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Executive Summary 
 
Internal Audit performed an audit including detailed testing of the internal controls over athletic 
expenses going through the Interscholastic Athletic Conference.  The results of the audit in 
summary were as follows: 
 

 Purchases are not going through the purchasing department, purchase orders are not 
being used, and the purchasing agent is not authorizing purchases. 

 Internal Audit recommends all athletic expenses should go through the regular 
purchasing process.  Purchase orders need to be used for all purchases and be 
approved by the purchasing agent.  Invoices should go through the regular accounts 
payable process and be paid through the Central Business Office.  
 

The items noted above indicate some of the weaknesses identified by Internal Audit throughout 
the detailed testing of athletic expenses.   
 
Audit Scope, Objective and Methodology 
 
Scope 
 
The audit of athletic expenses at the Elmira Heights Central School District was conducted during 
May 2015.   
 
Internal Audit is a department within Tompkins-Seneca-Tioga BOCES and is supervised by the 
Board of Education for the Elmira Heights Central School District under a cooperative services 
agreement.  The findings and conclusions in this report are the responsibility of the Board and the 
Internal Audit Department. 

Objective 
 
To determine whether: 
 

 All purchasing activities are supported by authorized and documented policies and 
procedures. 

 Purchasing appropriately supports the objectives of the District. 

 Appropriate goods/services are obtained at the optimum price. 

 Purchasing activities are valid, justified, authorized, and within the prescribed budgets as 
well as regulatory guidelines. 

 All payments are for valid accounts for goods and services actually received. 

 All payments are correct and accurately reflected in the accounting system. 
 
Methodology 
 
The Internal Audit department complies with applicable regulations promulgated by the State 
Commissioner of Education and the District’s policies and procedures.  The Audit 
Committee/Board requested that Internal Audit perform an audit of athletic expenses. 
 
Samples were selected for internal control testing, along with discussions with District staff, and 
walk-throughs of key processes.  Testing during this audit was focused on key controls which 
could or are likely to have a significant impact on athletic expenses. 
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Exceptions and Recommendations 
 
The following exceptions were noted during the audit of athletic expenses going through the 
Interscholastic Athletic Conference: 
 

 Purchases are not going through the purchasing department, purchase orders are not 
being used, and the purchasing agent is not authorizing purchases. 

 A reimbursement check was authorized by, and payable to, the athletic director.  No 
other District employee authorization was noted.  It is not proper for an employee to 
authorize their own reimbursement.  Amount $300. 

 An athletic event registration form did not show the registration amount due, and the form 
did not have detail of how the registration cost was determined.  Amount $170. 

 A payment was made from a statement instead of an invoice.  The statement did not 
show the items purchased, or if sales tax was included in the total due of $42.11. 

 Volleyball referee cost were billed to the District.  The cost should have been billed to 
Newfield CSD.  Amount $92.25 

 Two invoices were mailed to the athletic director’s home instead of the District.  Amounts 
$233 and $232. 

 One invoice for athletic expenses was mailed to the Interscholastic Athletic Conference 
instead of the District.  Amount $999.  Additionally, per the District’s Purchasing Policy, 
purchases between $751 and $1,500 require 2 verbal quotations, name of vendor, and 
date of quote.  Only one quote was submitted for the audit. 

 Since purchases are not going through the purchasing process, the Central Business 
Office (CBO) will not be aware of purchased equipment that should be capitalized or 
tagged and tracked per the District’s Inventory and Asset Policy. 

  
Recommendation: 
 
All athletic expenses should go through the regular purchasing process.  Purchase orders need to 
be used for all purchases and be approved by the purchasing agent.  Invoices should go through 
the regular accounts payable process and be paid through the CBO.  Additionally, a monthly 
expense report for game officials and entry fees should be reviewed by the business official for 
proper athletic expense oversight.  The report should also be accompanied by a backup report or 
attachment showing the details of the contest / games and the entry fee breakdown.       
  
Conclusion 
 
The aforementioned audit exceptions indicate weaknesses in the internal control system.  
Implementation of the recommendations above should strengthen the process and reduce the 
risks associated with the weaknesses discovered. 
 

 


