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AGENDA

 NAF Audit and Manual Procedures (60 

minutes)

 FY 2015 Audit Performance (SY 14-15)

 Previous Training Highlights and Best Practices

 Other Matters

 Frequently Asked Questions (FAQs)

 Other Best Practices

 Resources

 Break (10 mins)

 Munis Procedures for SAF & TAF (60 

minutes)

 Receipts

 Disbursements

 Adjustments/Corrections

 Reporting

2



AUDIT PERFORMANCE
FISCAL YEAR (FY) 2015 FOR SCHOOL YEAR (SY) 2014-2015
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SY 2014-2015 NAF PERFORMANCE

 For 14 years, NAF was a finding in GDOE's FY 2001 to FY 2014 Single Audit reports.

 In June 2016, NAF was reduced to a comment in GDOE's FY 2015 Management Letter. 

 NAF is still a deficiency, but improvements have been made over the years.

 Best practices performed by schools.

 Moving forward, there is an expectation to maintain or improve our NAF performance 

by removing the deficiencies. 
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AUDIT FINDINGS – CONDITION 1 

 Opening balances did not reconcile to prior year ending balances.

 Late “cash outs” = late reports = balances are captured by Munis into the next school year.

 At the EOY, if a school cashes out for SY 14-15 on August 28, 2015 but for SY 15-16 uses July 1, 2015 

as the beginning date, this would create a variance between their ending balance for SY 14-15 and the 

beginning balance for SY15-16. 

 Ending balance for SY 14-15 (Aug. 28, 2015) was $500

 Beginning balance for SY 15-16 (July 1, 2015) was $300

 The difference (variance) would be $200

 Ideally the SY runs from July 1 to June 30 of the following year. If cash outs are preformed on time, all 

schools should be using these dates as their beginning and end dates. 5



AUDIT FINDINGS – CONDITION 2 

 Bank reconciliations were not timely and accurately performed.

 14 schools ended the SY with variances between their Munis report ending balance and their June 30 bank 
statement ending balance.  

 The purpose of the bank reconciliation form is to reconcile the differences between the Munis report and the 
bank statement (i.e. deposits in transits, bank charges, and outstanding checks). 

 The bank reconciliation form is to be done on a monthly basis. 

 Best practice: be sure to make notes explaining any differences in the bank reconciliation form. 

 Differences 

 More in Munis than in bank (more significant) = receipts were not deposited or check were not withdrawn. For 
checks that were not withdrawn, the check should voided and then inputted back into Munis. 

 More in bank than in Munis, enter transactions into Munis

 For correction entry procedures, FMIS will present those steps. 

 If balances cannot be reconciled at the school level, then IAO should be contacted immediately for assistance. 6
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AUDIT FINDINGS – CONDITION 3 

 Lack of supporting documentation

 Missing documents 

 Receipts: Cash count sheets, bank receipts

 Disbursements: Voucher forms, payment receipt or invoice from vendor

 Incomplete signatures on forms.

 Schools can update forms for proper signatures. 

 Untimely bank deposits (taking more than two business days).

 Disbursements are not in line with the student organization’s goals/objectives, for the students’ 

benefit, or school improvement. 

 Ensure disbursements are in line with the BP 715 and your school’s NAF SOP. If you are still unsure, then 

contact IAO. 9



PREVIOUS TRAINING HIGHLIGHTS 

AND BEST PRACTICES
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NAF AND TYPES OF NAF

 NAF

 Enabled by law, are not appropriated by the Legislature, and do not require legislative action to be 

spent. 

 Types of NAF

 Student Activity Funds (SAF) – Cash raised, with the Guam Education Board (GEB)’s approval, by 

students for club activities. 

 Trust and Agency Funds (Campus Activity Funds or TAF) – Cash proceeds from activities such as lab, 

parking, food contractors, wet garbage, and donations.

 SAF and TAF are Agency Funds held in trust by the school for the benefit of student clubs, of the 

whole student body.
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RULES AND REGULATIONS

 Public Law 26-26

 Enabling legislation for the Guam Department of Education (GDOE)’s NAF.

 Title 17 of the Guam Code Annotated Section 3210

 Requirement for GEB to create rules and regulations to regulate the conduct, safeguarding, and audit of 

funds raised by students.

 GEB Policy 715

 Management of non-appropriated student activities funds.

 NAF Standard Operating Procedures

 Requirement of GEB Policy 715 for schools to have to assure proper accounting for and expenditures 

of all student activity funds.
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RECEIPTS

 Club Advisor submits fundraiser request to Principal. If approved, proceed to fundraise.

 Club Treasurer and Advisor completes Cash Count Sheet.

 Club Advisor submits cash collections to Cashier and Cash Count Sheet to the School Treasurer.

 Cashier verifies cash collections, prepares deposit slip, and deposits cash collections to the bank, daily.

 School Treasurer enters Cash Count Sheet information into Munis via Activity Transaction.

 School Treasurer provides a copy of Munis receipt to Club Advisor.

 School Treasurer acquires bank receipt/deposit slips from Cashier.

 School Treasurer provides completed Cash Count Sheet, Munis receipt, and deposit slip to the Assistant 

Principal, weekly/monthly.

 When documents are complete and posted transactions are accurate, Assistant Principal “cash out” from 

Activity Transaction in Munis.
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RECEIPTS – BEST PRACTICES 

 Lump sum deposits

 Staple all Munis receipts to the bank deposit slip copy and/or bank receipt. The total of the Munis 

receipts should equal the bank deposit slip and/or bank receipt. 

 Write the Munis receipt numbers on the bank receipt.

 Preventing duplicate Munis entries

 Write the Munis receipt number on the cash count sheet

 Print and staple the Munis receipt immediately after entry.

 If cash is stored at the school, ensure cash is kept in a secure storage only accessible to authorized 

personnel. 

 Cash generated after school hours or during the weekend should be counted by the person collecting 

the cash and verified by the person receiving before it is securely stored in the school. 14
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DISBURSEMENTS FOR SAF

 FUNDS RAISED BY A CLUB DURING THE SCHOOL YEAR MUST BENEFIT THE CLUB 

MEMBERS OF THAT SCHOOL YEAR.

 If withdrawal of funds is for a school activity, an activity request form must be completed and submitted 

to the Principal for approval.

 Club Treasurer ensures the club has enough money to spend.

 Majority of a club’s members vote on the expenditure.

 Club Secretary writes about the voting that took place in the club’s meeting minutes.

 Club Treasurer and Club Advisor signs the Student Activity Fund Organization voucher.

 Club Advisor submits completed voucher, approved activity request form (if applicable), club’s meeting 

minutes, and price quote(s) to the School Treasurer.
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DISBURSEMENTS FOR SAF (CONT’D.)

 School Treasurer ensures all records are accurate and complete; and signs voucher.

 If less than $100, Principal approves and returns the voucher to the School Treasurer.

 If over $100, Money Committee approves and returns the voucher to the School Treasurer.

 School Treasurer prepares check for Assistant Principal(s) and/or Principal’s signatures.

 School Treasurer provides check to Club Advisor.

 Club Advisor pays and acquires original receipt from vendor.

 Club Advisor submits receipt to School Treasurer.

 School Treasurer compiles receipt with the voucher, approved activity form (if applicable), price quotes, 

and meeting minutes.
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DISBURSEMENTS FOR TAF

 DISBURSEMENTS ARE FOR STUDENTS’ BENEFIT or SCHOOL IMPROVEMENT

 Individual acquires Organization Voucher (Other than Student Organization) Form from the School 

Treasurer.

 Individual completes voucher and submits it (and the price quotes) to the School Treasurer.

 School Treasurer ensures all records are accurate and complete; and signs voucher.

 Money Committee approves disbursements over $100. Otherwise, Principal approves.

 School Treasurer prepares check for Assistant Principal(s) and/or Principal’s signature.

 School Treasurer provides check to individual.

 Individual pays vendor with the check and obtains original receipt from the vendor.

 Individual submits original receipt from vendor to School Treasurer. 20



DISBURSEMENTS – BEST PRACTICES 

 Price Quotes

 If buying goods or paying for services, individual acquires one price quote (if expenditure is less 
than $500) or three price quotes (if more than $500).

 Although this is just a best practice, there is an expectation that schools are doing their due 
diligence to get the best value for goods and services. 

 Some examples of how to obtain quotes are telephonic, memo to file, quotes from vendors and 
for online purchases a screen capture of the product.

 Reimbursement

 Documentation from vendor stating they do NOT accept checks or a screen capture of 
payment options showing that check are not accepted for online purchases. 

 Documentation showing: cost, proof of payment made (i.e. receipt via email from vendor), 
approved voucher form with notations that the vendor does not accept check, and 
acknowledgement that the person was reimbursed. 21
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REPORTING

 Ledger

 General Ledger – main accounting record that shows all transactions, including reversals and voids, for all accounts for one year.

 Subsidiary Ledger – accounting record of all transactions for one sub-account. For example, all of Class of 2015’s transactions 

will be shown in its subsidiary ledger.

 Bank statement and bank reconciliation

 Bank statement – provided monthly by the bank, shows the receipts and disbursements that went through the bank.

 Bank reconciliation – document that shows accounting for the difference between bank statement balance and Munis report for 

the month. It lists the amount of deposits in transit, outstanding checks, bank charges, interest earned, and errors.

 Munis report

 Monthly – recommended to be submitted to the IAO monthly.  The monthly report consists of general and subsidiary ledgers, 

bank statement, bank reconciliation, monthly, and annual Munis reports from the first to the last day of each month.

 Annual – submitted to the IAO by July 15 of each year. The annual report consists of general and subsidiary ledgers, bank 

statement, bank reconciliation, monthly, and annual Munis reports from July 1 to June 30 of each year.
25



REPORTING (CONT’D.)

 School Treasurer receives monthly bank statement.

 School Treasurer prepares bank reconciliation to match balances in Munis, bank statement, and General Ledger.

 School Treasurer provides monthly bank statement, bank reconciliation, Munis report, and General Ledger to 

Principal.

 When bank statement and Munis balances reconcile, Principal “clear” transactions in Munis.

 School Treasurer prepares monthly folder of NAF to include all supporting documents for receipts, disbursements, 

and reports.

 School Treasurer prepares Monthly and Annual Reports to provide to IAO.

 Eventually, general ledgers will be replaced by Munis reports. Due to the number of deficiencies found between 

reports and learning curve of school staff using Munis, currently, both manual and electronic reports are needed.
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OTHER NAF MATTERS 
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FREQUENTLY ASKED QUESTIONS

 Audits – I found deficiencies in our school’s NAF process, can my school be audited; Why hasn’t my school 
been audited; or I submitted an audit request, why hasn’t my school been audited? 

 At the end of each SY, each school’s annual report (Munis and bank statement balances and bank 
reconciliations) are reviewed through a variance analysis. 

 The NAF annual report balances go through two reviews, the first is through IAO and the second is 
through our external auditors. 

 We audit specific schools based on risk such as high variances, audit requests, hotline tips, NAF issues 
during the SY, and no prior audits or reviews. 

 For schools with significant NAF problems and at the Superintendent’s request, we also conduct 
separate audits throughout the SY. For example, we preformed investigative audits of JQSMES’ library 
fund and SY 14-15 NAF disbursements.

 Reimbursement - When vendors do not accept checks, can a person be reimbursed if the person uses 
his/her personal funds to cover for the purchase? For the past SY, this has been for online purchases. 

 For SAF, it is not allowed. For TAF, it is highly discouraged. Seek guidance from IAO.
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OTHER BEST PRACTICES 

 SOPs 

 Ensure your NAF SOP is current and approved. 

 Should be updated as often as needed and catered to your school’s operations.

 Communication with Student Organizations and NAF personnel 

 Student Organizations Club Advisors should be informed of your school’s NAF SOP and their organization’s monthly 

balances. They can verify amounts against their own ledgers/Treasurer’s Reports.

 If Student Organizations are constantly non-compliant, consequences can be implemented by the school.

 NAF personnel should be aware of your school’s NAF SOP, trained, have alternates, and have proper transition

 Some schools’ NAF personnel assist each other

 Creation of sub-accounts

 Clean accounting of funds received and disbursed for a specific purpose (i.e. GDOE 5K and Foundation Grant Funds)
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RESOURCES

 NAF quarterly Munis balances, and annual Munis and bank balances and bank 

reconciliation are posted in the IAO website. http://gdoeiao.weebly.com/non-

appropriated-funds.html

 GDOE’s Financial and Single Audit Reports are posted in IAO’s website at 

http://gdoeiao.weebly.com/financial-and-single-audit-reports.html, and in the Office of 

Public Accountability’s website at http://opaguam.org/.

 The reference materials (i.e. PowerPoint, handouts) used in this training and other 

guidance are also posted in IAO’s website. http://gdoeiao.weebly.com/advisory-

services.html
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IAO HOTLINE
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CONTACT INFORMATION

GDOE Internal Audit Office

E-mail: iao@gdoe.net

Website: http://www.gdoeiao.weebly.com/

Mailing Address: 500 Mariner Avenue, 

Barrigada, Guam 96913

Auditor-in-Charge Joy Bulatao, CGFM

E-mail: jvbulatao@gdoe.net

Work phone: (671) 300-3695

Auditor Carmela Vi

E-mail: cavi@gdoe.net

Work phone: (671) 300-1273
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