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The Basics

The Agreed Upon Procedures encompasses funds private schools received from the Florida Tax Credit (FTC), the Hope
Scholarship, Family Empowerment - Education Opportunities (FES-EQO), and Family Empowerment-Unique Abilities (FES-
UA\) (formerly the Gardiner & John McKay Programs). One of the changes this year was the John McKay program became
part of the FES-UA program and the funds are no longer distributed through the DOE. This means no reports will be
submitted directly to the DOE.

The AUP Program was created by the Scholarship Funding Organizations (SFO), Step Up For Students (SUFS) and AAA
Scholarship Foundation (AAA), CPAs and input from schools to meet the requirement. The procedures are reviewed and
approved by Florida Association of Academic Non-Public School member groups and the Department of Education (DOE).
New guidelines are developed every two years.

The AUP is mandated by Florida Statute (1002.421(1)(g.) The procedures will guide the CPA as they complete the report
on behalf of the private school.

The CPA performing the procedures must be a currently licensed Florida Certified Public Accountant with a firm licensed
to perform attestations in the state and must have both an AC & AD license number. The SFO is required to
verify licenses & peer reviews prior to accepting any AUP reports.




The purpose of these procedures is to ensure funds are managed appropriately and to provide proof that
scholarship funds are safeguarded and spent on education-related expenditures.

Private schools receiving $250,000 or more in combined funds distributed from the SFOs, Step Up For
Students (SUFS) and AAA Scholarship Foundation (AAA), during 2022-2023 school year must submit a
financial report through their contracted CPA by September 15, 2023.

The template to complete these procedures will be provided to all CPAs and will be available on our website
at https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures.

Currently, there are 3,063 private schools receiving more than $1.5 billion dollars in combined scholarship
funds from the FTC, FES, FES-UA, and Hope scholarship programs for the 2022-23 school year. We
estimate over 1,600 of these schools will be required to submit an AUP reports this year.



https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures

Important Reminders

All Reports must be submitted by the CPA/Firm, not the school.

All reports to Step Up must be submitted by email. No hardcopies will be
accepted.

The report should be a PDF file attached to your email. We cannot open files
from a link or secured site.

Remember to put a read receipt on your email when submitting for
confirmation.

All reports are due by September 15t 2023.
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The Agreed-Upon Procedures is comprised of six sections:

DOE Compliance (School Eligibility)
Adequate Accounting System
Adequate System of Financial Controls

Adequate Process for Deposit and Classification of
Scholarship Funds

Properly Expended Scholarship Funds for Education-
Related Expenses

Tuition, Operating Term, Attendance Records &
Physical Verification

_



Section | - DOE Compliance * Include either one and attached to the report
DOE Compliance Letter DOE Compliance Sample from the DOE Site
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Dear Private School Administrator: e e |
s e -_—
The Office of Independent Education and Parental Choice has received your compliance paperwork for — —
h - hy 3
the 2019 - 2020 school year. o —
e e -
The documentation has been reviewed, and the paperwork attests to the fact that you are maintaining
compliance with the requirements governing the state scholarship programs (McKay, Florida Tax Credit, ar———— —
and/or Gardiner) and s. 1002.42, Florida Statutes, related to private schools. e -
e —
Your cooperation is greatly appreciated, and we look forward to working with you as we strive to nliliein .
increase the quantity and improve the quality of educational options for Florida’s students. oy T ]
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Laura Mazyck P—— -
Scholarship Director [ry—-— FR—
Office of Independent Education and Parental Choice [ — g P
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Adam Miller, Executive Director

Office of Independent Education & Parental Choice

www.fldoe.or
325 W. Gaines Street | Tallahassee, FL 32399-0400 | 850-245-0505



Section Il - Adequate Accounting System

SECTION II: Adequate Accounting System
A. Software Name

|dentify and document the name of the accounting
software or systems used to maintain the school's
financial records.

B. Adequate System

Determine if the accounting software or systems used
allows the school to record financial transactions
conducted, including deposits and disbursements in a
complete and self-balancing accounting system and is
it capable of generating a tnal balance, financial
statements, student account statements and other
sub-ledger reports?

Yes

Mo - This is a Material Exception

C. Student Accounts

If a separate non-self-balancing system for student
account statements is used, are student accounts
maintained and regularly reconciled to the general
ledger?

Yes

No - This is a Material Exception

]

Enter the name of the accounting
systems used by the school.

Enter Yes or No by checking the
box. Enter any additional
comments if needed in the box
below.

. Enter NA if student accounts are

maintained in accounting software.
Enter Yes if reconciled regularly or
No if student accounts are not

reconciled reqgularly.




Section Il — Adequate System of Financial Controls

SECTION III: Adequate System of Financial
Controls

A1 Cash Balances

Determine if the scholarship funds are held at a bank
or credit union that is insured by the Federal Deposit
Insurance Corporation (FDIC) or the National Credit
Union Association (NCUA)?

If not, this is a Reportable Exception

Yes

Mo - This is a Reportable Exception

SECTION III: cont.
A.2. Bank Balances

Examine three months' statements (including the
Fiscal year-end statement, June 2023) for all bank and
investment accounts holding Scholarship Funds.

List Months Reviewed:

Determine if the average daily account balance
exceeded the FDIC / NCUA limit of $250,000 during
the month's statements being inspected.

If the FDIC limit is exceeded, inspect and attach the
documentation indicating that the school annually
reviews the bank's rating by a reputable ratings
provider, which may include, but is not limited to
Bauer Financial, Fitch, Moody's, Standard and Poor’s;

a. If the rating is lower than the top two ratings
on the scale, report as a Reportable Exception.

b. If the school tock no such action to protect
the Scholarship Funds, report 25 a Reportable Exception.

L

MNo — FDIC limit was not exceeded

Yes - FDIC limit exceeded

|:| Rating is in top two of the scale

Rating is lower than the top two or

school took no action-This is a
Reportable Exception

* Attach Bank Rating to the report if used

B.1 Bank Reconciliations

Using the bank statements previously inspected, are
reconciliations of all bank accounts holding
scholarship funds completed within 60 days of each
month end and are reconciling items resolved prior to
the bank's deadline for reporting errors?  If not, this is
a Material Exception.

Yes

Mo - This is a Material Exception

B.2 Bank Reconciliation Review

Are the bank statements independently reviewed by
the school’s management? If not, this is a Material
Exception.

]
]
[ ]
[ ]

Yes

Mo - This is a Material Exception

A.1 Verify all accounts holding scholarship funds.

A.2 Listthe 2 months plus June 2023 bank statements
reviewed.

If FDIC limits were exceeded and bank ratings were used,
they should be dated and initialed by management when
printed. Attach /include the bank ratings with the report.

B.1 Bank statements should be reconciled withing 60 days of
the month’s end.

B.2 A second review by management should be done and
documented with a date and initials.




Section Il — Adequate System of Financial Controls cont.

C. Non-Education Related Expenses

Scan the school's general ledger and identify if non-
education related expenses are accounted for separately
from the school's education-related expenses.

Select a sample of 5 non-education related expenses to
review. Are they identified and reported separately from
education-related expenses? If not, this is a Material
Exception.

NA - There are no Non-Education Related
Expenses
Yes

No - They are not identified or reported
separately. This is 2 Material Exception

D.1 Shared Expenses

Inquire if the school shares expenses (.., administrative
salaries, facilities costs) with another organization(s) (i.e.,
affiliated church, day care or other school).

Yes

No - Proceed to E. Internal Controls

t.
D.2 Shared Expenses

If costs are shared, scan the general ledger to
determine if they are properly allocated and tracked
separately.

List the organization(s) and expense types shared.

Yes = Include list

No - This is a Material Exception

NA - There are no shared expenses

D.3 Methodology
Describe the methodology used to allocate shared
expense.

C. Non-Education Related expenses. (See Appendix for examples)

D.1 If no shared expenses, disregard D.2 & D.3,

D.2 List the types of expenses and the organizations they
are shared with.

D.3 Describe how the school determines allocations
including sq. footage, usage, etc.




Section Il — Adequate System of Financial Controls cont.

E. Imternal Controls
Does the school have written policies or standard
practices to adequately establizh proper financial
controls including segregation of duties and are the
policies consistently followed for
i Cash Receipts;
il. Capital Expenditures;
. Payroll =including time and attendance,
calculations, pay rate and deduction changes;
iv. Operating Expenditures
v. Shared Expenses

In the absence of written policies, briefly describe the
standard practices used to establish proper financial
controls over the transactions listed above.

Yes

No - This is a Material Exception

F.1 Budget

Was the annual budget prepared and approved by
the school's governing body before the start of the

fizcal year beginning Juby 1st?

Yes

Mo - This is a Reportable Exception

F.2 Budget Review

Were any amendments approved by the school’s
governing body and actual results penodically
reviewed in companson to budgeted amounts at least
twice annually?

Yies

Mo - This is a Reportable Exception

F.3 Budget Verification

Inspect the financial sections of all minutes of the
meetings of the school's governing body or ather
documentation that occurred during the cument schoel
year, and immediately preceding it to determine
adherence 1ILF{1-2)

Yes

Mo - This is a Reportable Exception

E. If the financial controls are not sufficient, describe the
issue(s) in the box below.

F.1 The fiscal year begins on July 1st regardless of the
school’s declared fiscal year. All procedures should
encompass the timeframe from July 1, 2022 through
June 30, 2023.

F.2 The school should document any amendments and the
approvals during the fiscal year.

F.3 There should be documentation of two budget reviews
either in the meeting minutes or by management’s
dating and initialing the budget in cases were there
are no board meetings or members.




Section IV - Funds Received

Scholarship

Programs

Scholarship funds are distributed in quarterly payments.
Funds distributed by Step Up For Students are issued
by ACH transfers.

AAA distributes both paper checks and ACH payments.
Both forms of payment require a unique AAA Payment
Received Form to be completed by the parent/guardian.
The form is supplied by AAA at the time of payment.




Section IV — Deposit & Classification of Scholarship Funds

SECTION IV Adequate Process for Deposit gof i i
and Classification of Scholarship Funds: — Program e Scholarships Amount (F:)aal}]/rgee gtgpgﬁl;n&it:g; aﬂ:g ;tsr?]?t?;rfgg nts
A.  Schelarship Fund - . ] .
e e - Advice/Transmittals each school receives
Document the total number of students participating in [AcH] .
each of the Scholarsh rams and the total amount Wlth the payments .
of scholarship funds rz::'-::d from each of the FES-EQ-AAR (Check)
Scholarship programs. FES-LIA [ACH)
{includes Sordiner & MEKay)
HOPE {ACH)
HOPE -AAA [Check]
Tatal
Checks ACHY/ Electronic
AAA SUFS AAA
FTC FTC FES-UA
FES-EO
Hope




B. Checks

Did the =chool receive any scholarzhip payments by
check?

P

D No - Proceed to IV.C = Electronic Funds

1. Check Cashing Policy

Obtain the Check Cashing Policy and inquire if the
school is following the policies and complying with
section 1002.421(1)(0{2) F.5.

|:| Yes
|:| No

2. Checks:

Number of

Program Scholarships Toral Amonunrs

Dacument the total number of students for whom a FTC
check i5 paid, and the total value of scholarship )
funds received by check. EES-E0-AMA

HOPE-AAA

Total
3. Check Sample Program ﬁ‘irwlb;:: -*:‘;w-‘rd
From the scholarzhip payments received as checks, FTC-AAA
select 3 zample of 10 Scholarship students or 5% FES-EO-AAA
{whichever is greater). The zample should include at
leazt 2 students from each scholarship program the HOPE
school received checks. (or one if only one student Total
participates in @ program), Enter number sampled.
Determine whether the Check Cashing Policies were
followed by:
Yes

i. Comparing the parent or guardian's
endorsement to the signature of the named
payee in the student’s school file and
determining if it is reasonably similar,

ii. Trace the checks are being deposited into the
school’s bank account.

Yes

Mo - This is a Material Exception

No - This is a Material Exception

4. Check GL Posting

Lre the sampled scholarship funds classified in the
general ledger as tuition, books and fees payments
and recorded to the corresponding general ledger
bank account?

Were the funds posted to each student's tuition
account/statement?

Yes

| L]

Yes

Mo - This is a Material Exception

Na - This is a Material Exception

Checks

If the school received scholarship payments by check:

1. Obtain the check school's cashing policy and inquire
if followed.

2. Transfer the total for number of scholarships and amount
from Section IV. A.

3. Pull a sample of 10 or 5% (whichever is greater) including all
programs in the sample.

4. Confirm the funds are classified in the GL and bank account as
tuition & fees. Confirm that funds are posted to each
student’s tuition account.




1. ACH/Electronic

Daocument the total number of scholarships
received from electronic funds, and total electronic
dollars received by program.

Number af

Scholarships Ll e

Program

FTC

FES-EQ

FES-UA

HOPE

Total

2. ACHElectronic Funds Sample

From the scholarship payments received as ACH, select
a sample of 10 Scholarship students or 5% (whichever
is greater). The sample should include at least 2
students from each scholarship program the school
received ACH payments, Enter number sampled.

D Sample Size

1. GL Posting

Were the zampled ACH payments recorded and
classified in the general ledger as tuition, books and
fews payments and the cormesponding general
ledger bank account?

Yes

Mo = This is & Matenial Exception

4. Student Account Posting

‘Were the electronic funds deposited into the
wthool's bank account and posted to cach student’s
tuition account/statement?

Yes

.
_

Mo — Thaz iz Matenal Exception

5. AAA Pavment BEeceived Form

For electronse funds recenved from A&848 determine
whether the parent or guardian endorsement on
the Payment Recerved Fomm is reasonably similar to
the signature of the named payees on the file with
the zchool.

mp
D Mo = This iz a Matenal Exception
D MH/A = Mo ACH pg,-mrrltr_fmm BAN

ACH/Electronic

If the school received ACH payments:

1. Transfer the total for number of scholarships and amount
from Section V. A.

2. Pull a sample of 10 or 5% (whichever is greater)
including all programs in the sample.

3. Confirm the funds are classified in the GL and bank
account as tuition & fees.

4. Confirm the funds were posted to the student’s account.

5. If any FES-UA from AAA, confirm the Payment Received
Form was completed. This is a requirement of AAA.




Section V — Expenses

Before beginning current year’'s expenses
determine if the school had excess funds
from the previous year to be accounted for.

If funds were rolled over into the current
year, indicate the amount and show in
Section V.B box. This amount will be added
to their total funds received then measured
against the expenses reported to determine
if there is excess funds for the current year.

Summarize expense categories. Either enter
here or attach to report.

Use the Appendix to guide in determining
the Education-related expenses.

———

SECTION V Education-Eelated Expenses

A. By scanning the general ledger, identity and
prepare a list of all Education-Related Expenses for
the entire school by category for the Fiscal Year
{fnly T to June 30), Enter or attach a summarized
list.

Previous years cammed forward funds must be
accounted for. Education-Related Expences paid
with previoushy “camied forward™ funds may not be
counted & Education-Related Expenses for the
current Fiscal Year,

Education-Relohed Expense cofegaries inciude but
are mot limited to school-reloted personnel expenses,
curricuium, classroom fechnology, building expénses
frent, morfgage intergst, property haxds, insurance
and maintenance costs associated with the school
facitities), admintstration expenses and Classroam
Instructional resources

Sev Appendix 2.

| Expemis

Amaun?

Tanal

B. Funds: vs Expenses

Are the schools total education-related expenies
greater than the total combined schoalarshap funds
recened’

It funedis recehsed axceed the total education-related
eupenses and are not netusmed, the sohool must
prepare a detaibed list of Education-Related Expenses
that are (or will be] funded in the subsequent year
with the expected date of use. Induwde the school
prepared list with the AUP Report,

f previcus year had sxcess funds, confinm how those

funds were spant or are baing hald. Previcus year aucess

funds must be accounted for

[ ]

Mo — This is a Magsrial Exception

[ ]

Funds were sxceeded. School's
prepared repor if attached




. Expemse Sample
Ukang thes list developed in VA, ielect & sample of
Education. Belibed Expndfune] inturnd during the
Fizcal Yiar uming the table Bilsw b ditefran
Al SiTE.
Wahie of Total Education-Related Expendslines

From T Samgple $ipe

§ 250,000 § 500000 kil

5 500,001 1 TS0.000 45

% 750,001 4 TRO000 - ]
* Tk el D ST DaE] eSO S
wupElaeny ong gowrnd by of i 100 of ot s off S
ariacied

Lpmbireed Expemian, Whan i by

& Sreghl Fe AT gl CRRe0n Deb HEMTENE) SEDGR I 1 T

el LESgEs. 3 1RTaTats Camps for sach pohool thouid
b taiben bunsd on the iotal combinad sducition-neiated
AT

Sample Size Taken:

C.1-2 Expense Samples

For each ftem samipled, scan supporbng
docsmentation. Was each expendiurs:

1. Education relsted

L properly sathorized in sofordance with the
poligies identtied

1. propedy classified in the genenal kedger and
paad timely and Booarately Trorm he schadls
Dank acooun(s]?

- For this purpose, pald hmely meons no more Hhan
0% off the sample ire was podd greater than 30
chays affer e due dade.

- For payrodl expendifures sampled, re-ooloulsle pay
bared on corresponding fime ond aifendance, pay
rote and deductiont redonds proper)y aulforited in
Seoandanor willy bhe podicers ddemtifieg,

— Thith 15 @ Blanerisl Eacbpion

Section V — Expenses cont.

Select the correct sample based on the total expenses
reported for the school.

Multiple schools mixed in 1 accounting system will require
additional samples to be taken.

Verify samples were:
1. Education Related

2. Properly authorized

3. Properly classified in the GL, paid timely and
accurately for the bank account.




Section VI —Other Procedures

. Total Student Count: Document the total
number of students, both scholarship and non-
scholarship, at the time of review.

Using a sample, compare the tuition and fees
charged between scholarship and non
scholarship students.

Using the school’'s calendar, determine if the

operating term is sufficient to meet State Rule
OA.

Confirm if the school has an attendance policy
and is maintaining attendance records.

«-

SECTION VI - Ofleer Procedurs

Ao Total Stadent Couni

Caacummenit The Bolal mrurmibes of scholardheg and
non-scholarship students attending the school at
tene of review.

Sudenr Nipe # g Smadimry

Schalarihag Shaderdd

Mon-Scholarship Studenis

Total Shadewis. Aiiendl ng

B, Tuition & Fees

Cibban 3 0opy of the hataan 5 fees schedule for the
schood year beang tested. Setect b sample of 10
Studemls oF 5% (nfochewer 5 grsaten of The botal
ninber of Scholarsheps

Are the tuition and fees changed conssstent with the
tuition and fees for non-scholarshep students?

L]

ko = This is 3 Reportable Exception

. Operajing Term

Obtain the schools calendar. 15 the school’s
pperabreg teem {school yvear) cornsetent with Statle
Board of Education Rule 84-1.05512 of at least 170
actual schodl days and 580 net sstruchional hours
fowr squadenits iy Ell"-:l-i?l'l;l-i"'[f'l"l. T20 nel wrestruciional
hairs for Hdlﬂl‘ﬂill‘-l;l'ﬂli?ﬁ 1=%, ard S net
wistnactnonal ours bor Fhadents grﬂdﬁ- =12t

e

Mo = This 15 3 Feportabds Exceplion

D Attendamce Policy

Dnied, theee o] v an Stbendance poly and 14
the schasl mantanmndg atlendancs ecords?

Yed

b — Thet o5 & BAsbenal Excepilion




Section VI —Other Procedures cont.

E. Atemdance Eetords Verification

Uaing the sample selected from Section Vi,
cirmen the attendance mnecands for each sebeched
student. Do the aftendance records mest tha
school s atterndance policy and reccrdikeepirsg?

Wi

kb — Thes i3 & PAaiensl Exception

F. Physical Verification

‘Without sdvance noboe ko the schoal of the ;ample
af student names, select 10 schalarship students
ared abgerve the Studerts’ presence i school that
day.

The zamnple should inchade o least 2 shadents for
wne i only one Budont porlicipating v @ given
Erdram artesds the rohoad) ram each Schalirchip
prodgrams v which the schoal pamiopates

Determing o the students” stterdarce was
sccursiely recorded for the day. If the stadent i
ol preZent, wis the student bafed &5 sbzent an the
sehealz i ndince fecodd?

* Mhap procedury mad be dewse before thae ond o thy
finced prar wandéy revrew

Tes

P = (s o5 & Fabenal Escephos

Review the attendance records of sampled
students from Section VI. A to determine if they
meet the school’'s Attendance Policy.

Select 10 students (from all programs combined)
to verify their physical attendance and the
attendance records are properly marked. Physical
verification must be done prior to the end of the
current school year. It must be done on site.




Please call or email if you have any questions.

(
The 2022-2023 AUP instructions, template, reference materials and samples (ft¢ Z¢
can be found at our website located at: for students

https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures/ or by emailing us at aup@sufs.org.

\. 877.735.7837 Debbie Newell
P: 904.479.3995

@ stepupforstudents.org
E: Dnewell@SUFS.org

E: AUP@SUFS.ORG



https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures/
mailto:aup@sufs.org

Thank you

for taking the
time to join us

for this for students
presentation.




