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EXECUTIVE SUMMARY 

Roger L. Putnam Vocational Technical High School 
Review of Putnam High School Student Association Checkbook 
 

Why the Office of Internal 
Audit (OIA) Did This Review 
 
A new principal was hired at 
Putnam during the summer of 
2010.  Shortly after arriving, 
he discovered a checkbook 
which was entirely separate 
from city and school operating 
procedures. Uncomfortable 
with the operating procedures 
and checkbook activity, he 
sought guidance from school 
administrators who in turn 
contacted the Office of Internal 
Audit (OIA) for review.   

What OIA Recommends 
 
 Close checkbook and follow 

statutes 
 Use city accounting system 

and implementing student 
activity module. 

 Implement an inventory 
system for equipment and 
shop supplies. 

 Vocational program 
operations and financial 
statements should be 
reviewed with the Chapter 74 
director and the principal on 
a monthly basis to provide 
oversight and administrative 
guidance. 

 Collection of cash receipts 
should be restricted to the 
main office using MUNIS 
cash registers. 

We reviewed the Putnam High School Student Association checkbook 
transactions for the period December 2005 to November 2010. 
Checkbook activity averaged approximately $200,000 per year and 
contained transactions related to student and vocational program 
activities. Separate state statues govern student activity and vocational 
revolving funds; neither statute allows a vocational school principal to 
operate a checkbook independent from city and school oversight.  
 
What OIA Found 
 There were virtually no controls in place over cash receipts and 

disbursements. The checkbook register contained no record of 
deposits or carrying balances and the last bank statement reconciled 
was June, 2003. We were unable to find supporting documentation 
for many checkbook transactions. 

 Computerized record keeping system with monthly reconciliation 
procedures was discontinued in favor of a manual system with no 
reconciliation procedures. When the account was closed the bank 
balance was $44,704.74 less than the ledger balance. 

 We found many large payments were made to employees as 
reimbursement for items purchased personally by the employees.  

 An employee may have purposely deleted records from a school 
computer to circumvent OIA review. 

 There were no inventory records for computers, equipment, shop 
supplies or donated equipment. We were unable to locate a 
substantial number of computers and other technology equipment 
purchased with school and Perkins Grant funding. 

 We found an employee operating a school store on behalf of a 
student organization but daily transactions were never reported to 
Putnam. The receipts totaled $135,428 from 2007 to 2011. 

 We referred several incidents to the city solicitor for follow up and 
to seek reimbursement for the city: 
o $14,268.55 in vocational program cash receipts were missing. 
o $1,610.00 was diverted for personal use by two employees. 
o An employee received $5,441.61 in duplicate travel and expense 

reimbursements from the City and the Student Association 
checkbook. 

School action taken 
 Student association checkbook was closed on November 18, 2010. 
 Accounting Manager and Financial Analyst have been hired to 

implement OIA recommendations. 
 School department is currently implementing the MUNIS Student 

Activity module. 
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PART I. ADMINISTRATION OF THE GOVERNMENT  
 

TITLE XII. EDUCATION  
 
CHAPTER 71. PUBLIC SCHOOLS  
 

SCHOOL COMMITTEES  
 
Chapter 71: Section 47. Athletic programs; school organizations; student activity accounts  
 
Section 47. The committee may supervise and control all athletic and other organizations 
composed of public school pupils and bearing the school name or organized in connection 
therewith. It may directly or through an authorized representative determine under what 
conditions the same may compete with similar organizations in other schools. Expenditures by 
the committee for the organization and conduct of physical education, athletics, sports, games 
and play, for providing proper apparatus, equipment, supplies, athletic wearing apparel, 
including appropriate souvenir garments and trophies, and facilities for the same in the buildings, 
yards and playgrounds under the control of the committee, or upon any other land which it may 
have the right or privilege to use for this purpose, and for the employment of experienced athletic 
directors to supervise said physical education, athletics, sports, games and play, shall be deemed 
to be for a school purpose. Expenditures by the committee for making special awards to pupils 
who have performed meritoriously in the fields of art, debating, distributive education, music, 
science, social studies or languages shall also be deemed to be for a school purpose. Cities and 
towns may appropriate for the employment of coaches to supervise in public schools physical 
education, athletics, sports, games and play, and for the transportation and expenses of public 
school athletic teams, coaches, cheerleaders, bands and any other groups composed of public 
school pupils which bear the school name and are under the control of the school committee, 
within and without the commonwealth, to places where athletic contests or physical education, 
sports, games, play, musical festivals, competition or other events are held, and for the purchase 
of band and cheerleaders’ uniforms and musical instruments for the members of bands composed
of public school pupils and bearing the school name and under the control of the school 
committee. All receipts by the committee in connection with the conduct of activities provided 
for under this section or any other activity not expressly provided for in this chapter but 
sponsored by the school committee in which participation is contingent upon the payment of a 
fee by the participant, shall be deposited with the treasurer of such town or, in cases where the 
town is a member of a regional school district, with the treasurer of such district and held as a 
separate account and expended by said school committee without further appropriation, 
notwithstanding the provisions of section fifty-three of chapter forty-four. No moneys may be 
expended from an appropriation or from the separate fund authorized by this section except upon 
the approval of the school committee, or of the selectmen in towns and of mayors in cities, for 
travel to other states.  

Notwithstanding the provisions of the preceding paragraph or section fifty-three of chapter forty-
four, the school committee of a city, town or district may authorize a school principal to receive 
money in connection with the conduct of certain student activities and to deposit such money, 
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with the municipal or regional school district treasurer, into an interest bearing bank account, 
hereinafter referred to as the Student Activity Agency Account, duly established by vote of the 
school committee to be used for the express purpose of conducting student activities. Interest 
earned by such Student Activity Agency Account shall be retained by the fund and the school 
committee shall determine for what purpose such earnings may be used. In addition to such 
Student Activity Agency Account, the school committee may authorize the municipal or regional 
school district treasurer to establish a checking account, hereinafter referred to as the Student 
Activity Checking Account, to be operated and controlled by a school principal and from which 
funds may be expended exclusively for student activity purposes for the student activities 
authorized by the school committee. Such account shall be used for expenditures only and funds 
received for student activities may not be deposited directly into such account.  

The school committee shall vote to set the maximum balance that may be on deposit in such 
Student Activity Checking Account. The principal designated to operate and control such 
Student Activity Checking Account shall give bond to the municipality or district in such amount 
as the treasurer shall determine to secure the principal’s faithful performance of his duties in 
connection with such account. To the extent that the funds are available in such Student Activity 
Agency Account, funds up to the maximum balance set by the school committee shall be 
transferred from the Student Activity Agency Account through the warrant process to initially 
fund such Student Activity Checking Account.  

Periodically, to the extent that funds are available in such Student Activity Agency Account, the 
municipal or regional school district treasurer shall reimburse such Student Activity Checking 
Account, through the warrant process, to restore the limit set by the school committee. The 
principal shall adhere to such administrative procedures as the municipal or regional school 
district treasurer or accountant may prescribe. There shall be an annual audit of the student 
activity funds which shall be conducted in accordance with procedures as agreed upon between 
the school committee and the auditor based upon guidelines issued by the department of 
education.  

APPENDIX A A-2



 
 
 

PART I. ADMINISTRATION OF THE GOVERNMENT  
 

TITLE XII. EDUCATION  
 
CHAPTER 74. VOCATIONAL EDUCATION  
 

VOCATIONAL SCHOOLS  
 
Chapter 74: Section 14B. Culinary arts; revolving fund  
 
Section 14B. In any city or town which accepts the provisions of this section, any income 
received in a fiscal year not exceeding, in the aggregate, fifteen thousand dollars derived from 
the purchase and sale of products produced in the culinary arts subject area of the home 
economics program, or any other vocational-technical program conducted in any public 
vocational-technical high school shall be deposited in a special fund by the school committee in 
any banking institution in the commonwealth. Expenditures may be made from said fund by the 
school committee for purposes needed for the culinary arts subject area or in the case of a fund 
established for any other program, such funds may be expended for the purposes of such 
program area without further appropriation, notwithstanding the provisions of section fifty-three 
of chapter forty-four; provided, however, that said special funds shall not be used to pay the 
salary of any employee, and in any fiscal year no more than five thousand dollars from said 
funds shall be used in the purchase of equipment. Three years from the year a city or town 
accepts the provisions of this section, and every third year thereafter, said city or town may act to
rescind its original acceptance. The superintendent of a school district with such a fund shall 
submit annually a report of said fund to the mayor, city council, city manager, board of 
selectmen or town manager of each city and town in said district and a copy of said report shall 
be submitted to the director of the bureau of accounts. The provisions of this section shall be 
effective in any regional school district upon its acceptance by the school committee of said 
district and a majority of the towns and cities and said district by vote of the board of selectmen 
or city council of said cities and towns.
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