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                           Small School Financial Review Form
SAES encourages schools to monitor their financial operations to insure stability and good practices.  Annually, all schools are to engage an independent certified public accountant to audit their procedures, accounts, and policies.  However, schools with budgetary revenues of $500,000 or less may engage an auditor to conduct a review instead of an audit with the following items included in that examination of the school’s accounts.
_x_1.  The school’s charter or evidence of authorization by the sponsoring institution.

_x_2.   The school’s bylaws.

_x_3.  The school’s articles of incorporation, if applicable.

_x_4.  Evidence of tax-exempt status with IRS 501(c)(3).

_x_5.  IRS compliance with the publication of non-discrimination policies (see form 5578).

_x_6.  Board of Trustees Handbook with financial policies and procedures included


___a.  Policies concerning development of budget


___b.  Policies concerning balancing the budget or addressing a deficit


___c.  Policies concerning emergency reserves


___d.  Policy concerning access to budget information, including monthly reporting to


departments


___e.   Policies explaining the handling of accounts receivable, payable, donations


___f.   Policy to fund ongoing major repairs and replacements


___g.  Policy concerning management of long-term debt


___h.  Policies for collection of tuition and fees and management of “aged” accounts


___i.   Policy addressing conflict of interest for trustees



___j.   Policy of management of financial aid


___k.  Policies related to gift acceptance

_x__7.  Board finance committee minutes to insure policies are in place and there is regular financial reporting and planning

_x__8.  Current year’s budget

_x__9.  Last two years’ reports of budget vs. actuals; verification of balance sheet; review bank statements and any unusual fluctuations.

_x_10.  Historical review of last three years’ faculty salary scale and salary increases for staff

_x_11.  Evidence of benefits provided for all employees; 

_x_12.  Evidence that management procedures and monitoring compliance with all federal, state regulations and all covenants are in place if the school has been issued tax-exempt bonds 

_x_13.  Enrollment contract that covers fees, payments, unconditional obligations, tuition refund, if any, and acceptance of rules and regulations; last review by legal counsel.

_x__14.  Information concerning a tuition insurance plan, if any.

_x__15.  A list of other fees charged by the school and refund policies, if any, related to them.

_x__16.  If an endowment fund or other restricted funds are in place, provide the articles of incorporation and bylaws of the endowment board, policies for investment and spending, and minutes of recent board minutes.

_x__17.  Financial statements to see that books are being kept on an accrual or modified accrual basis

_x__18.  Chart of accounts including restricted, unrestricted, plant funds including Provision for Plant Replacement Renewal and Special Maintenance (PPRRSM)

_x__19.  Federal, state and local tax returns to verify filing on time.

_x__20.  Management letters from last three audits to determine if recommendations have been met, if applicable.

_x__21.  Verification that no separate bank accounts are open by affiliated organizations (PTA, booster club, etc.) unless the school’s business officer has signatory responsibility.  Review policies for funds management, collection, recording, and reporting.

_x__22.  The most recent audit or review and board minutes indicating that this is presented annually to the full board.

_x__23.  A recent annual financial report to the school’s constituents.

_x__24.  Verification of the school’s insurance coverage:


___a.  Fire and theft


___b.  Auto loss or damage from owned or non-owned vehicle


___c.  General liability/accident or injury


___d.  Umbrella excess liability


___e.  Property, casualty


___f.  Scheduled property


___g.  Errors or omissions or Professional Liability


___h.  Directors’ liability


___i.  Workers’ compensation


___j.  Other:  such as student supplemental medical coverage, flood insurance, business 
interruption insurance, special events coverage

_x__25.  Description of staffing and job descriptions of those who handle the bookkeeping and accounts of the school.  Clarification about bank reconciliation being prepared by other than the person who is responsible for bookkeeping.

Other considerations:

1.  Select two bank statements at random to determine the completeness of enclosures (ie., are all cancelled checks listed on the statement included?)

2.  Review cancelled checks for reasonableness – support for checks made out to individuals or unusual vendors.
1420 4th Avenue, Suite 29


Canyon, TX 79015


(806) 655-2400


Toll Free: (806) 655-7237


Fax: (806) 655-2426


www.swaes.org








