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           TO:     Susan Yom, Superintendent of Schools  
  
      FROM:    Dr. Grace Chan, Assistant Superintendent for Finance &   
  Operations  
 
      DATE: August 14, 2023 
               
SUBJECT: Internal Audit Services – Extraclassroom Activity Funds  

Corrective Action Plan  
 
 
 
  The following resolution requires Board of Education action: 
 
 

BE IT RESOLVED: That the Board of Education accepts the 
Corrective Action Plan as submitted for the Internal Audit Report-
Extraclassroom Activity Funds. 
 
Comments and Recommendations – During our review of the 
District’s policy related to Extraclassroom Activity Funds, we found 
the policy needs to be more specific relative to the required 
procedures of the Extraclassroom Activity funds.   
 
We recommend the district review the existing policy to include the 
procedure requirements of the Extraclassroom Activity Funds as 
described in “The Safeguarding, Accounting, and Auditing of 
Extraclassroom Activity Funds” pamphlet provided by the New York 
State Education Department. 
 

Corrective Action Plan – The School Business Official and District 
Treasurer will work with the District Clerk to acquire NYSSBA 
Policy Updates relative to Extraclassroom Activity Funds.  Updates 
and/or revisions will be made to such policies as deemed 
necessary and will be brought before the Board of Education for a 
First Reading on or before December 22, 2023 and additional 
readings as needed prior to approval of the revised policies.  Policy 
revisions will be completed and approved by the end of fiscal year 
2023-24 or by June 30, 2024.   



 
 
 
Comments and Recommendations – Middle School 
During our review of the clubs, we noted that the clubs are not 
keeping minutes for the club meetings.  We recommend that for 
each club meeting there is attendance taken and that there are 
minutes taken for each meeting. 
 
During our review, we found that not all clubs are keeping their own 
books and records and keeping track of their balances. We 
recommend that each club student officers keep their own books 
and records and regularly reconcile them to the extraclassroom 
activity treasurer’s books and records. 
 

Corrective Action Plan – The School Business Official and District 
Treasurer will work with the Middle School Building Principal and 
the Extraclassroom Activity Treasurer to develop internal policies 
procedures to support to ensure that clubs are keeping minutes as 
required and keeping their own books and records.  In addition, the 
School Business Official and the District Treasurer will work with 
the Internal Auditor to schedule a date for training on proper 
accounting procedures.   
 
Comments and Recommendations – High School 
During our review we found that not all clubs are keeping their own 
books and records and keeping track of their balances. 
 
We recommend that each club student officers keep their own 
books and records and regularly reconcile them to the 
extraclassroom activity treasurer’s books and records. 
 
During our review of the summary Extraclassroom schedule we 
found there to be clubs listed that did not have activity during the 
year ended 6/30/22 or during the current fiscal year.   
 
We recommend the district review these clubs to determine if they 
should be considered inactive clubs.   
 
During our review of fundraising activities to ensure profit and loss 
statements are being filled out for each individual fundraiser we 
found that there were receipts for fundraising that did not have 
profit and loss statement attached.   
 
We recommend profit and loss statement is prepared and attached 
to all cash receipts for fundraising activities. 



Corrective Action Plan – The School Business Official and District 
Treasurer will work with the High School Building Principal and the 
Extraclassroom Activity Treasurer to develop internal policies 
procedures to support to ensure that clubs are keeping their own 
books and records.  In addition, the HS Building Principal and the 
HS Extraclassroom Treasurer will review the list of clubs to 
determine if any clubs should be made inactive.  The 
Extraclassroom Treasurer will work with the Club Activity 
Treasurers to make sure that profit and loss statements are 
submitted for all fundraising receipts.  In addition, the 
Extraclassroom Treasurer will not submit deposit receipts to the 
Business office unless the proper backup documentation is 
attached including a tally sheet and flyers or promotional materials 
detailing prices of items sold.   
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