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This section to be completed by Team Leader
	2. FISCAL AND BUSINESS OPERATIONS

	In the column to the right indicate a finding of Y (yes), N (no), or N/A (not applicable) in response to each question below.
	Y

N

N/A
	Use the space below to comment on the item and/ or to indicate where information used to make the Y/N determination can be found.
	Date(s)

Completed

	A.
	Student Attendance

	1.
	What attendance accounting system is used?
	
	
	

	2.
	Does the staff person primarily responsible for attendance reporting appear to be adequately trained?
	
	
	

	3.
	Are there approved policies addressing student attendance, including short-term Independent Study?    
	
	
	

	4.
	Is there an approved Charter School calendar?
	
	
	

	5.
	Is there an approved class (bell) schedule?
	
	
	

	6.
	Is there a process to monitor compliance with the minimum instructional minute requirements?  Who is responsible?

	
	
	

	7.
	Is there a minimum of 175 instructional days?
	
	
	

	8.
	Does the Charter School maintain a class list for all students?


	
	
	

	9.
	Is attendance taken daily by individual responsible for reporting attendance?

	
	
	

	10.
	Are absences excluded from the apportionment days?


	
	
	

	11.
	Is there a process to compile school wide ADA
	
	
	

	12.
	Has ADA only been claimed for teachers who hold an appropriate certificate, permit or other document issued by CTC? [EC 47605(l)]

	
	
	

	
Student Attendance – Independent Study
	
	
	

	13.
	Are records maintained for audit?


	
	
	

	14.
	Does Independent Study ADA appear to meet all state requirements?
	
	
	

	15.
	Does the Charter School meet the requirement related to the ratio of ADA to FTE certificated employees as prescribed under 5CCR 11704?

· 25:1, or;

· The ratio of pupils to full-time equivalent certificated employees for all other educational programs operated by the largest unified school district, as measured by average daily attendance, as reported at the second principal apportionment in the prior year, in the county or counties in which the Charter School operates.
	
	
	

	16.
	Does the Charter School adhere to the geographic restrictions set forth in EC 7605.1(c)?
	
	
	

	17.
	Does the Charter School have written policies related to Independent Study that reflect compliance with EC 51747?
	
	
	

	18.
	Does the Charter School have records that demonstrate adherence to policies related to
EC 51747?
	
	
	

	B.
	Cash Receipts
	
	

	1.
	Are there approved policies addressing cash receipts?
	
	
	

	2.
	Are receipts issued for all monies received?
	
	
	

	3.
	Is an audit trail maintained to assure deposit of all monies?
	
	
	

	4.
	Is cash stored in a secure place prior to deposit?
	
	
	

	5.
	Are deposits made in a timely manner?
	
	
	

	6.
	Is there a segregation of duties for receipt of monies, deposit of monies, and reconciliation of banks statements?
	
	
	

	7.
	Are records maintained for audit?
	
	
	

	C.
	Disbursements
	
	

	1.
	Are there approved policies addressing disbursements?
	
	
	

	2.
	Do disbursements require:
	

	a)
	 An original invoice from the vendor?
	
	
	

	b)
	 A receiving document?
	
	
	

	c)
	 Appropriate approval of the purchase?
	
	
	

	3.
	Are checks signed by authorized employees?
	
	
	

	4.
	Is there a system to maintain vendor payment information for preparation of 1099s?
	
	
	

	5.
	Is there a segregation of duties between purchasing, receiving, and accounts payable?
	
	
	

	6.
	Are disbursements approved/ratified by  Board?
	
	
	

	7.
	Are records maintained for audit?
	
	
	

	D.
	Payroll
	
	

	  1.
	Is approved salary schedule reflected in Board minutes?
	
	
	

	2.    
	Are tax deposits made in a timely manner?
	
	
	

	3.
	Are earning recorded for retirement reporting to Social Security, PERS, STRS?
	
	
	

	4.
	Is there a system to provide STRS data to the LEA?
	
	
	

	5.
	Is there a system to maintain employee earning records for preparation of W-2s?
	
	
	

	6.
	Is there segregation of duties between maintenance of employee data, salary schedules, and payroll payments?
	
	
	

	7.
	Are records maintained for audit?


	
	
	

	E.
	Budget, Accounting, and Financial Reporting
	
	

	1.
	Are there approved policies addressing budget, accounting and financial reporting?
	
	
	

	2.
	Has the budget been approved by the Board?
	
	
	

	3.
	Is there a process to review and revise the budget for changes in student enrollment and operations?
	
	
	

	4.
	Are budget revisions approved/ratified by the Board?
	
	
	

	5.
	Are financial obligations provided for in the budget?
	
	
	

	6.
	Are separate accounts maintained for restricted revenues and expenditures?
	
	
	

	7.
	Are financial reports prepared and reviewed by the Board on a regular basis?
	
	
	

	8.
	Are financial reports provided to the LEA on a regular basis?
	
	
	

	9.
	Are cash flow projections prepared and updated on a regular basis to assure sufficient funds are available to meet the Charter School’s financial obligations?
	
	
	

	10.
	Are cash flow projections provided to the LEA on a regular basis?
	
	
	

	F.
	Audit
	
	

	1.
	Which audit firm from the state-approved list has been selected?



	2.
	Has an audit schedule/timeline been developed?


	
	
	

	3.
	Has a copy of the audit for the prior year been provided to LEA?     
	
	
	

	4.
	Has a corrective plan of action been developed and implemented for each finding and recommendation?


	
	
	

	5.
	Have the prior year findings and recommendations been implemented?

	
	
	

	6.
	Are records maintained for audit?


	
	
	

	G.
	Financial Condition
	
	

	1.
	Is a prudent level of reserves maintained for economic uncertainties?
	
	
	

	2.
	Are multi-year financial projections prepared?
	
	
	

	3.
	Are the projections and assumptions reasonable?
	
	
	

	4.
	Have all long-term debt obligations been included?
	
	
	

	5.
	Based on the projections, will the Charter School be able to meet its financial obligations and maintain a prudent level of reserves in the current and two subsequent fiscal years?
	
	
	

	H.
	Equipment Inventory
	
	

	1.
	Are there approved policies addressing the purchase and maintenance of equipment?
	
	
	

	2.
	Is an equipment inventory:
	

	a)
	Maintained?
	
	
	

	b)
	Physically on [each] site?
	
	
	

	3.
	Is equipment purchased with federal funds identified?
	
	
	

	4.
	Are records maintained for audit purposes?
	
	
	

	Review conducted by: 

______________________________________________/___________________________________________________/________

Print Name 



 
Signature



Date
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