Sample Format for Accountant’s Report (Developed by the Institute):

CPA letterhead

To the ABC Charter School Board:

We have performed the procedures identified below, which were agreed to by the management of the ABC charter school and the SUNY Trustees/Charter Schools Institute solely to assist the specified parties in evaluating the school’s assertion to the SUNY Trustees/Charter Schools Institute that it has financial controls in place for transactions relating to the following:

1. Preparing financial statements in accordance with generally accepted accounting procedures;  

2. payroll procedures;  

3. accounting for contributions and grants; 

4. procedures for the creation and review of quarterly financial statements, which procedures shall specifically identify the individual who will be responsible for preparing such financial statements; and

5. appropriate internal financial controls and procedures.

This agreed-upon procedures engagement was performed in accordance with attestation standards established by the American Institute of Certified Public Accountants. The sufficiency of these procedures is solely the responsibility of the specific users of the report. Consequently, we make no representation regarding the sufficiency of the procedures described below either for the purpose for which this report has been requested or for any other purpose.

The procedures we performed and the related findings are as follows:

Procedure #1: We obtained a copy of the financial practices of the School and read it to ascertain whether it includes accounting procedures for the preparation of the School’s financial statements in conformity with generally accepted accounting principles for not-for-profit organizations.

We observed that…
Procedure #2: We read the financial practices to ascertain whether it includes payroll procedures for the School and determine whether the School has hired an outside vendor to process the payroll.

We observed that …

Procedure #3: We read the financial practices to ascertain whether it includes procedures for accounting for contributions and grants.

We observed that…
Procedure #4: We read the available trial balance and documentation supporting cash receipts, cash disbursements and payroll expenses on a sample basis to observe the status of implementation of the accounting procedures.

We observed that…
Procedure #5: We identified and interviewed the person(s) responsible for financial management of the school regarding the existence of procedures for the creation quarterly financial reports and review by management.

The person(s) responsible for financial management of the school are … An interview with these individuals noted that procedures exist (do not exist) for …
Procedure #6: We interviewed the person(s) responsible for financial management of the school regarding the existence of appropriate internal financial controls and procedures, including procedures related to ensuring that transactions are properly authorized, assets are safeguarded against unauthorized or improper use, and transactions are properly recorded and reported.

The individuals (specify titles) interviewed represented that …

We were not engaged to and did not perform an audit, the objective of which would be the expression of an opinion on the design of the financial controls of the ABC charter school. Accordingly, we do not express such and opinion. Had we performed additional procedures, other matters might have come to our attention that would have been reported to you.

This report is intended solely for use of the ABC charter school and the SUNY Trustees/Charter School Institute, and is not intended to be and should not be used by anyone other than the specified parties.
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