2010-2011

Annual Financial Review Form / ANSAA Standard *10.3  

ANSAA Standard *10.3 / Accountability to the governing body or legal authority is ensured

through a system of periodic financial reporting to include an annual financial review or annual

audit. The ANSAA Annual Financial Review Form can be used in place of a school audit to

meet the annual statement of financial practices required by due by  September 15th  of each

school year. The financial review form is to be filled out the school’s chief executive officer, i.e.

president, principal, etc. and reviewed by the school’s CPA, bookkeeper, or business manager. 

	Current School Year
	

	Date
	

	School Name
	

	School Administrator
	

	Address
	

	City / Zip
	

	Telephone & Fax Numbers
	

	E-mail Address: (will be listed in the ANSAA Directory)
	

	Financial Review Year / Starting
	
	Ending 
	


The school’s chief executive officer will write a short narrative for each of the questions listed in Section I, II, III, and IV. After the form has been completed the school’s CPA, bookkeeper, or business manager will review the procedures to ensure that the school is using a sound check and balance system of accounting. The form will then be  read, signed and dated by the school’s chief executive office, financial officer, school board president, and pastor (if applicable).  

I.   Cash Receipts & Disbursements:

A. How are checks and currency recorded and accounted for on a daily basis?

B. What are the physical controls over cash from receipt to deposit?

C. How are donations of cash and property documented, including proper receipting to the donor in relation to IRS regulations?

D. How are invoices paid within the timeframe designated on the billing? 

E. How are bank signature cards approved by the governing board?

F. Describe how bank accounts are reconciled within a timely period and reviewed by a knowledgeable, responsible official?

G. Describe how spending limits are set for different levels of authority within the school (i.e., secretary, treasurer, administrator, school board)?

H. How are delinquent accounts handled and what procedures are in place for collecting these accounts?

II. Financial Reporting:

A. How does the school prepare periodic financial reports and how are these reports reviewed by someone other than the school’s business office or bookkeeper?

B. Describe the formal budgeting process used by the school.

C. How is the school’s budget reviewed and compared to actual bank statements?

D. How does the school board or the finance subcommittee keep up-to-date with statements of income and expenditures?

III. Audit

A. When did the school last complete an external audit?

B. What is the projected date for conducting the next external audit?

IV. General Comments:

       Make any comments that you wish to add relating to the financial procedures of the school.  

       Are there any procedures that need to be reviewed by the governing board?

Declaration

I have read the financial review narratives and have found the financial procedures used by the named organization to be in conformity with generally accepted accounting principles. 







              Signature



   Date

	President of School Board 
	
	

	Bookkeeper, CPA, or Business Manager
	
	

	Pastor (if applicable)
	
	

	School  Administrator’s
	
	


