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Independent Accountant’s Report on Applying Agreed-Upon Procedures 

 

The Honorable Members of the Board of Selectmen 

Town of Burlington, Massachusetts 

 

We have performed the procedures specified in Schedule I, which was agreed to by the Town of 

Burlington “the Town”.  The procedures were performed, solely to assist the Town of Burlington 

and its School Department (the Department) in analyzing the administration of its Music and 

Performing Arts Revolving Fund (the Revolving Fund) and the possible identification of process 

deficiencies and needed improvements.  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 on Schedule I either for the purpose for which this report 

has been requested or for any other purpose. 

  

We have attached to this report an overview of the Department’s Revolving Fund operations and 

recommendations for improvements as Schedule II. 

  

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

expression of an opinion on the Department’s Revolving Fund operations.  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, the Department and their 

respective management. It 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 

Certified Public Accountants 

Woburn, Massachusetts 

August 29, 2017 
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SCHEDULE I – AGREED UPON PROCEDURES 

 

 

1. We made inquiries as to the types of programs provided, the sources of revenues for 

those programs and the resources used in providing those programs. 

2. We reviewed the general ledger, payroll, purchase and receipt records to determine the 

types of transactions that are posted to the Revolving Fund. 

3. We made inquiries regarding cash handling procedures of the Department. 

4. We reviewed the procedures employed in selling tickets to attend Department programs. 

5. We made inquiries as to the processes used to report and reconcile the Departments 

activities. 
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SCHEDULE II – OVERVIEW OF THE SCHOOL DEPARTMENT’S MUSIC AND 

PERFORMING ARTS REVOLVING FUND OPERATIONS AND 

RECOMMENDATIONS FOR IMPROVEMENTS 

 

OVERVIEW 

 

The Department maintains a Revolving Fund for the activities related to its fall drama 

production, a spring musical and summer theater programs. The productions are held in the 

Fogelberg Performing Arts Center at Burlington High School with a capacity of approximately 

800.  In addition, a community concert series that brings in national music acts and various 

student performing arts related activities have been accounted for in the Revolving Fund.  

 

The activity in the Revolving Fund for the previous two fiscal years and the current fiscal year to 

date is as follows: 

 

 
 

As noted above the Revolving Fund has operated in a deficit for at least two fiscal years.  The 

$80,237 deficit at August 23, 2017 approximates the permanent deficit in the fund as most of the 

summer theater program is reflected in the expenditures.  The Revolving Fund was subsidized by 

the School Department operating budget by approximately $31,000 in fiscal years 2015 and 2016 

or the permanent deficit would be worse.  The deficit appears to be the result of mounting losses 

from the Burlington Community Concert Series and student productions, expenditures for 

student related items for which they were not charged, as well as equipment and supplies that 

should have been charged to the operating budget.       

 

Under Massachusetts General Law (MGL), funds can only be expended from revolving funds to 

the extent that revenues are available, therefore, the Department is carrying a deficit that must be 

funded through other available funds or the tax rate setting process.  As more fully described in 

the recommendations for improvements, the Burlington Community Concert Series does not 

meet the criteria for inclusion in a School revolving fund for educational activities and the 

School must cease to operate the program through the Revolving Fund. 

 

The receipt and expenditure records of the Department were not organized in a manner that 

allowed for a financial analysis of each individual production/activity.  The Department did 

provide a profit and loss summary of the Burlington Community Concert Series which was 

reviewed and discussed in more detail in the recommendations. 

 

(Through

8/23)

2016 2017 2018

Receipts 135,783    137,227    19,061     

Expenditures 152,636    182,636    47,976     

Fund Balance (5,913)      (51,322)    (80,237)    
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RECOMMENDATIONS FOR IMPROVEMENTS 

 

Accounting for Revolving Fund Transactions 

 

The Department did not provide us with a separate accounting of Revolving Fund transactions 

that could be reconciled to the Town’s MUNIS general ledger system, aside from a budget to 

actual analysis of the Burlington Community Concert Series which appeared to be incomplete.  It 

is imperative the Department maintain a ledger to track costs of the Revolving Fund, by activity 

and/or program, to ensure that the Revolving Fund is not running a deficit in any of its programs.   

This accounting should be reconciled to the activity posted in MUNIS.   

 

Detailed source documentation should be maintained that support the charged to the Revolving 

Fund.  Revenues should be supported with a detailed listing of amounts collected for amounts 

collected directly from parents or students or with reports from the Department’s ticket vendor, 

for each program.  Payroll and vendor disbursements should be supported by payroll timesheets 

and vendor invoices, by program. 

 

Burlington Community Concert Series 

 

The School hosts four concerts each year with local and national musical performers as part of 

the Burlington Community Concert Series.  We reviewed departmental records which showed 

that the four show concert series lost between $35,000 - $40,000 in fiscal year 2017.  The profit 

and loss summaries showed that each concert was budgeted at a loss and appeared to be 

incomplete as the actual custodial costs posted in MUNIS were higher than summaries.  The 

average gate for these shows were approximately $6,000, while the average talent fee was 

approximately $10,000 before charges for hotels, meals and transportation for the talent, 

publicity, advertising and other costs.   These losses are one of the main drivers of the Revolving 

Fund deficit. 

 

School Committees have the discretion to operate revolving funds for educational based 

extracurricular programs under their control using MGL Chapter 71, Section 47.  As this concert 

series is not an extracurricular educational program, the activities should be accounted for in a 

revolving fund under MGL Chapter 44, Section 53E ½, which requires annual approval from 

Town Meeting.   

 

We also noted that in fiscal year 2016, the School operating budget was charged for $14,500 of 

costs related to the concert series from surplus funds at the end of the school year.  For the same 

reasons noted above, these charges are not appropriate for the School operating budget. 

 

The Burlington Community Concert Series, while a worthwhile endeavor, is a costly one and 

likely cannot be continued without a significant commitment from Town Meeting or sponsors in 

the community.  
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Ticket Sales 

 

The Department uses TIX third party vendor software to sell tickets to its productions online, 

through its box office in advance and the day of the show.  TIX charges the purchaser and the 

department fees based on the type of transaction.  The Department does not prepare a detailed 

reconciliation of the tickets sold against the money collected for each show.  This is primarily 

due to the lack of accountability for cash collected for ticket sales on the day of the show.   

 

The department has a single individual selling tickets on the day of the show that, to meet 

demand and avoid additional TIX fees, processes the tickets as a ‘comp ticket’ then collects the 

funds without documenting the price level of the ticket ‘comped’.  The Department should 

increase the number of ticket sellers on the day of the show and implement a system to 

accurately record the number of tickets sold and amount collected from these sales.  At the end 

of each show, the Department should perform a detailed analysis of the tickets sold and reconcile 

that to the amount collected to ensure they agree. 

 

Charges to the Revolving Fund 

 

We noted many charges to the Revolving Fund that did not appear appropriate and have 

contributed over $15,000 to the deficit balance in the Revolving Fund since the beginning of 

fiscal year 2016.  It is difficult to assess the exact effect on the deficit as a fee was charged to the 

students for some items and we could not ascertain the revenues collected from students for these 

items.  These charges, which include items that should be charged to the operating budget, 

student activities funds or not charged to the School at all, are detailed as follows.   

 

Items that should be charged to the operating budget 

 

• Stage equipment, podium, speakers, microphones, cables, electrical supplies (while 

related to the activities in the Revolving Fund, given the Revolving Fund deficit and that 

these items have a useful life of at least one year, it is more appropriately spent from the 

operating budget) 

• Plaques for awards night 

• Music textbooks and other books 

• Color scanner 

• Music equipment repairs 

• Chairs and police details for band concerts 

• Staff travel 

• Water 

• Membership fees 

 

Items that should be charged to the student activity fund 

 

• DVD’s of shows for students (provided free) 

• Cast photos for students (provided free) 

• T-shirts for students (fee was charged) 

• Trips to Great East festival and other events (fee was charged) 
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Items that should not be paid through a Town warrant 

 

• Catering and supplies for cast party (provided free) 

• T-shirts for adults (provided free) 

 

The items that should not be paid by the School noted above should be paid directly by the 

students, staff or volunteers, or alternatively these could be funded by a music booster 

organization.  The cast party costs if entirely benefiting students could be charged to the student 

activity fund, however any participation by non-students would make that treatment ineligible.  It 

was communicated to us that the cost of t-shirts for staff were funded through the t-shirt sales to 

students.   

 

Personnel Costs 

 

Custodial costs are charged to the Revolving Fund directly without approval from the department 

head.  This condition does not allow for proper approval of payroll charges and inhibits the 

analysis of each program and activity if the department head does not know what is charged to 

the Revolving Fund.  In the future, the department head should be provided with a detailed 

listing of all custodial costs being charged to the Revolving Fund for approval. 

 

We also noted that certain hourly personnel listed on payroll sheets were being paid on vendor 

checks.  Other persons being paid fixed amounts on vendor checks for duties related to the 

programs and activities of the department were paid solely based on a signed payroll sheet.  The 

School should analyze all of these persons to determine if the qualify as employees or vendors.  

Employees should be paid on the School’s payroll after submission of a timesheet and those that 

qualify as vendors should submit an invoice for services, or the School should create a form for 

these vendors to complete and submit to be paid on a vendor warrant. 

 

Cash Box 

 

The Department maintains approximately $200 in a cash box to make change for ticket 

purchases.  This cash amount is not recorded on the Town’s general ledger, which means at some 

point in the past these funds were collected and not turned over to the Town Treasurer.  We 

recommend that the Department prepare a turnover form to the Town Treasurer and formally 

request an amount of petty cash be maintained in the Revolving Fund.   

 

 

 
* * * * * 


