ensure the proper handling and
reporting, the California Department of Education
recommends that internal audits be performed. Such
audits should review the operation of student body
funds at both district and site levels.

NR

14.1

A reliable computer program that provides reliable
multi-year financial projections is used.

NR

14.2

The district annually provides a multi-year revenue
and expenditure projection for all funds of the
district. Projected fund balance reserves should be
disclosed. The assumptions for revenues and
expenditures should be reasonable and supportable.
[EC 42131]

NR

NR

14.3

Multi-year financial projections should be prepared for
use in the decision-making process, especially
whenever a significant multi-year expenditure
commitment is contemplated. [EC 42142]

NR

NR

14.4

Multi-year projections should be based on appropriate
assumptions for both revenue and expense
forecasting.
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Financial Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

Comply with public disclosure laws of fiscal
obligations related to health and welfare benefits for
15.1 |retirees, self-insured workers compensation, and 9 NR NR
collective bargaining agreements. [GC 3540.2,
3547.5, EC 42142]

When authorized, the district should only use non-
voter approved, long-term financing such as
certificates of participation (COPS), revenue bonds,
and lease-purchase agreements (capital leases) to
address capital needs, and not operations. Further,
the general fund should be used to finance current
school operations, and in general should not be used
to pay for these types of long-term commitments.

15.2

1. For long-term liabilities/debt service, the district
should prepare debt service schedules and identify the
dedicated funding sources to make those debt service
payments. 2. The district should project cash receipts
from the dedicated revenue sources to ensure that it
will have sufficient funds to make periodic debt
payments. 3. The cash flow projections should be
monitored on an on-going basis to ensure that any
variances from projected cash flows are identified as
early as possible, in order to allow the district
sufficient time to take appropriate measures or
identify alternative funding sources.

15.3

The accrued costs of all health benefit retiree plans
are funded. The district has developed and uses a
financial plan to ensure that ongoing unfunded
liabilities from employee benefits are recognized as a
liability of the school district. A plan has been
established for funding retiree health benefit costs as
the obligations are incurred. The district avoids health
benefit obligations for retirees that impose unfunded
costs on the district and force the agency into a pay-
as-you-go process.

154
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

16.1

The district should develop parameters and guidelines
for collective bargaining that ensure that the
collective bargaining agreement is not an impediment
to efficiency of district operations. At least annually,
the collective bargaining agreement should be
analyzed by management to identify those
characteristics that are impediments to effective
delivery of district operations. The district should
identify those issues for consideration by the
Governing Board. The Governing Board, in the
development of their guidelines for collective
bargaining, should consider the impact on district
operations of current collective bargaining language
and propose amendments to district language as
appropriate to ensure effective and efficient district
delivery.

NR

16.2

The governing board must ensure that any guideline
they develop for collective bargaining is fiscally
aligned with the instructional and fiscal goals on a
multi-year basis. The superintendent must ensure that
the district has a formal process where collective
bargaining multi-year costs are identified to the
governing board and those expenditure changes are
identified and implemented as necessary prior to any
imposition of new collective bargaining obligations.
The governing board must ensure that there is a
validation of the costs and the projected district
revenues and expenditures on a multi-year basis so
that the fiscal issues faced by the district are not
strained further due to bargaining settlements. The
public should be informed about budget reductions
that will be required for a bargaining agreement prior
to any contract acceptance by the governing board.
The public should be given advance notice of the
provisions of the final proposed bargaining settlement
and be given an opportunity to comment.

NR

NR
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Financial Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 2001 2002 2002
Rating | Rating | Rating | Focus

There should be a process in place for fiscal input and
planning of the district technology plan. The goals
and objectives of the technology plan should be

17.1 |clearly defined. The plan should include both the 4 NR NR
administrative and instructional technology systems.
There should be a summary of the costs of each
objective, and a financing plan should be in place.

Management information systems must support users
with information that is relevant, timely, and
accurate. Needs assessments must be performed to
ensure that users are involved in the definition of
needs, development of system specifications, and
selection of appropriate systems. Additionally, district
17.2 | standards must be imposed to ensure the 1 NR NR
maintainability, compatibility, and supportability of
the various systems. The district must also ensure
that all systems are compliant with the new
Standardized Account Code Structure (SACS), year
2000 requirements, and are compatible with county
systems with which they must interface.

Automated systems should be used to improve
accuracy, timeliness, and efficiency of financial and
reporting systems. Needs assessments should be
performed to determine what systems are candidates
for automation, whether standard hardware and
software systems are available to meet the need, and
whether or not the district would benefit. Automated
17.3 | financial systems should provide accurate, timely, 4 3 NR O
relevant information and should conform to all
accounting standards. The systems should also be
designed to serve all of the various users inside and
outside the district. Employees should receive
appropriate training and supervision in the operation
of the systems. Appropriate internal controls should
be instituted and reviewed periodically.

Cost/benefit analyses provide an important basis
upon which to determine which systems should be
automated, which systems best meet defined needs,
17.4 |and whether internally generated savings can provide 2 NR NR O
funding for the proposed system. Cost/benefit
analyses should be complete, accurate, and include all
relevant factors.
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

17.5

Selection of information systems technology should
conform to legal procedures specified in the Public
Contract Code. Additionally, there should be a process
to ensure that needs analyses, cost/benefit analyses,
and financing plans are in place prior to commitment
of resources. The process should facilitate
involvement by users, as well as information services
staff, to ensure that training and support needs and
costs are considered in the acquisition process.

NR

NR

17.6

Major technology systems should be supported by
implementation and training plans. The cost of
implementation and training should be included with
other support costs in the cost/benefit analyses and
financing plans supporting the acquisition.

NR

NR

18.1

The district has a comprehensive risk management
program. The district should have a program that
monitors the various aspects of risk management
including workers compensation, property and liability
insurance, and maintains the financial well being of
the district.

NR

NR

18.2

The district should have a work order system that
tracks all maintenance requests, the worker assigned,
dates of completion, labor time spent and the cost of
materials.

NR

18.3

The district should control the use of facilities and
charge fees for usage in accordance with district

policy.

NR

NR

18.4

The maintenance department should follow standard
district purchasing protocols. Open purchase orders
may be used if controlled by limiting the employees
authorized to make the purchase and the amount.

NR

NR

18.5

Materials and equipment/tools inventory should be
safeguarded from loss through appropriate physical
and accounting controls.

NR

NR

18.6

District-owned vehicles should only be used for
district purposes. Fuel should be inventoried and
controlled as to use.
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Financial Management (continued)

June Dec. June Dec.
Standard to be addressed 2001 | 2001 | 2002 | 2002
Rating | Rating | Rating | Focus

Vending machine operations are subject to policies

and regulations set by the State Board of Education.
18.7 | All contracts specifying these should reflect these 0 NR NR O
policies and regulations. An adequate system of
inventory control should also exist. [EC 48931]

Capital equipment and furniture should be tagged as
18.8 | district-owned property and inventoried at least 2 NR NR O
annually.

The district should adhere to bid and force account
requirements found in the Public Contract Code
(Sections 20111 and 20114). These requirements
18.9 |include formal bids for materials, equipment and 9 NR NR
maintenance projects that exceed $56,900; capital
projects of $15,000 or more; and labor when the job
exceeds 750 hours or the materials exceed $21,000.

Standard accounting practices dictate that the district
has adequate purchasing and contract controls to
ensure that only properly authorized purchases are
made and independent contracts approved, that
authorized purchases and independent contracts are
made consistent with district policies, procedures,

and management direction. In addition, appropriate
levels of signature authorization should be
maintained to prevent or discourage inappropriate
purchases or contract awards.

18.10

In order to accurately record transactions and to
ensure the accuracy of financial statements for the
cafeteria fund in accordance with generally accepted
accounting principles, the district should have
adequate purchasing and warehousing procedures to
ensure that: 1. Only properly authorized purchases are
made consistent with district policies, federal
guidelines, and management direction. 2. Adequate
physical security measures are in place to prevent the
loss/theft of food inventories. 3. Revenues,
expenditures, inventories, and cash are recorded
timely and accurately.

19.1

The district should operate the food service programs

19.2 in accordance with applicable laws and regulations.
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Financial Management (continued)

Standard to be addressed

June
2001
Rating

Dec.
2001
Rating

June
2002
Rating

Dec.
2002
Focus

20.1

In the process of reviewing and approving charter
schools, the district should identify/establish minimal
financial management and reporting standards that
the charter school will follow. These
standards/procedures will provide some level of
assurance that finances will be managed
appropriately, and allow the district to monitor the
charter. The district should monitor the financial
management and performance of the charter schools
on an ongoing basis, in order to ensure that the
resources are appropriately managed.

NR

NR

21.1

The district should have procedures that provide for
the appropriate oversight and management of
mandated cost claim reimbursement filing.
Appropriate procedures would cover: the
identification of changes to existing mandates;
training staff regarding the appropriate collection and
submission of data to support the filing of mandated
costs claims; forms, formats, and time lines for
reporting mandated cost information; and, review of
data and preparation of the actual claims.

NR

NR

22.1

The district should actively take measures to contain
the cost of special education services while still
providing an appropriate level of quality instructional
and pupil services to special education pupils.

NR

NR
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