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General Controls
1. Segregation of Duties
- Ensure that the functions of entering and approving are properly separated
2. Review

- Review should be performed by administrators to ensure that errors do not occur

3. Approval
- The principal or designee must approve transactions
4. Documentation Support

- Documentation must be obtained to support transactions (i.e. purchases, payments, etc)
5. Safeguarding Assets
- All items must be safeguarded to avoid theft
Safety Drills



I/C #1:
Conduct the minimum number of the following drills:

· Fire

· 12 per school year (8 should be conducted by December 1st):
· Bus

· 3 per school year (1 should be conducted within the first 5 days of school):
Required Form(s):
Fire Drills:
http://erceo.nycenet.edu/schoolfireinfo.asp?systemid=13
Bus Drills:
http://erceo.nycenet.edu/ 

Record Retention:
3 years

To view detailed information on safety drills click the following links:
Fire Drills:


http://public.leginfo.state.ny.us/menugetf.cgi?COMMONQUERY=LAWS

Search for “807” and then select “Education Law § 807”

Bus Drills:

http://schools.nyc.gov/Offices/Transportation/SchoolResources/SafetyDrills/default.htm
 
http://mtapp21.nyced.org:8080/docushare/dsweb/Get/Document-39/A-801.pdf
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MetroCard



I/C #2:

Maintain a MetroCard distribution log:  


Log should include the following:

· Student name and signature

· MetroCard number

· Replacement information (if needed)

Required Form:
MetroCard Log
Reconciliation:
Schools must perform monthly reconciliations to account for all MetroCards issued, on hand, lost/stolen, deactivated, etc.:   
Record Retention:
6 years

To view detailed information on MetroCard click the following link:
http://schools.nyc.gov/NR/rdonlyres/F5DB6301-684C-403D-82BA-C3097805D9F2/40339/ATSMetroCardPracticesandProceduresrevised608.pdf
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Equipment and Textbook Inventory



I/C #3:
Establish an inventory listing (manual forms/cards and/or computerized records) and periodically update for all items meeting the following criteria:

· 
Equipment:  “Items which can be reused or which maintain their character through use, and usually costs at least $5,000.  Other such items, which may cost under $5,000 such as typewriters, video cameras, TV sets, tape recorders, science lab equipment, musical instruments, digital cameras, DVD players, etc., must also be inventoried.” [See section 2.4 of Inventory SOP]
· Published and copyrighted materials used for instruction that have more than 10 copies (e.g. textbooks, audiotapes, videotapes, computer software); this excludes workbooks that have been distributed to classroom

· Textbooks purchased with New York State Textbook Law (NYSTL) funds

· Supplies and materials stored in bulk

I/C #4:
Conduct an annual inventory update inventory listings:
· 
Equipment by April 15th
· Textbooks by April 15th
Any discrepancies should be investigated and reported to management.
I/C #5:
Periodically review the inventory records and storage sites to ensure that all supplies, equipment and textbooks are being fully utilized.  
Required Form(s):


· Equipment Inventory List
· 
Textbook Inventory Record
· 
Annual Inventory Statement


[image: image4.wmf]Reconciliation:
“Site administrators should periodically spot-check inventory records to see if appropriate inventory control procedures are being observed at each site. Differences between records and physical counts should be investigated and reported to management.”

Record Retention:
6 years.
To view the entire SOP chapter on Inventory click the following link:


http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1114
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Per Diem



I/C #6:
Per diem eligibility must be checked daily prior to calling per diems to provide service and 

only eligible candidates should be authorized for service.   

Required Form:
Class Coverage Log



Reconciliation:
Per diem’s time records should be reconciled periodically to entries made in the Per Diem Payroll System (PDPS) to ensure accuracy of payments.

Record Retention:
6 years

To view other resources on per diem click the following links: 

Per Diem Payroll Information Sheet 
Per Diem Payroll Timekeeping Guide (See page 5 for Substitute Eligibility Information)

http://schools.nyc.gov/NR/rdonlyres/EB241CC4-B264-443A-A742-66C8954FBBB1/0/PerDiemTimekeepingGuide.pdf 
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Class Coverage



IC # 7:
Maintain class coverage logs which should include at a minimum the following:
· Date of coverage

· Name of absent teacher

· Per diem name

· Name of covering teacher if no per diem is hired
· Periods that were covered
Required Form:
Class Coverage Log

Reconciliation:
Time records should be periodically reconciled to entries made in the Employee Information System (EIS) to ensure the accuracy of payments.

Record Retention:
6 years

To view other resources click the following link:
http://schools.nyc.gov/dfo/payroll/qbank/css/qbank_49.htm
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Per Session



IC # 8:
Employees must use a time clock (if a time clock is not available, a daily attendance report


      should be used) to document his/her service 
IC # 9:
An employee may not work on a per session activity during his/her regularly scheduled 


work hours 

IC # 10:
Per session activities should be advertised (no less than 20 days) prior to the 


commencement of the activity 

IC # 11:
Applications and waivers (if applicable) should be utilized prior to per session employment 
Required Form(s):

· Time card: (in the absence of a time card use a daily log) – Time card
· Hourly Personnel Time Report:  Hourly Professional Personnel Time Report
· Application Form OP 175 
Reconciliation:
Time records (time cards/time reports) should be reconciled periodically to entries made in the per session payroll system.

Record Retention:
Advertisement – 3 years

Application and Waiver Forms – 6 years

Time Records – 6 years
To view entire Chancellor’s Regulation C-175 for per session employment click the following link:
http://docs.nycenet.edu/docushare/dsweb/Get/Document-327/C-175%20%2012-3-08%20Final.pdf
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IC # 12:
Maintain a written timekeeping policy and organization sheet/chart


TK Policy
IC # 13:
School staff should immediately notify their personnel liaison to remove from payroll those 

employees who are on unpaid leave of absence or have left service through termination, resignation, or retirement.
IC # 14:
Cancel Direct Deposit of employees who are going to be on unpaid leaves, terminated or 

retired.  directdepositform8afillable.pdf
IC # 15:
Return undistributed checks to the Bureau of Check Management within three (3) days of issuance (each check requires a Statement of Undistributed Paycheck form). School should also maintain an undistributed paycheck log for tracking purposes.
Required Form(s):
· Sample of Timekeeping Policy:




http://schools.nyc.gov/oag/ico/sampletimepolicy.pdf
· Statement of Undistributed Paychecks
http://dfoapps.nycenet.edu/SOP/files/Exhibit%20B%20-%20Statement%20of%20Undistributed%20Paycheck%20(2).pdf 

· Undistributed Paycheck Log:


Undistributed Paycheck Log
Reconciliation:
Periodically review the payroll roster to see who is being reported as working at




your school to prevent incorrect expenses being charged to your school budget




and reduce the risk of no-show jobs.

Record Retention:
6 years
To view other resources click the following links:
SOP%20Memo%201-09.pdf 


http://docs.nycenet.edu/docushare/dsweb/Get/Document-76/C-604__9-13-00.pdf
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General School Funds (GSF)


I/C #16:
GSF funds should be spent on student related activities only.
I/C #17:

Each GSF account must have a minimum of three (3) authorized signatories:

· Two of the three signatories must endorse each check

· The treasurer cannot be one of the authorized signatories.

I/C #18:

The following forms/records should be completed for the collection/disbursement of funds:

· Authorization to Collect form.pdf
· Request for Expenditure form.pdf
· Final Statement form.pdf


· Sample Treasurer Receipt.pdf
· Cash Receipt Journal.xls
· Cash Disbursement Journal.xls


Reconciliation:
Monthly bank reconciliations should be performed by the treasurer within ten (10) days of receipt of the bank statement, to verify that the bank balance agrees with the school’s records.  The completed reconciliation should be submitted to the Principal or designee for review, signature and approval.
Record Retention:
6 years

To view the entire SOP chapter on General School Funds click the following link:


http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1024

Procurement (OTPS)



I/C #19:
Every effort should be made to purchase goods/services from contracted vendors.  Competitive bidding should be adhered to for non-contracted vendors.




I/C #20:
The acknowledgement of goods/service should be documented (signed/initialed and dated) and deliveries should be made directly to the school site.

I/C #21:
Schools should not enter into contracts with vendors by themselves.  They should contact their ISC Officer or Network Business Manager first to determine if a contract is needed or if the goods/services they need are available under a current contract.
Required Form(s):



Bidding Documentation

Purchasing documents
Reconciliation:
Goods/Services received must be compared to Goods/Services ordered to ensure that the originally ordered items are correct.
Record Retention:
6 years

To view the entire SOP chapter on Procurement click the following link:


http://dfoapps.nycenet.edu/SOP/Default.aspx?c=1185
Procurement Card



I/C #22:

Maintain a procurement card usage log.







- Log should include the following:

· Vendor name

· Date of purchase

· Brief description of the purchase

· Quantity

· Unit Cost

· Total Amount

I/C #23:
Monthly online certifications must be completed using FAMIS within 2 weeks of receipt of e-mail notification.  
Required Form:
PCard Usage Log


Reconciliation:
Expenses listed on the certification screen should be reconciled with the bank statement, p-card log and invoices.
Record Retention: 
6 years

To view the entire SOP chapter on OTPS/Procurement Card click the following link:
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Please note that this document is not a complete list of all internal controls.  Please refer to all Standard operating procedures, chancellor’s regulations and other relevant federal, state and local laws.  If you have any questions, please contact your internal control oFFICER at � HYPERLINK "mailto:icthelp@schools.nyc.gov" ��icthelp@schools.nyc.gov�.
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