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INDEPENDENT ACCOUNTANTS’ REPORT ON 

APPLYING AGREED-UPON PROCEDURES 

To the Burlington School Committee: 

We have performed the procedures specified in Agreed Upon Procedures and Audit Guidelines for

Student Activity Funds issued in 2015 by the Massachusetts Department of Elementary and Secondary

Education (the “Guidelines”), which was agreed to by the School Business Administrator of the Town of

Burlington (the “Town”) School Department. The procedures were performed, solely to assist you in 

evaluating the Town’s assertion with regards to its Student Activity Accounts that it has complied with 

the Guidelines.  This engagement to apply agreed-upon procedures was performed in accordance with 

attestation standards established by the American Institute of Certified Public Accountants.   The

sufficiency of these procedures is solely the responsibility of the parties specified in this report.  

Consequently, we make no representation regarding the sufficiency of the procedures specified in the

Guidelines either for the purpose for which this report has been requested or for any other purpose.

We have attached to this report our findings as Schedule I. 

We were not engaged to, and did not conduct an audit, the objective of which would be the expression 

of an opinion on the Town’s compliance with Agreed Upon Procedures and Audit Guidelines for

Student Activity Funds. Accordingly, we do not express such an opinion.  Had we performed additional 

procedures, other matters might have come to our attention that would have been reported to you.

This report is intended solely for the information and use of the Town, its management and the School 

Committee of Burlington Public Schools and is not intended to be and should not be used by anyone 

other than the specified parties.  However, this report is a matter of public record and its distribution is 

not limited. 

Roselli, Clark and Associates 

Woburn, Massachusetts 

August 24, 2017 
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SCHEDULE I – FINDINGS AND OBSERVATIONS 

FISCAL YEAR ENDED JUNE 30, 2017 

Introduction 

Massachusetts General Law (“MGL”) Chapter 66 of the Acts of 1996, which became effective on July 

17, 1996, for fiscal years ending after June 30, 1997, has had a major impact on the method in which 

Student Activity Accounts are administered.  Chapter 66 amended Section 47 of MGL Chapter 71.   The 

law allows the use of certain administrative procedures previously not deemed allowable.  Although the 

law is suggestive only, and not required, its adoption by the School Committee mandates the provisions 

of the law.  These provisions include procedures with respect to (1) the establishment of an interest 

bearing bank account and a checking account through the involvement of the Town Treasurer, (2) 

certain disbursement procedures, and (3) auditing and reporting requirements. 

In 2015, the Massachusetts Department of Elementary and Secondary Education (the “ESE”) issued its 

Agreed Upon Procedures and Audit Guidelines for Student Activity Funds (the “Guidelines”).  The 

Guidelines represent a valuable resource to assist school districts and their independent accountants in 

conducting agreed-upon procedures of the internal control system(s) in place that are used to administer 

student activity accounts.  The Guidelines supplement the Student Activity Accounts Guidelines for 

Massachusetts School Districts issued in 1997 by the Massachusetts Association of School Business 

Officials, or MASBO. 

The Town of Burlington School Department operates a High School, Middle School, and four 

elementary schools.  All have student activities. Except for the High School none of these student 

activity accounts have ever been audited under the regulations described above. 

We found that all of the individuals involved in the process are very conscientious and all want to do 

what is right for the students. However, none of the individuals have been trained under the new 

regulations and since these funds have never been audited, none of them were aware of how to 

administer the funds or what records to maintain other than the High School which had some limited 

knowledge of the process.  As a result there were numerous compliance violations and administrative 

deficiencies the largest of which was the existence of 8 to 10 checking accounts at each elementary 

school that need to be closed down and consolidated into one.  

The School Department needs to implement a plan to bring all the Student Activity records and 

administration into compliance with new regulations.  This plan needs to begin during fiscal 2018 and 

we outline the following as an appropriate process: 

1. For school year 2018, operate under the current format as the closing of the bank accounts this

close to the beginning of the school year would be disruptive to the activities.

2. Begin to learn the regulations; we will email a copy of the new procedures to the School

Business Office, this should be distributed to each of the individuals involved with student

activities.
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3. In the spring of 2018, conduct a training (we have offered to instruct) that should be mandatory

attendance for all those involved in student activities.

4. At the close of the 2018 school year; close every bank account not set up properly and set up the

appropriate bank accounts required under the new regulations.

5. Administer the activities in accordance with the new regulations for the 2019 school year.

6. Complete a full audit of the activities at the end of 2019 school year; this will be used as a

measuring stick to assess the process.

The following discussion highlights those items we observed that the schools should pay particular 

attention to in order to achieve compliance. 

Finding 1 – Policies and Procedures 

There were no documented policies and procedures surrounding the operations of Student Activity 

funds.  It is important that the School Committee adopt comprehensive policies and procedures 

surrounding the operation, maintenance and administration of Student Activity funds to assure that there 

are adequate internal controls in place to ensure protection of student monies in accordance with 

Massachusetts General Law (MGL). 

It is important that the policies and procedures over Student Activity Accounts only pertain to student 

activity monies and not monies that are governed under other MGL.  These policies should be reviewed 

and updated when applicable; having segregated policies that are strictly related to Student Activity

Accounts should assist in that process.  These new and updated policies and procedures should clearly

communicate control procedures surrounding the:

a) the maximum checking account levels authorized for each school;

b) initial authorization, annual approval and termination of class accounts, clubs and organizations;

c) receipts and handling of cash receipts;

d) turnover procedures between individual clubs and organizations to their school and the

subsequent timely turnover from the School to the Town;

e) disbursement of cash to third parties, including vendors, students and parents;

f) reimbursement of monies paid by students, teachers and advisors for student activities;

g) purchase and custody of equipment;

h) recording of transactions into an accounting system (including the use of pre-numbered receipts

or similar controls);

i) the reconciliation of bank accounts to the information contained in the accounting system;

j) requirements to issue IRS forms 1099’s to third parties; and

k) the periodic reporting of this financial information to all stakeholders.

Effective policies clearly communicate what is expected of the individual Student Activities, their 

members and advisors along with the intent and purpose behind the expectations.    
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Finding 2 – Student Activity Account Approvals 

Although not required, it is good practice for the School Committee to approve each student activity 

annually.  This should be done before the start of the school year unless activities are new and created 

during the year.  The approval should include specific funding sources and the objective for each 

activity.  This approval and documentation process is important as over time many Student Activity 

Accounts tend to become dormant and the original intent of an activity is not determinable.  

Finding 3 – Account Classification 

After reviewing the list of Student Activity Accounts at the High School we determined that several 

funds were more appropriately classified as another fund type outside of the Student Activity Fund or 

the names of the funds should be changed to reflect the actual activities of the fund. 

The following funds are not appropriate for student activities accounts and should be reclassified as 

another fund type in the Town’s general ledger: 

There is also a Donations for Students account with a balance of $3,563.25 at June 30, 2017.  The main 

sources of revenue are vending machine revenue, photography commissions, donations and various 

other minor sources.  Most of these revenues should be maintained in revolving and gift funds, while the 

photography commissions and vending machine revenues should remain in the Student Activity 

Accounts to be expended on purposes approved by the School Committee. 

6/30/17

Activity Balance Fund Type

Aggarwal Award -$      Gift Fund

Art Scholarship Fund 3,631.75     Gift Fund

Donations for Students - MBTA Cards 225.00        Gift Fund

Donations (Math, Science, Tech) 574.40        Gift Fund

Evening Academy 3,906.00     Revolving Fund

Innovation Awards 900.00        Gift Fund

John Nolan Memorial 275.62        Gift Fund

Library (Lost books and materials) 341.26        Revolving Fund

Math (Lost books and equipment) 1,486.67     Revolving Fund

Preschool 17,259.77   Revolving Fund

Teacher Supplies - Donations 1,432.38     Gift Fund

Texts/Technology (Lost books and equipment) 4,728.30     Revolving Fund

34,761.15$ 
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In addition, several funds should be renamed and any other activity that was previously run through 

these accounts should by deposited into the Town Treasury and expended through revolving and gift 

funds: 

Finding 4 – Accounting System 

The High School uses Quickbooks to maintain the activity and balances of the Student Activity

Accounts; however as currently designed the system is not meeting the needs of the School. The

individual activities are set up as ‘classes’ in Quickbooks which makes it difficult and cumbersome to 

report on the balances of these activities.  Also, the version of the software is nearly seven years old.

We recommend that the High School purchase a newer version of Quickbooks and implement a new 

chart of accounts that has each activity as an equity account with sub-accounts for revenues and

expenditures.  This would allow for the High School to run a balance sheet report that presents the

current balance of each activity.

We also noted that the High School is carrying cash balances for accounts that have been closed and that 

the cash balance in Quickbooks is not periodically reconciled to the aggregate balance in the student 

activities savings and checking accounts. 

The Middle School uses a spreadsheet to maintain the Student Activity Accounts.  The spreadsheet is 

cumbersome to use as designed as there is separate tab for each month of the school year.  The School 

should consider implementing Quickbooks to enhance its reporting capabilities.  Alternatively, the 

School should redesign its existing spreadsheet to track each activity on a single tab for the entire school 

year. 

None of the four elementary schools maintain a ledger to track the Student Activity Accounts.  These 

schools should utilized a well-designed spreadsheet that lists the activity/class across the top of the 

spreadsheet in the columns and the transactions in the rows. 

Finding 5 – Training 

6/30/17

Balance

Art - Other to Art - Field Trips 300.21$       

Business to Business - Field Trips 225.38         

English - Other to English - Field Trips 2,008.18      

Guidance - Other to Guidance - AP Exams 6,627.28      

Music to Music - Field Trips 728.07         

Science to Science - Field Trips 1,076.50      

Social Studies to Social Studies - Field Trips 2,720.12      

13,685.74$  
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A sound internal control system regularly assesses the authority and responsibility assigned to its 

employees, has a commitment to training these employees and assigns employees with roles and 

responsibilities within their competencies.   

Currently, there is no ongoing training process for the staff responsible for administering the Student 

Activity Accounts.  We recommend that the Schools initiate a process whereby all individuals 

responsible for the recording and reporting of financial transactions are adequately trained or appoint 

individuals who already have these qualifications. In addition, it is also important to cross-train one or 

more individuals to process day-to-day transactions and generate financial reports for the Student 

Activity funds.   

Finding 6 – Bonding 

Per MGL, Principals are to provide the Town Treasurer/Collector with a bond for faithful performance.  

We determined that only the High School employees have given such bond to the Treasurer/Collector. 

All signors on Student Activity checking accounts, as well as key employees handling significant 

amounts of Student Activity Account receipts, should secure a fidelity bond or be properly covered 

under similar Town insurance coverage. 

Finding 7 – Annual Audits 

MGL requires that the Student Activity Accounts be audited annually.  Based on guidelines issued by

the ESE, at least once every three years this audit should be performed by an outside independent audit

firm.  In other years, the audit may be performed by a responsible individual independent of the student 

activities, with the approval of the School Committee.

With the exception of the High School, this is the first year that the Student Activity Accounts have been 

audited.  The School Committee should implement a policy to comply with the ESE guidelines and 

appoint an individual to conduct the required audits in years that an independent auditor is not engaged 

to perform the audit procedures.  

Finding 8 – Bank Reconciliations 

We found that the High School and Middle School Student Activity checking accounts were being 

reconciled monthly; however, there was no independent review and approval of these reconciliations.  

This is an important internal control as the person reconciling the account is also the person preparing 

the deposits, processing checks and recording the transactions.  A monthly review of checking account 

reconciliations is imperative to mitigate this segregation of duties issue. 

The four Elementary Schools were not reconciling the Student Activity checking accounts monthly and 

several were not maintaining a proper checkbook balance.  It is imperative that the checking accounts be 

reconciled to the bank statements monthly. 

Finding 9 – Submission of Reports 
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As a best practice, the School Committee should implement a policy of periodic reporting of Student 

Activity balances.  Financial reports should be created and submitted in accordance with those 

guidelines to the School Committee, School Business Office, Town Accountant, Treasurer/Collector, 

Principals and the individual student activity class/club advisors as appropriate. 

 

Finding 10 – Standard Forms 

 

Standard forms for turning over deposits and to request a check from the student activity checking 

account are used at the High School, but not at any of the other schools. 

 

All money turned over should be accompanied by a standard deposit form that includes the source of the 

funds and the activity it relates to, the amount being deposited and the signature of the person turning 

over the money.  Cash and checks should be re-counted and a signed copy of the deposit form given to 

the person turning over the funds as a proof of the receipt of funds. 

 

All requests for payments from the student activity checking account should be accompanied by a 

standard disbursement form that includes the activity it relates to, a description of the purpose of the 

disbursement, the amount of the payment and the signature of the advisor.  Along with the form should 

be an invoice(s) and receipts that support the amount requested to be paid. 

 

Finding 11 – Revenue Collection Policies 

 

In gaining an understanding of controls over the receipt of cash for student activities, we noted the 

following deficiencies: 

 

a) Pre-numbered receipts, attendance logs, list of fundraising donors/purchasers or similar 

documentation are not used to support the amount received from student events and fundraisers.  

As a result a reconciliation of the amount turned over and the amount collected cannot occur; 

b) When the above documentation for receipts are not feasible, there are no provisions for a second 

person to count and verify the monies received; 

c) Procedures are not in place to ensure that all student activity receipts are properly locked in a 

safe or similar secure area before the funds are turned over to the Treasurer/Collector; 

d) There is no policy to re-distribute investment income earned to the Student Activity Accounts 

and the Treasurer/Collector is not allocating any interest to the Accounts; 

e) There is no specific policy regarding how revenue sharing or undesignated receipts will be 

distributed (i.e. photography commissions, book fair commissions, store rebates, etc.); 

 

The School Committee Student Activity policies should specifically address each of the above matters. 

 

Finding 12 – Cash Receipt Processing 

 

In connection with sample testing of cash receipts and a review of the school checking account 

statements and checkbooks, the following items were discovered: 

 

1. Donations that are general in nature and not associated with specific Student Activity Accounts 

were recorded to various accounts.  These should be deposited into the Town’s Treasury as gift 

funds and then expended for school purposes through the warrant process. 
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2. We discovered many private grants in the Student Activity Accounts that should be deposited

into the Town’s Treasury as grant funds and then expended for school purposes through the

warrant process.

3. Lost book funds were deposited into several different accounts.  Such funds should be deposited

to a separate school lost book revolving fund and not in the Student Activity Accounts.

4. Nearly all deposits were not accompanied with any supporting documentation.  When feasible,

revenues turned over should include detailed support such as list of students paying for a trip or

school event; lists of purchasers of fundraising items, yearbooks and similar items; and an

accounting of pre-numbered tickets sold for plays and similar events that consist of a

reconciliation of tickets sold to monies received.  This support can then be used to validate

payments of related invoices.

Finding 13 – Purchasing and Disbursement Policies 

In gaining an understanding of controls over the disbursement of student activities monies, we noted the 

following deficiencies: 

a) Attendance logs, list of fund raising purchasers or similar documentation are not used to support 

the amount disbursed for student activities when applicable.  Such documentation should be 

compared to the invoice total to verify the amount paid;

b) Voided checks are not maintained in a secure location and no log accounting for voided checks is 

maintained;

c) There is no policy encouraging the use of competitive procurement procedures even though there

is no legal requirement to do so;

d) There is no policy requiring mitigating controls when the check writer is also the person

reconciling the bank statements;

e) W-9 forms are not requested from vendors to comply with IRS regulations for High School 

Student Activity disbursements;

f) There are no procedures to issue 1099 forms to vendors to comply with IRS regulations for High 

School Student Activity disbursements.

The School Committee Student Activity policies should specifically address each of the above matters. 

Finding 14 – Cash Disbursement Processing 

In connection with sample testing of disbursements the following items were discovered: 

1. A check was written for $100 to pay a High School student to teach Spanish to preschoolers.

This is not a student activity and should be run through a school revolving account.

2. General school supplies, equipment, scholarships and bottled water were paid from various High

School Student Activity Accounts which are not an appropriate use of funds.

3. In all other schools except the High School, many disbursements related to curriculum or

operating budget items such as supplies/materials and books, as well as staff breakfasts,

luncheons and gift cards.  These were primarily funded through photography commissions.

These disbursements are not permissible since such commissions, and all Student Activity

Account monies, are specifically to be used for the benefit of students.
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4. In the Marshall Simonds Middle School accounts, disbursements related to student activity block

supplies and materials are paid from Student Activity monies then submitted for reimbursement

through the School budget via the warrant process.  The check paid to the School is then

deposited into the checking account.  These purchases that will be paid from the School budget

should no longer be paid through the Student Activity checking account.

Finding 15 – Class Accounts 

The School Committee does not have specific policies regarding the disposition of unclaimed class 

account monies.  The ESE recommends that the School Committee approve a policy that specifies how 

these funds shall be disposed upon a class’ graduation. Notification of the manner of disposition should 

be given to the class officers and all students who contribute to the class accounts.  Such policy should 

specify how long the class account may remain active after graduation (i.e. 90 to 180 days).  After the 

waiting period, the policy should specify if and how the remaining funds will revert to other student 

activity groups (such as the incoming senior class), or other specific disposition instructions. 

Finding 16 – Inactive Accounts 

The School Committee does not have specific policies regarding the disposition of inactive Student 

Activity Account monies.  Written policies should provide for written notice by the advisor or student 

officer to the School Principal that the activity should close.  If an advisor or student advisor is no longer 

available, such discontinuance should be by vote of the School Committee.  All assets of the student 

activity should be identified in writing. Any disposition of assets should be determined by the School 

Committee, but in no case should the disposition benefit specific individuals.  Such policies should be 

communicated to the students who contribute to the accounts, whenever possible.

We noted nineteen such inactive accounts at the High School:

Last 6/30/17

Activity Activity Balance

African American Students 6/23/14 60.34$      

AV 10/24/08 251.45      

Best Buddies 7/24/14 269.23      

Bookstore - Other 12/16/10 238.10      

Chess Club 1/24/08 56.43        

Class Gift Account 6/16/09 144.12      

Future Teachers 5/8/13 186.02      

Got Books, Inc. 8/9/12 67.08        

Help Desk 10/30/14 395.36      

Horticultural 10/18/07 24.69        

Leadership and Social Change 6/24/10 20.00        

Medical Careers Club 6/18/09 2.18          

OPEN - Operation Environment 1/4/13 566.56      

Passing the Legacy 6/4/05 99.00        

Peer Mediation 10/18/07 171.77      

Ping Pong Club 6/18/09 230.00      

SEA 1/31/08 49.00        

Support Our Troops 1/4/11 184.40      

Student Activity Accounts - Other 3/13/15 288.24      

3,303.97$ 
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Finding 17 – Deficit Accounts 

The School Committee does not have specific policies regarding deficit accounts.  The ESE 

recommends that the School Committee develop a policy for remedial action whenever a deficit exists 

as such a position becomes a liability to other individual activities or classes in the future.  Possible 

remedial action could include funding from School Committee appropriation, accumulated investment 

earnings, surpluses of inactive accounts, gifts from an activity with a surplus balance through approval 

of the advisor or any other legal means. 

We noted two such deficit accounts at the High School: 

Finding 18 – Travel Policies 

The School should adopt formal policies and procedures for student travel related to student activities 

(i.e. field trips, out of state and abroad). The policy should address how travel is authorized, the method 

or methods of paying travel expenditures, and final accountability for all travel costs associated with a 

trip. 

The final accountability should include at least the following: date; notation of advance funds received 

(if applicable - amount, date, and check number); complete listing of itemized expenditures paid -

together with documentary evidence of payment; totals of cash or checks expended; notation and totals 

of credit card or open account expenses (if applicable); the amount returned to the student activities if 

advances received exceed documented expenditures; the amount of additional reimbursement requested 

if travel expenses incurred exceed travel advances received; signature of person completing final 

accountability statement and signature of School Principal or their designee to indicate that there has 

been an acceptable final accountability.

Finding 19 – Elementary Schools 

The following observations for the most part existed at all four elementary schools; they are 

consolidated here as summary items:  

Each School maintains between 8 and 10 checking accounts for its Student Activities.   Each grade, K-5 

has its own, mostly for field trips; and the Library, Principal, Sunshine Fund, Media and other accounts 

exist also.  Most of the accounts, if not all, utilize the Town’s FID number. 

6/30/17

Activity Balance

Class - 2003 (148.00)$     

World Language - Other (25.76)         

(173.76)$     
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At the time of our visit we met with mostly with the Principals and the Principals’ secretaries.  We were 

only able to review the activity in the Principals’ accounts since all the other accounts are maintained by 

teacher’s who were still on summer break at that time. 

The following observations were made based on our review of this limited activity and discussion of the 

process for student activities: 

1. In accordance with Student Activity legislation, each School should only maintain one checking

account for all of its functions; this account is the responsibility of the School Principal. The

Principal and Town Treasurer must be the authorized signers on this account.

2. A second account must be maintained at the Town Treasurer’s Office. This is the account through

which all deposits are made.   Currently there is no account at the Treasurer’s Office; all deposits

are made to the individual checking accounts.

3. A request for a payment of an invoice related to Student Activities must be made to and approved

by the School Principal.  This is currently not the process as teachers simply withdraw funds from

the checking accounts or write checks against those balances with no authorization.

4. When a series of payments depletes the checking account a request to the Town Financial Offices to 

replenish the checking account is necessary.  This request must be supported by invoices or other 

backup that caused the checking account to be depleted.   The replenishment must be made through 

the Town warrant process.

5. Observations 4 and 5 provide two extra layers of review regarding a disbursement that currently do 

not exist.

6. A side ledger must be maintained which tracks the balance available for each of the activity of

class/grades.  In excel, the easiest way to accomplish this is by listing the activity/class across the

top of the spreadsheet in the columns and the transactions in the rows.  No such ledger is currently

maintained.

7. In total, the aggregate balances of this ledger must agree to the aggregate balances of the checking

and savings account.  This reconciliation should be completed monthly.  Currently, none of the

accounts are ever reconciled.

8. Specific findings related to the School Principal accounts which we were able to review:

a) The check registers are incomplete as debit transactions, withdrawals and deposits are not

recorded.

b) A running balance in the check registers is not maintained.

c) The check registers have never been reconciled to the checking account.

d) The main source of the funds in the checking account is the photography stipend.
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e) Other sources of funds are donations and minor fund raisers. These should be deposited into the

Town’s Treasury as gift funds; and then used for school purposes at that level.

f) Almost all disbursements relate to curriculum or budget type items such as supplies/materials or

books as well as staff appreciation luncheons and gift cards; this is not permissible since

photography stipends are specifically to be used for students.

9. Unrelated to Student Activities, the each School maintains a Sunshine Fund, which is a collection of

funds from staff to fund staff events and also to purchase flowers for funerals, weddings, baby gifts

etc.  Most of these are in the Town’s FID#.  Sunshine funds are permissible but because they relate

personally to staff and not students they can’t be in a Town FID# account.

10. Also unrelated to Student Activities are Library and other miscellaneous accounts; it is unclear what

these accounts are used for or how they are subsidized.

11. None of the Principals or Secretaries were able to tell us what controls exist on cash handling; in 

other words, when money is collected for a field trip by a teacher, where is it kept prior to deposit.  

Is it kept in the classroom? Brought home? Or what other means of security?

12. None of the cash handlers are bonded in the event of a theft or loss of cash.

13. None of the activities are approved by the School Committee.

14. There are no formal polices or procedures for completing transaction or administrating the

activities.
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