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Office	of	Inspector	General	
The	School	District	of	Palm	Beach	County	

	
Case	No.	15‐223	

Bak	Middle	School	of	the	Arts	–	Missing	Money	
	

INVESTIGATIVE	REPORT		
	

	
AUTHORITY	
	
School	 Board	 Policy	 1.092,	 Inspector	 General	 (4)(a)(iv)	 provides	 for	 the	 Inspector	 General	 to	
receive	 and	 consider	 complaints,	 and	 conduct,	 supervise,	 or	 coordinate	 such	 inquiries,	
investigations,	or	reviews	as	the	Inspector	General	deems	appropriate.			
	
This	 investigation	 was	 conducted	 in	 compliance	 with	 the	Quality	 Standards	 for	 Investigations	
within	the	Principles	and	Standards	for	Offices	of	Inspector	General,	promulgated	by	the	Association	
of	Inspectors	General.		
	
BACKGROUND	
	
On	February	26,	2015,	the	Office	of	Inspector	General	(OIG)	received	a	complaint	from	the	athletic	
director	at	Bak	Middle	School	of	Arts	(Bak)	alleging	a	shortage	in	athletic	accounts.	Bak’s	athletics	
programs	 are	 funded	mainly	 by	 revenues	 generated	 from	 fundraising.	He	 also	 questioned	 the	
transfer	of	funds	into	the	athletic	accounts	which	occurred	after	he	submitted	a	large	requisition	
to	pay	a	uniform	invoice.	
	
Preliminary	Reviews		
Athletics	Collections.		The	athletic	director	provided	the	OIG	the	87	yellow	copies	of	MCRs	(totaling	
$27,591)	for	collections	he	had	submitted	for	deposit	in	Fiscal	Year	2015	up	through	February	27,	
2015.	We	matched	each	Monies	Collected	Report	(MCR)	to	an	entry	on	the	Drop‐safe	Log.	Each	Log	
entry	was	initialed	and	dated	by	the	staff	member	who	witnessed	the	school	treasurer	remove	the	
collections	 and	 MCRs	 from	 the	 safe.	 We	 further	 matched	 each	 collection	 to	 the	 bank	 deposit	
documentation	maintained	by	the	treasurer	which	revealed	that	12	collections	totaling	$5,748,	all	
cash,	appeared	to	be	missing	from	the	bank	deposits.		
	
Our	analysis	of	the	collections	on	the	provided	athletics	MCRs	also	noted	that	35	(or	47%)	of	the	
remaining	75	collections,	totaling	$10,926	were	not	deposited	into	the	bank	in	a	timely	manner	
with	delays	ranging	from	one	to	74	working	days.	Department	of	Education	Rules	and	District	
money	handling	procedures	require	all	money	collected	be	deposited	into	the	bank	within	five	
working	days	of	collection.	
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Unannounced	Cash	Count	Finds	$4,380	Missing.		At	the	time	the	complaint	was	received,	the	OIG	
was	preparing	to	perform	several	unannounced	cash	counts	at	selected	schools.	Bak	was	included	
in	the	school	selections	and	on	March	2,	2015,	the	OIG	performed	an	unannounced	cash	count	at	
the	school.	The	school	treasurer	was	absent	on	the	day	of	the	count	consequently	the	safe	was	
opened	 by	 the	 principal.	 Collections	 contained	 in	 the	 drop‐safe	 were	 examined,	 counted,	 and	
compared	to	the	Drop‐safe	Log.	We	found	the	examined	collections	were	recorded	on	the	Drop‐
safe	Log	by	the	remitting	activity	sponsors	and	the	amounts	recorded	on	the	Log	agreed	with	the	
amounts	of	money	submitted	for	deposit.	
	
Also	in	the	safe	was	a	sealed	deposit	prepared	by	the	treasurer	on	February	26,	2015,	awaiting	
pickup	by	the	armored	courier	for	transport	to	the	bank.	The	contents	of	the	bag	were	counted,	
and	 compared	 to	 the	 enclosed	 deposit	 ticket	 and	 the	 supporting	 documentation,	 which	 was	
retrieved	from	the	school	treasurer’s	office,	for	this	deposit	(#564).	The	documentation	consisted	
of	 the	 original	 white	 copies	 of	 the	 MCRs	 prepared	 by	 activity	 sponsors	 and	 printed	 reports	
generated	from	the	school’s	accounting	system	by	the	treasurer.		Next,	each	MCR	was	compared	
to	the	Drop‐safe	Log	and	the	general	ledger.	The	OIG’s	comparison	revealed	that	two	collections	
recorded	 on	 the	Drop‐safe	 Log	 totaling	 $4,380	 ($4,335	 in	 cash	 and	 $45	 in	 checks)	 were	 not	
included	in	the	bank	deposit	and	could	not	be	located.	
	
Return	of	Official	Receipts	and	Bank	Deposit	Delayed.	 	 	While	examining	 the	Drop‐safe	Log,	we	
noted	a	set	of	Official	Receipts	 tucked	 inside	 the	binder	 that	were	 labeled,	 “cannot	 find.”	These	
receipts	should	have	been	returned	by	the	verifier	to	the	activity	sponsors.	One	receipt,	#1654	
dated	January	15,	2015,	for	$277	in	cash,	included	a	note	stating,	“Found	this	amount	in	Sept.”	The	
accounting	system	records	indicated	this	receipt	was	issued	as	part	of	Deposit	#554	prepared	on	
January	15,	2015,	 consisting	of	12	MCRs	 totaling	$4,718.	Receipt	#1654	corresponded	 to	MCR	
#554‐7	 for	$277	 in	cash	 for	athletic	concession	sales	dated	September	8,	2014.	Moreover,	 this	
deposit	 included	 two	other	MCRs	 (#513‐1	 for	$347	and	#513‐2	 for	$318)	dated	September	5,	
2014,	and	September	10,	2014,	respectively,	also	for	athletic	concession	sales.	These	$942	($277	
+	$347	+	$318)	in	cash	collections	were	not	deposited	into	the	bank	until	73	to	76	working	days	
after	collection	occurred.	
	
Principal	Notified.	 	The	principal	was	 informed	of	the	discrepancies.	All	accounting	records	 for	
Fiscal	Years	2014	and	2015	(through	February	28,	2015)	were	located	and	transported	to	the	OIG	
office	for	review.		
	
MCR	Altered	to	Conceal	Cash	Theft.		While	examining	the	deposit	records,	we	noted	MCR	#513‐4	
was	altered	with	erasure	liquid	to	cover	the	cash	portion	of	the	collection.	A	matching	entry	in	the	
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Drop‐safe	Log	 the	 sponsor	 recorded	 the	 collection	 as	 $3,6951.	 (See	 Exhibit	 1).	 The	 accounting	
system	report	indicated	that	the	school	treasurer	deposited	only	$550	in	checks	but	not	the	$3,145	
in	cash.		
	
We	compared	the	remaining	MCRs	for	Deposit	#513	to	the	accounting	system	records	and	found	
the	treasurer	deposited	only	the	checks	reported	on	four	additional	MCRs	(#513‐5,	#513‐8,	#513‐
9,	 and	 513‐14)	 but	 did	 not	 deposit	 cash	 totaling	 $8,789.60.	 The	 white	 copies	 of	 the	 MCRs	
supporting	Deposit	#513	totaled	$18,876.60.	However,	the	school	treasurer	deposited	only	$6,942	
into	the	bank	leaving	$11,934.60	missing.	(See	Exhibit	2).		
	
School	 Treasurer	Reassigned.	 	 School	 police	were	 informed	 of	 the	 potential	missing	money.	A	
school	detective	accompanied	OIG	staff	to	the	school	on	March	4,	2015,	and	interviewed	the	school	
treasurer	regarding	the	discrepancies	related	to	Deposit	#513.	The	school	treasurer	stated	that	
she	did	not	know	why	there	were	variances	between	the	MCRs	and	the	deposited	amounts	in	the	
accounting	records.	She	also	stated	she	did	not	know	who	placed	the	erasure	liquid	on	the	one	
MCR	(#513‐4)	covering	the	cash	amounts.	
	
School	 Police	 and	 the	 OIG	 agreed	 to	 conduct	 a	 joint	 investigation.	 Management	 immediately	
reassigned	the	school	treasurer	to	a	different	work	location	until	completion	of	the	investigation.	
The	treasurer	subsequently	resigned	on	August	25,	2015.	
	
Drop‐safe	Log	Pages	Found	in	Treasurer’s	Office	Shredder.		Ten	shredded	pages	of	the	Drop‐safe	
Log	(pages	11‐57358	through	11‐57367)	were	found	in	the	shredder	located	in	the	Treasurer’s	
office.	 Collections	 recorded	on	 these	pages	would	have	been	 from	 June	25	 through	August	20,	
2015.	Shredded	pieces	with	readable	dates	found	in	the	shredder	were	consistent	with	this	time	
period.	
	
Investigation	Expanded	to	Prior	Years.		Based	on	the	results	of	the	preliminary	reviews,	the	scope	
of	the	investigation	was	expanded	to	cover	Fiscal	Years	2013,	2014,	and	2015.	We	analyzed	all	
money	collection	records	available	for	each	of	the	three	years.		
	
Money	collection	records	examined	included	bank	statements,	reports	generated	by	the	school’s	
accounting	 system,	 both	 white	 and	 yellow	 copies	 of	 the	 MCRs,	 and	 the	 Drop‐safe	 Logs.	 Each	
collection	recorded	on	the	Drop‐safe	Log	was	matched	to	the	corresponding	deposit	entry	in	the	
school’s	accounting	system	and	further	matched	to	a	bank	deposit.		
	

                                                            

1	The	sponsor	later	confirmed	the	accuracy	of	this	total	during	a	subsequent	interview	with	School	Police.	
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Yellow	copies	of	the	MCRs	were	retrieved	by	the	principal	from	school	staff.	The	yellow	MCRs	are	
retained	 by	 remitting	 staff	when	 placing	 collections	 into	 the	 drop‐safe.	 Each	 yellow	MCR	was	
traced	to	the	Drop‐safe	Log	and	subsequently	to	the	bank	statement.	
	
DOCUMENTS	REVIEWED	
	

 School	Board	Policy	1.013,	Responsibilities	of	School	District	Personnel	and	Staff	
 District	Bulletin	#P‐14051‐S/CFO,	Drop‐safe	Log	Procedures	for	School	Deposits	
 School	District	Internal	Accounts	Manual,	Chapters	7,	11,	and	27	
 School’s	Accounting	Records	for	Fiscal	Years	2013,	2014,	and	2015	
 Bank	statements	for	the	school’s	checking	account,	and	money	collection	records	
	

INTERVIEWS	PERFORMED	
	

 Principal	
 School	Treasurer	
 Teacher	
 Office	clerical	staff	

	
CONSULTATION	
	

 School	Police	
	

APPLICABLE	DISTRICT	PROCEDURES	
	
District	Money	Collection	Procedures	(See	Internal	Accounts	Manual,	Chapter	7	in	Attachment	A).			

To	 safeguard	 school	 assets,	 the	 District’s	 procedures	 for	 money	 collection	 encompass	 the	
following	critical	steps	(See	Exhibit	3):	

1. Activity	sponsors	(1)	collect	cash	and	check	payments,	(2)	complete	a	Monies	Collected	
Report	(MCR),	(3)	turn	in	the	collections	and	MCR	by	the	end	of	each	day,	(4)	record	the	
collections	 on	 the	 Drop‐safe	 Log,	 and	 (5)	 place	 both	 the	 white	 copy	 of	 the	 MCR	 and	
collections	together	into	the	drop‐safe.	The	activity	sponsors	retain	the	yellow	copy	of	the	
MCR	as	a	temporary	receipt	for	future	reconciliation.		
	

2. The	school	 treasurer	(treasurer)	 is	 the	only	School	employee	authorized	and	trained	to	
enter	information	into	the	School’s	accounting	system	and	prepare	the	collections	for	bank	
deposit.	The	 treasurer	and	another	 staff	member	 remove	 the	 collections	 from	 the	 safe,	
match	each	collection	reported	on	the	accompanying	MCR	with	the	Drop‐safe	Log	entry,	
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and	complete	Section	2	of	the	Log.	The	treasurer	verifies	the	amount	of	collections,	records	
the	collections	into	the	accounting	system,	and	assembles	the	deposit	for	courier	pickup.	
The	courier	delivers	the	collections	to	the	bank	for	deposit.	
	

3. The	treasurer	prints	Official	Receipts	from	the	accounting	system.	Another	staff	member	
(verifier)	matches	the	Official	Receipts	with	the	corresponding	Drop‐safe	Log	entries	and	
records	 the	 receipt	 numbers	 in	 Section	 3	 of	 the	 Log.	 The	 verifier	 delivers	 the	Official	
Receipts	to	the	originating	activity	sponsors	who	complete	the	transactions	by	attaching	
the	Official	Receipt	to	the	yellow	copy	of	the	MCR.	At	year‐end,	the	activity	sponsors	submit	
the	yellow	MCRs	and	Official	Receipts	 to	school	administration	for	record	retention	and	
future	reference.	Each	month,	the	treasurer	reconciles	the	accounting	system	records	to	
the	bank	statement.	

	
	
INVESTIGATION	RESULTS		
	
1. $66,600.95	in	Collections	Missing	
	

Athletic	Funds.	 	The	complaint	received	from	the	Athletic	Director	alleged	a	shortage	in	the	
athletic	 accounts.	 As	 determined	 in	 our	 preliminary	 review	 and	 expanded	 analysis	 of	 the	
School’s	money	collection	records,	collections	intended	athletics	accounts	dropped	in	the	safe	
for	the	period	July	1,	2012	through	February	28,	2015,	totaling	$8,968	(see	Table	1),	were	not	
included	in	the	deposits	prepared	by	the	treasurer	and	were	not	recorded	in	the	accounting	
records.	 The	 allegation	 regarding	 a	 balance	 shortage	 in	 the	 athletic	 accounts	 was	
substantiated.	As	a	 result	of	 the	preliminary	review	based	on	 the	allegation,	 the	expanded	
review	revealed	that	missing	collections	had	a	much	broader	effect	on	the	school’s	 Internal	
Accounts	beyond	the	athletic	accounts.	

Table	1	
Total	Monies	Missing	from	Athletics	Account	

Fiscal	Year	 Total	
2013	 $186	
2014	 3,034	
2015	 5,748	
Total	 $8,968	

	
School‐wide.	 	The	 school	 treasurer	 is	 the	only	 School	 employee	 that	 is	 authorized	 to	 enter	
information	into	the	School’s	accounting	system	and	prepare	collections	for	bank	deposits.	Our	
analysis	of	money	collection	records	for	the	period	July	1,	2012	through	February	28,	2015,	
concluded	that	$66,600.95	in	collections	remitted	by	various	activity	sponsors	was	removed	
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from	the	drop‐safe	by	the	treasurer	and	another	staff	member	but	was	not	 included	 in	any	
bank	deposits	prepared	by	the	treasurer	and	is	missing	(See	Table	2).			
	

Table	2	
Total	Collections	Missing	

Fiscal	Year	 Cash	 Checks	 Total	
2013	 $12,481.00	 $75.00	 $12,556.00	
2014	 24,178.65	 1,125.00	 25,303.65	
2015	 27,481.30	 1,260.00	 28,741.30	
Total	 $64,140.95	 $2,460.00	 $66,600.95	

	
	
	

2. Treasurer	Transferred	Unrelated	Funds	to	Disguise	Missing	Athletic	Money	
	

On	January	30,	2015,	the	athletic	director	submitted	a	check	requisition	requesting	payment	of	
six	 invoices	 for	 uniforms	 totaling	 $7,433.	 On	 February	 6,	 2015,	 the	 treasurer	 transferred	
$7,500	from	three	non‐athletic	accounts	into	the	General	Athletics	account	(#1‐0010.00).	Prior	
to	the	transfer,	the	account	balance	was	$726;	not	enough	money	to	pay	for	the	uniforms.		The	
transfer	description	stated	“incorrect	deposit.”		On	February	6,	2015,	the	athletic	director	again	
requested	 account	 statements.	 The	 treasurer	 emailed	 the	 athletic	 director	 the	 account’s	
balance	 of	 $7441	 (which	 included	 the	 transfers	 in	 the	 total)	 but	 not	 the	 detailed	 account	
statements	that	the	athletic	director	requested.		
	
The	 athletic	 director	 received	 an	 email	 reminder	 from	 the	 vendor	 on	 February	 12,	 2015,	
requesting	payment.	Upon	his	inquiry	to	the	treasurer,	she	replied	the	check	was	mailed	on	
February	6,	2015.	When,	in	fact,	the	check	was	not	mailed	until	February	12,	2015.	
	
On	 February	 23,	 2015,	 the	 athletic	 director	 again	 requested	 account	 statements	which	 the	
treasurer	 finally	provided.	Upon	review	of	 the	statements,	 the	athletic	director	emailed	 the	
treasurer	and	stated	the	“…numbers	just	aren’t	adding	up…”	Based	on	notes	he	maintained	of	
collections	and	costs	of	the	fundraiser,	he	believed	the	account	balance	should	have	been	much	
higher.	He	also	questioned	the	source	of	the	$7,500	transfer	of	funds	into	the	General	Athletic	
account	that	occurred	on	February	6,	2015	(see	Table	3).	
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Table	3	
Funds	Transferred	February	6,	2015,	to	Disguise	Missing	Athletic	Money	

Transfer	#	 From	 To	 Amount	
1085	 Communications	Dept.	 General	Athletics	 $3,500	
1086	 General	Activities	 General	Athletics	 3,000	
1087	 Theater	–	Adopt‐a‐Class	 General	Athletics	 1,000	
Total	 	 	 $7,500	

	
	

ADDITIONAL	INFORMATION	
	
3. Failure	to	Adhere	to	Procedures	Resulted	in	Missing	Money.		It	is	critical	that	all	staff	be	

well	 trained	 on	 money	 collection	 procedures	 and	 monitored	 for	 compliance	 by	 school	
administration.	It	is	the	school	administration’s	responsibility	to	train	and	monitor	staff	on	the	
required	controls	 to	maintain	and	ensure	 the	 integrity	of	 cash	collections.	Noncompliances	
described	below	provided	opportunities	for	unauthorized	and	undetected	removal	of	money.		

	
a. Missing	Drop‐safe	Log	Pages.		During	the	unannounced	cash	count	on	March	2,	2015,	we	

reviewed	the	Drop‐safe	Logs	at	Bak	and	discovered	ten	pages	(#11‐57358	through	#11‐
57367)	 covering	 the	 period	 June	 25,	 through	 August	 19,	 2015,	 were	missing	 from	 the	
binder.	Subsequently,	on	March	4,	2015,	we	found	these	missing	pages	in	the	shredding	
machine	located	in	the	school	treasurer’s	office.	Also,	we	discovered	one	page	(#11‐57024)	
missing	from	the	Drop‐safe	Log	binder	covering	the	period	June	20,	through	July	2,	2014.	

	
b. Section	3	of	Drop‐safe	Log	Not	Properly	Completed.		Receipt	numbers	were	not	recorded	

for	 each	 collection	 entry	 in	 the	 Drop‐safe	 Log.	 The	 absence	 of	 an	 issued	 receipt	 for	 a	
collection	without	explanation	could	be	an	indicator	of	missing	money.	The	staff	member	
responsible	for	matching	receipts	to	Log	entries	told	the	OIG	that	the	treasurer	was	very	
slow	in	returning	receipts	 to	her	for	verification.	Moreover,	because	of	 the	 lag	 in	return	
time,	 she	would	 often	 request	 assistance	 from	 the	 treasurer	 who	would	 take	 both	 the	
receipts	and	Log	to	her	office	to	perform	the	reconciliation	without	the	independent	staff	
member	present.	The	treasurer’s	involvement	in	the	verification	process	undermines	the	
internal	control	of	independent	verification.		
	

c. Delayed	Deposits	and	Official	Receipts.		DOE	Rules	require	collections	be	deposited	within	
five	days	of	collection	by	the	activity	sponsor.	For	the	period	July	1,	2014,	through	February	
28,	2015,	our	analysis	showed	that	the	treasurer	took	between	6	and	84	days	to	add	monies	
removed	from	the	safe	to	prepared	deposits	for	148	collections	totaling	$66,818	or	8%	of	
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total	 deposits.	 Consequently,	 a	 similar	 delay	 could	 potentially	 be	 experienced	 by	 staff	
responsible	for	matching	Official	Receipts	to	the	Log	and	the	activity	sponsor	required	to	
match	 the	 Official	 Receipt	 to	 the	 yellow	 copy	 of	 the	 MCR.	 These	 delays	 increase	 the	
probability	that	missing	money	will	not	be	reported	to	administration	in	a	timely	manner.	

	
d. Control	of	Drop‐safe	Log.		Our	review	of	Drop‐safe	Log	procedures	during	the	unannounced	

cash	 count	 revealed	 there	 was	 no	 one	 had	 been	 assigned	 responsibility	 over	 the	
prenumbered	Drop‐safe	Logs.	Bak	did	not	have	the	required,	principal‐approved,	Document	
Custodian	Assignment	Register	(PBSD	1663)	which	would	assign	responsibility	for	the	Logs	
as	well	as	other	prenumbered	documents	used	 in	 the	money	handling	process,	 such	as,	
checks,	 receipts,	 and	 tickets.	 We	 also	 determined	 that	 Bak	 did	 not	 maintain	 the	
Prenumbered	Document	Inventory	Register	(PBSD	0160)	to	account	for	all	Drop‐safe	Logs.	
An	inventory	of	forms	assists	the	School	by	ensuring	all	monies	recorded	on	the	Logs	are	
properly	entered	into	the	accounting	system	and	deposited	into	the	School’s	account.	

	
Recommendations.	 	To	 ensure	 proper	 fiscal	 accountability,	 money	 collections	 should	 be	
administered	in	accordance	with	related	District	guidelines	and	DOE	Rules	(Chapter	8	of	the	
Department	of	Education’s	Financial	and	Program	Cost	Accounting	and	Reporting	 for	
Florida	 Schools),	 District’s	 Internal	 Accounts	 Manual,	 Bulletin	 #P‐14051‐S/CFO.	
Specifically,		
	
 Responsible	 staff	 should	 complete	 the	 Drop‐safe	 Log	 properly	 with	 all	 the	 required	

information.	
	

 The	verifying	person	should	independently	complete	Section	3	of	the	Drop‐safe	Log	after	
the	 school	 treasurer	 has	 entered	 the	 deposit	 information	 into	 the	 school’s	 accounting	
system.	This	should	provide	a	mechanism	to	identify	any	funds	not	deposited	and	report	
the	missing	funds	to	the	principal	for	immediate	follow‐up.	
	

 A	designated	document	custodian	should	be	assigned	for	each	prenumbered	form;	and	the	
staff	assignment	should	be	recorded	on	the	Document	custodian	Assignment	Register	(PBSD	
1663)	accordingly.	
	

 The	custodian	for	prenumbered	forms	should	be	someone	who	is	not	involved	in	the	day‐
to‐day	 use	 of	 the	 form.	 The	 designated	 custodian	 for	School	Checks	 and	Drop‐safe	Logs	
should	not	be	the	school	treasurer.	
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FURTHER	ACTION	
	
On	March	4,	2015,	the	OIG	and	School	Police	agreed	to	conduct	a	joint	investigation.	See	Exhibit	4	
for	School	Police	Report.	A	Probable	Cause	Affidavit	was	filed	with	the	State	Attorney’s	Office	on	
September	8,	2015	by	School	Police	(See	Exhibit	5).			
	
On	January	25,	2017	the	OIG	received	a	No	File	Memorandum	from	the	Office	of	the	State	Attorney	
indicating	the	case	related	to	the	school	treasurer	was	closed.	(See	Exhibit	6).	
	
In	accordance	with	School	Board	Policy	1.092	(6)(iv),	a	draft	copy	of	this	report	was	provided	to	
Ms.	Cathleen	Spring,	who	was	given	the	opportunity	to	respond.	No	response	was	received.		
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Deposit	#513	
MCR	#	

Per	
MCR	

Per	
Deposit	
Statement	

Difference	

1	 $1,570.00	 $1,570.00	 	
2	 1,660.00	 1,660.00	 	
3	 1,075.00	 1,075.00	 	
4	 3,695.00	 605.00	 $3,090.00	
5	 1,773.00	 190.00	 1,583.00	
	 			(a)		2,817.00	 					 2,817.00	
6	 289.00	 289.00	 	
7	 235.00	 235.00	 	
8	 (b)				$1,890.00	 					140.00	 1,750.00	
9	 2,686.60	 460.00	 2,226.60	
10	 173.00	 173.00	 	
11	 250.00	 250.00	 	
12	 90.00	 90.00	 	
13	 80.00	 80.00	 	
14	 593.00	 125.00	 468.00	

Total	 $18,876.60	 $6,942.00	 $11,934.60	
	 	 	

Notes:	
(a) MCR	#5	combined	two	MCRs	for	$1,773	and	$2,817	from	the	same	sponsor.	
(b) MCR	#8	was	missing	from	the	deposit	documentation.	Subsequent	

analysis	of	deposit	records	identified	MCR	#8	on	Drop‐safe	Log	page	
11‐37144.	
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 District Money Handling Procedures

Sponsor / Teacher
Drop-safe and
Drop-safe Log

School Treasurer

Official
Receipt

Drop-
safe

Students bring money
to pay for activity

White MCR

Yellow MCR

Drop-safe
Log

Sponsor retains 
yellow MCR to 

match with Official 
Receipt

School Treasurer:
 Counts money 
 Makes entry into system
 Prepares deposit
 Prints Official Receipts 

and gives to 3rd Party with 
Drop-safe Log

 Files white MCR with copy 
of deposit ticket

Yellow 
MCR

White MCR

Sponsor 
prepares 
two-part 
Monies 

Collected 
Report 
(MCR)

Cash/Check

Sponsor 
records the 

amount of each 
MCR on Drop-

safe Log.
Places White 

MCR and 
checks/money 
in Drop-safe.

School Treasurer & 
2nd Staff Member  

open & remove 
money from drop-

safe. 
Each collection is 

matched to the Drop-
safe Log

Verifier

Staff Member:
 Records receipt # for 

each Drop-safe Log 
entry. 

 Delivers Official 
Receipt to Teacher/
Sponsor

Retained for Audit

School Treasurer 
deposits cash Into Bank
within 5  business days

Drop-safe
Log

Retained for Audit
Internal
Funds
Audit

3.b
3.c

3.c

3.a
3.d

 
 

Boxed numbers correspond to conclusions of noncompliance at Bak Middle School.  
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