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Purpose

Managing your school’s financial resources wisely will help drive student achievement. By operating within approved budgets and adhering to fiscal guidelines, we are ensuring the long-term viability of your school to carry out its mission.  The purpose of this financial deep dive is to provide an assessment of how well your academy is adhering to internal fiscal policies, procedures and controls. 

Process

The finance deep dive is an audit-based data collection effort. For this deep dive, the audit results will be shared with the DSO during the deep dive review. As results are reviewed, there will be an opportunity to reflect –and in the event of significant deficiencies and gaps – create a plan for correcting the deficiencies and closing gaps.

Section I. Files and Organization
	Indicators
	M
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Overall, files are organized in content groups (e.g., A/P, Payroll, Personnel, Grants).

(M = Files are organized by content group, DNM = Files are not organized by content group)

Instructions: RDO visually inspects filing system for organization into content groups.
	
	
	
	
	

	Invoices are filed neatly and chronologically (by date of check NOT date of invoice) within the vendor files.

(M = All 10 files have all invoices in chronological order, P > 8 files in order, IP ≥ 6 files in order, DNM < 6 files in order) 

Instructions: RDO pulls 10 vendor files to check organization and chronology of invoices. Note: the RDO can use the same 10 vendor files for all focus areas.
	
	
	
	
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




Section II. Accounts Payable
	Indicators
	M
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	There is a PO/Shipping receipt/Invoice/Check stub (stapled as a package) for every paid invoice. Note: An automatic recurring invoice (such as Verizon, ADP, utilities, interest on a loan, etc.) does not need a PO, however, DSOs should be ensuring that the school is not paying sales tax on these invoices.
(M = All 10 files have properly “packaged” invoices, P = 2 of the 10 files do not have attached documentation, IP = 3 of the files are missing attached documentation, DNM = 4 or more of the files are missing attached documentation)

Instructions: RDO to pull 10 vendor files file to check for invoice package.
	
	
	
	
	

	All paid invoices have been signed as approved by Principal (if no PO is attached) and are stamped "PAID"

(M = All 4 files have all paid invoices stamped “paid”, P = Up to 2 unstamped paid invoices, IP = Up to 3 unstamped paid invoices, DNM = More than 3 unstamped paid invoices)

Instructions: RDO to review 10 vendor files (same files as above) to check for completeness of paid invoices for the current school year.
	
	
	
	
	

	DSO consistently submits invoices each week according to the schedule laid out by Team Finance. (*)

(M = No late submissions since July 1st, 2013, P = 1 late submission, IP = 2 late submissions, DNM = More than 2 late Submissions)

Instructions: Team Finance to provide RDO with verification of timely invoice submissions.

Note: This is extremely important to the overall Finance-Ops partnership functioning at a high level. However this section will be un-scored for this Deep Dive as we do not currently have a reliable way of tracking this information at this time.
	
	
	
	
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




Section III. Payroll
	Indicators
	M
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	All wages paid to staff are in agreement with offer letter. If additional payments have been made, such as for extra work, stipends or a pay raise, the additional payment is documented in writing in the staff member’s personnel file.

(M = All wages paid are in agreement with offer letter. DNM = Offer letter does not agree with payment, or offer letter)

Instructions: RDO will pull a payroll preview for one of the two most recent pay periods and pull 6 employees (two teachers, one leader, two admin and one hourly). RDO will compare gross wage paid (times 24 pay periods) to offer letter. If discrepancy exists, will check personnel file to determine reason for discrepancy.
	
	
	
	
	

	DSO demonstrates strict adherence to the payroll process. This includes on-time submission of payroll grids to Team Finance and on-time verification of accuracy.(*)

(M = No missed submission or verification deadlines, DNM = 1 or more missed deadlines)

Instructions: Team Finance to provide RDO with verification of adherence to payroll procedures since start of most recent Fiscal Year and/or previous Finance Deep Dive.

Note: This is extremely important to the overall Finance-Ops partnership functioning at a high level. However this section will be un-scored for this Deep Dive as we do not currently have a reliable way of tracking this information at this time.
	
	
	
	
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




Section IV. Credit Cards
	Indicators
	M
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Credit card statement is reconciled monthly. A reconciled statement is one where each purchase has an itemized receipt and each receipt is accompanied by an explanation of the business purpose of the expenditure. In cases of restaurant receipts, a list of who dined is included.  

(M = All receipts are itemized with explanations, P = 1 item is missing receipt and/or explanation, IP = 2 items are missing receipt and/or explanation, DNM = more than 2 items are missing receipt and/or explanation)

Instructions: RDO selects a 2 credit card statements (one of which must be July as it is often the busiest month of the year for credit card purchases) and checks to see if it has been reconciled. RDO also checks to make sure there is a receipt for every non-recurring charge and to ensure that they meet the standards listed above.
	
	
	
	
	

	Credit card statement is signed by Regional Director of Operations.

(M = 3 statements have been signed, P = 2 statements signed, IP = 1 statement signed, DNM = No statements signed)

Instructions: RDO reviews last all credit card statements since the start of the fiscal year for RDO initials.
	
	
	
	
	

	Credit Card holders have signed credit card use agreements in their files (i.e., Principal and DSO). Credit card holders who are no longer working for the school have had their cards cancelled.

(M = All use agreements in file, only active employees have cards; DNM = Missing use agreements, inactive employees have cards.

Instructions: RDO reviews most recent credit card statement to verify active cardholders, checks cardholder’s personnel file to see if signed Use Agreement is present. Except in highly unusual circumstances, a credit card should only be available for Principal and DSO.
	
	
	
	
	

	Credit card account has no cash advance option.

(M = Cash advance feature not active, DNM = Cash advance is active)

Instructions: RDO checks most recent statement to determine if there is a cash advance option. This is listed on the front of the card statement.
	
	
	
	
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




Section V. Budget Management
	Indicators
	M
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Monthly conversations around the budget are occurring between DSO and Principal 

(M = Conversation takes place, DNM = Conversation does not take place)

Instructions: RDO verifies with Principal if budget discussions consistently taking place on a monthly basis. 
	
	
	
	
	

	Monthly conversations around the budget with the Principal are of substance, e.g., the Principal is presented with ideas for better use of resources to support the school.  

(M = A conversion of substance takes place where clear guidance is provided to the principal, P = DSO has a budget conversation, but does not lay out recommended course of action, IP = DSO presents budget results Principal but offers no guidance, DNM = Conversation does not take place)

Instructions: RDO verifies with Principal the nature of the budget discussion with his/her DSO. Additional evidence could include copies of agendas prepared by DSO’s, emails or spreadsheets DSO’s have sent/created for these conversations.
	
	
	
	
	

	DSO demonstrates strong command of budget during forecast review conversations with his/her RDO and in preparation for board meetings (e.g. treasurer calls).  Strong command means that a DSO has a keen awareness of the bottom line and can clearly explain the circumstances that impact the budget.

(M = RDO verifies DSO has strong command of budget, DNM = RDO does not think DSO has a strong command of budget)

Instructions: RDO uses own discretion and/or checks with Team Finance as needed to determine if DSO demonstrated command of budget.
	
	
	
	
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




   Ratings�


4 - Mastery: Consistently exceeds expectations and is an exemplar for this standard.   ��3 - Proficient: Consistently meets expectations and is solid for this standard.  


�2 - In Progress: Meets this standard some or most of the time but is not yet consistently solid. 





1 - Does Not Meet: Consistently does not meet expectations for this standard. This is an area for growth; the individual should work with supervisors and/or colleagues to improve in this area. 





N/A – Not Applicable: Not responsible for meeting this standard or the data is not yet available by which to measure performance against it.  If N/A, leave the rating blank and N/A in the comment section. 








