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 ASB Internal Controls 

 

The following is an edited excerpt from the FCMAT Associated Student Body 
Accounting Manual 2007. 
 
Effective Oversight 
Internal Controls Checklist 
 
The following internal control checklist is an easy way for those with responsibility for ASB 
organizations to review the responsibilities of their position. A “no” answer to any one of these 
questions indicates a possible internal control weakness that the responsible person should address. 
The underlying premise in effective oversight and the internal control process is that the business office 
provides overall coordination, training, assistance, internal control review, support and monitoring that 
results in a “yes” response to every item listed. What is important is the clear distinction about who is 
responsible for what and that there is ongoing training to ensure the continued success of students in 
their ASB activities. 
 
The list below is divided by job responsibility. 
 
Internal Control Checklist 
 
 
Site Principal 
The principal is the primary manager and responsible person at the school site. This is where the 
ultimate responsibility lies for all activities on campus, ranging from test scores and athletic events to 
parental satisfaction with teachers in the classroom. Many principals delegate the responsibility and 
authority for ASB coordination and management to a vice principal, ASB advisor, club advisors and/or a 
teacher. This varies by school level and school size.  Certain questions are more relevant to secondary 
sites or to schools with organized ASB groups. These are shown below with the notation [Secondary]. 
 

1. At the beginning of each year, do you spend some time at a staff meeting discussing ASB 
issues, operations and internal controls at the school, e.g., what is allowed and what are the 
procedures? 
 

2. Do you spend time each month discussing the ASB activities with the ASB bookkeeper, 
particularly about problems that are developing? 
 

3. Do you report any questionable or suspicious activities to the district business office for 
investigation? 
 

4. Do you verify that only ASB funds are maintained in ASB bank accounts? ASB bank accounts 
should not include PTA or Booster Club money or faculty “sunshine” funds. 
 

5. Is a formal application required from any students who want to establish a new club at the 
school? [Secondary] 
 

6. Is each club advisor a certificated staff member? 
 

7. Do the student council and all clubs have a constitution that establishes the policies and rules 
for the student governance of the council or club? [Secondary] 
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8. Are all clubs required to prepare and maintain minutes of all club meetings? [Secondary] 
 

9. Are the student council and each club required to prepare a budget for the fiscal year? 
[Secondary] 
 

10. Do you ensure that only allowable expenses are paid from ASB funds? 
 

11. Do you use a purchase order form with the three required approval signatures? [Secondary] 
 

12. Do you ensure that students are truly approving expenditures rather than adults (teachers, 
advisors or coaches) making the decisions? [Secondary] 
 

13. If food is sold in the student store, has it been approved by the director of food services? 
[Secondary (primary grades cannot sell food daily)] 
 

14. Do you verify that all ASB bank accounts are reconciled within two weeks of the end of each 
month? 
 

15. Are you one of the signature authorities on the ASB checks? Who are the other approved 
signers? 
 

16. Do you know who the board has approved to sign contracts? Up to what amount? 
 

17. Do you review the bank reconciliations each month and initial them as evidence of your review? 
 

18. If you clearly delegated specific responsibilities and authority to an ASB advisor or advisors, do 
you meet regularly to coordinate and collaborate on school site needs and activities? 
 

19. Is there a safe adequate to hold all cash receipts until deposit? 
 

20. Are deposits to the bank made at least weekly? 
 

21. Do you review ASB financial reports monthly? 
 
ASB Advisor 
 
The ASB advisor is a vital contributor to the success of ASB operations. In numerous secondary 
schools, the principal has delegated significant responsibility and authority to the ASB advisor. Thus, a 
number of the items identified as internal control checkpoint questions for the principal have been 
delegated to the ASB advisor. 

1. Do you feel that the district staff and/or the principal have adequately explained your 
responsibilities? 
 

2. Do you know where to go for help if you have questions about ASB policies or procedures? 
 

3. Do you ensure that careful minutes are taken of each club meeting with all necessary items 
noted? 
 

4. Do you assist your club in preparing and monitoring an annual budget? 
 

5. Do you monitor spending during the year to ensure that the club will not end the year with a 
large carryover balance or a negative balance? 
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6. Do you work with your club to ensure fund-raisers are appropriate and adequate controls are in 
place to make it successful? 
 

7. Do you work with the students to establish and implement cash receipt control procedures for 
each fund-raising event? 
 

8. Are revenue potentials done for each fund-raising event? 
 

9. Do you ensure that cash receipts are given to the ASB bookkeeper immediately, or as soon as 
possible, after the fund-raising event? 
 

10. Do you count the cash receipts in the presence of a second person? 
 

11. Do you understand what types of expenses are allowable uses of ASB funds? 
 

12. Are you one of the individuals pre-approving expenditures (with a student representative and 
the principal) via a purchase order? 
 

13. Do you review ASB financial reports monthly? 
 

14. Are you one of the authorized signers of the ASB checks? Who are the other approved signers? 
 

15. If you are the advisor for the student store, are additional internal controls done, such as 
comparing sales to inventory, periodic inventory of goods, and review of pricing policy? 
 

16. Does the district provide staff development and training opportunities for you throughout the 
year? 

 
ASB Bookkeeper 
 
Many required accounting functions need to be performed for ASB operations. In the best-case 
situation, an assigned person with adequate time to dedicate to ASB work and with appropriate 
technical skills and knowledge will perform these functions. 

1. Do you have sufficient time to devote to the record keeping for ASB? 
 

2. Do you provide information each month on the revenues and expenses to date to each club? Is 
this also provided to the ASB advisor, to the principal and to the ASB treasurer? [Secondary] 
 

3. Do you understand the appropriate internal controls for cash receipts on each type of fund-
raising event? 
 

4. Do you ensure that students and staffs establish cash receipt control procedures for each 
fundraising event? 
 

5. Do you maintain an adequate stock of supplies for cash receipt control procedures, such as pre-
numbered tickets and pre-numbered receipt books? 
 

6. Do you ensure that the advisors turn in the appropriate documentation for the fund-raising event 
in addition to the cash collected? This documentation includes reports on tickets issued, etc. 
 

7. Is cash collected deposited into the bank account within a few days after it is received? 
 

8. Are all expenses approved in advance? 
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9. Do you have copies of the signed purchase orders? 
 

10. Are the checkbook and the check stock stored in a locked file cabinet or safe? 
 

11. Are expenses paid only with an original invoice and a document that verifies that the goods 
were received? 
 

12. Are two signatures required on all checks? 
 

13. Are checks only made to vendors and employees for reimbursements (not to cash)? 
 

14. Is a record maintained of all equipment purchased with ASB funds? 
 

15. Do you have a process to determine whether a worker is an employee or an independent 
contractor? 
 

16. Are all employees who perform work for the ASB paid through t. he district’s payroll? 
 

17. Is a W-9 form obtained from all independent contractors? 
 

18. Do you reconcile all bank accounts within two weeks of the end of the month? 
 

19. Does the district provide staff development and training opportunities for you throughout the 
year? 
 

20. Is there a knowledgeable contact person for you in the business office to coordinate answering 
your questions and providing assistance? 
 

21. Is your record keeping computerized? If so, is the software adequate to meet the ASB’s needs? 
 

22. Are only ASB receipts deposited into ASB account (e.g., not library fines or principal 
discretionary accounts)? 
 

23. Are you being listened to when you express concerns about expenditures or other items? 
 

24. When money is brought to you from fund-raisers, are you given time to count it in the person’s 
presence? 


