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What are the Agreed Upon Procedures?

 Agreed Upon Procedures is an attest engagementto measure financial accountability. This requirement
was passed by Florida Legislature in Spring 2010.

« The AUP Program was created by the Scholarship Funding Organizations (SFO), CPAs, and schools to
meet this requirement.

 New guidelines and procedures are developed every two years in conjunction with:
* Florida Board of Accountancy
 AAA Scholarship Foundation

 The AUP Procedures are reviewed and approved by Florida Association of Academic
Non-public Schools (FAANS) member groups and the Department of Education (DOE).

The next change to procedures will occur with the 2024-2025 school year.



Who must complete this?

Private schools receiving $250,000 or more in combined funds for the Florida Tax Credit (FTC), Family Empowerment-
Education Opportunities (FES-EQO), Family Empowerment — Unique Abilities (FES-UA), formerly Gardiner & John McKay, and
the Hope Scholarship programs from Step Up For Students (SUFS) and AAA Scholarship Foundation during 2023-24 school

year must submit a financial report no later than September 15, 2024.

Schools must hire an independent currently licensed, Florida Certified Public Accountant with a firm licensed to perform
attestations in the state to complete this financial report. Licenses and peer reviews will be verified by the SFO prior to

accepting the report.

The Agreed-Upon Procedures (AUP) consists of defined procedures that will guide the CPA as they complete the report on
behalf of the private school.

The 2023-2024 AUP instructions, examples, reference materials and samples can be found at our website located at:
https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures/



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

Why is this necessary?

It is required by Florida Statute (1002.421(1)(q)).
Financial accountability is essential for program growth.

Provides proof that scholarship funds are safeguarded and spent on education-related
expenditures.

Increase in fundraising cap, appropriation and individual scholarship amount.

Currently, there are 3,063 schools receiving over $1.5 billion dollars in combined scholarship
funds from the FTC, FES-EO, FES-UA, and Hope scholarship programs for the 2023-24 school

year.

Approximately 1,600 of these schools will be required to submit an Agreed Upon Procedures
report this year.




ontracting a CPA

ALL CPAS CONTRACTED TO PERFORM THESE AUP PROCEDURES MUST BE A

CURRENTLY LICENSED, FLORIDA CERTIFIED PUBLIC ACCOUNTANT WITH A FIRM
LICENSED TO PERFORM ATTEST ENGAGEMENTS IN THE STATE.

FLORIDA STATUTE 473.302(7), 473.302(8)(A)

THE AICPA STANDARDS REQUIRE THE CPA FIRM TO BE REGISTERED FOR PERIODIC PEER REVIEWS.

We are required to validate the CPA and firm’s credentials. [|f the CPA’s credentials are
insufficient to meet these requirements, we cannot accept a report from them on behalf of
your school. You will be required to hire another qualified CPA to re-perform these AUP
procedures. Always confirm that the CPA has a firm license.




What information is needed

Six sections:

. School Eligibility
1. Accounting System

1. Financial Controls

V. Process for Deposit and Classification of Scholarship Funds

V. Education-Related Expenses

VI. Additional Procedures: Tuition, Operating Term, Attendance



Section | — School Eligibility

Locate and provide the CPA a copy of the DOE compliance letters that cover the 2023-2024 school year and
reflect your school’'s compliance status with the programs.
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Accessing Compliance Status on DOE Website

2> C @ Notsecure | www.fldoe.org/schools/school-choice/
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Accessing Compliance Status on DOE Website

Select “View School Info”
under the Administration

section m———)
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Log Out
Contact Us

Administration

View School Info
View School History
Update Contact Info
Change Password

Scholarship Programs

Request to Participate
in Scholarship
Programs

Application/Renewal
Packet

Scholarship
Newsletters

Regional Managers

Compliance Checklist
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Office of Independent Education & Parental Choice

2014 - 2015 School Year | Northside Christian School (2193)

Welcome Private School Administrator

Apply to Participate in the State Assessment Program

Any participating private school with at least one enrolled Florida Tax Credit Scholarship (FTC) or
Personal Learning Scholarship Account (PLSA) student may apply to the department to
administer the Florida Statewide Assessments (e.g., Florida Standards Assessments, Florida
EOC Assessments) to all students at the private school. Participating private schools must abide
by all state and district testing policies and procedures in order to participate and will be held to
the same expectations as public schools.

Private schools must submit a completed application no later than March 1 in order to participate
in the state assessment program for the subsequent school year. Applications will be evaluated,
and eligible schools selected, subject to contractual cap limits.

Private Schools and State Assessments — Overview and Application
Private School and State Assessment Administration FAQs

Payment Reports

FEBRUARY PAYMENT VOUCHER REPORT

FEBRUARY PAYMENT PRIVATE SCHOOL REPORT

9|




Accessing Compliance Status on DOE Website
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Parent Login
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If you still experience difficulty logging in, call the

EiSt_'i"t McKay Contact Office of Independent Education and Parental Choice at 1-300-447-1536.
ogin

SFO Login

Private School
Accrediting Agency
Login

Administrator Login

DOE Home Commissioner | Board of Education | ContactUs | DOE Paperless | Open Govemment

For quesficns & comments regarding education issues: Commissioner@fldos org
Accessibility | Copyright Florida Department of Education ©2015 | Privacy Statement | Public Records




Accessing Compliance Status on DOE Website
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Be sure to print the entire history of
the private school compliance to
validate compliance for the 2023-
2024 school year.

School compliance must show
approved for the program(s) the
procedures are being applied to.

Compliant On: 1172172014
Pending Revisions: 0

Renewal
Renewal Date Renewal Copy Received Compliant?
2015-2016 Standard Renewal Two 11/17/2014 Yes
2014-2015 Standard Renewal One 11/8/2013 Yes
2013-2014 Full Renewal 11/9/2012 Yes
2012-2013 Standard Renewal Two 11/7/2011 Yes
2011-2012 Standard Renewal One 11/4/2010 Yes
2010-2011 Full Renewal 11/12/2009 Yes
2009-2010 Standard Renewal Two 11/24/2008 Yes
2008-2009 Standard Renewal One 11/7/2007 Yes
2007-2008 Full Renewal 3/2/2007 Yes
2006-2007 Standard Renewal Two 4/12/2006 Yes
2005-2006 None on file. 1/13/2006 Yes
2004-2005 None on file. - No

2003-2004

None on file.

9/16/2003

No




Section Il — Accounting System

» Provide the CPA the name of the software or systems used to maintain the school financial records.

» The accounting software should allow the school to record financial transactions conducted by the
school including deposits and disbursements in a complete and self-balancing accounting system.

» It should generate a trial balance, financial statements and student account statements and other
subledger reports, such as AP, AR, fixed assets, etc.

»If a separate non-self-balancing system for student account statements is used, it must be
regularly reconciled to the general ledger.




Section Il — Bank Balances

All banks holding scholarship funds should be held at a federally insured depository institution, FDIC or NCUA.

The average daily funds should not exceed the insured limit of $250,000 during any month.
If the FDIC limit is exceeded, the school can review the bank annually by using a reputable ratings provider which
may include, but is not limited to, Standard and Poor’s, Moody'’s, Bauer Financial, Fitch, or others to review the
bank’s rating. The bank’s rating must be within the top two ratings of the rating provider’s scale to be acceptable.

The school should print out the rating once a year and have the administration date and initial it. The CPA must
include a copy of this with their report.

The CPA will request three months bank statements, the fiscal year-end bank statement (June 30, 2023) and the two other

months as requested by the CPA. (If average daily funds have exceeded the $250,000 during the months or if funds are not
in a FDIC bank account, provide documentation of an annual review of the bank’s ratings.)

If a FDIC/NCUA bank is not used, or the funds exceeded the limit and no review is preformed, this
is a Reportable Exception.



Section Il — Bank Reconciliations

<o, Bank statements from all accounts holding scholarship funds should be reconciled within
M 60 days of each month’s end and separately reviewed by administration.

Document this by dating and initialing the statements when reconciled and again when
the administration reviews them.

_E\ If this is not done, this is a Material Exception requiring a Corrective Action Plan (CAP)
— | from the school’s administration.




Section Il - Non-Education Related & Shared Expenses

Non-School Expenses - Prepare to identify to the CPA any non-schoolexpensesthat are paid

from the bank account(s) and how they are tracked separately from education-related expenses.
The CPA will sample 5 non-schoolexpenses and indicate whether they are beingidentified

and/or tracked separately.

Shared Expenses - If the school has shared expenses with anotherorganization(s) (i.e.,
affiliated church, day care or another school) prepare to show the CPA these shared expenses
are allocated and tracked separately in the generalledger. Provide a list of the shared
organizations and expense types shared.

The CPA will ask you to describe the methodology used to allocate the shared expenses.



Section lll — Internal Controls & Budget

Internal Controls - Provide the CPA with the school’s written policies or explain the standard practices
used to establish proper financial controls including segregation of duties and policies for how the practices
are being followed consistently in handling:
Cash Receipts, Capitol Expenditures (fixed assets like buildings, furniture, computers, printers, etc.)
Payroll- including time and attendance, calculations and pay rate and deductions changes
Operating Expenditures, etc.

Annual Budget — An annual budget should be created and approved prior to July 15t each year. The budget
must be reviewed actual to projected at least twice during the school year.

Provide the CPA with the annual budget and the portion of the meeting minutes or other documentation
showing where the budget was approved PRIOR to July 15t and reviewed by the board or administration at
least twice during the year.

If the school does not have a governing board, then a budget should be established,
dated and with documented reviews at least twice during the year
by the owner(s) or operators.



Section IV — Scholarship Funds Received

Program

## of Students

Amount

FTC

FES-EO

FES-UA
(Includes Gardiner &
McKay)

HOPE

TOTAL

All funds will be distributed by
ACH this year. AAA has
discontinued payments by check.

Remittance Advice/Transmittals
are issued with each ACH
payment. The school should
retain all of these throughout the
year. The CPA will request these
to complete these procedures and
to pull their samples from.



Section IV — Scholarship Funds Received cont.

ACH/Electronic Transfer — Provide the CPA with the Transmittals/Remittance Advise for all
ACH/ Electronic payments from each program. The CPA will select another sample of

10 students or 5% (whichever is greater) of the total scholarship population that
receives electronic ACH payments to determine if:

 Payments were deposited into the school’s bank account.

 Funds were posted to the general ledger as tuition, books and fees.

 Funds were posted to the individual student accounts.




Section V — Education Related Expenses

The CPA will scan the general ledger to identify and prepare a summary list of the
school’s total Education-Related Expenses.

Education Related Expenses |Total Expenseq
Salaries & Wages 660,783.00
Rent 195,270.00
Food Program 33,978.00
School Supplies 24,885.00
Insurance 24,073.00
Uniforms 16,922.00
Repair & Maintenance 15,134.00
Books, Materials & Testing 14,172.00
Computer/Internet Charges 12,213.00
Utilities 11,803.00
Totals| 1,009,233.00

Extracurricular activity expenses, such as after school athletics, programs,
events, after school care or transportation to and from those events
are not considered education-related and cannot be included.




Section V — Education Related Expenses

» The CPA will base the sample size on the total Education-Related Expenses.

» The sample-sizetable is provided in the CPA’s guidelines. They will request samples equally
from all expense categories.

» They will determine if:
» The expenditures are education-related;
»Were properly authorized in accordance with the school’s internal controls;
»Were properly classified in the general ledger;
»Were paid timely and accurately from the school’s bank account.

When multiple schools are managed by a single entity or accounting system and the individual
school expenses cannotbe identified separately in the generalledger, a sample for each
school will have to be taken based on the total combined Education-Related
Expenses.




The CPA will confirm if the expenses are at least equal to the dollar
value of the scholarship funds received

Previous Year — 22-23

Current Year — 23-24 If the school had excess funds
from the previous year, provide
receipts and/or documentation

If the total scholarship funds indicating how and when those
received exceed the total funds were spent. If the funds are

education-related expenses, the held for a capitol improvement
administration will need to project show the CPA where

those funds are maintained and
provide details of what and when
they will be used.

compose a letter stating what the
excess funds will be used for and

when.




Section VI — Other Procedures

Total Student Count

Provide the CPA with the total student population count at the time
the procedures are performed. This includes scholarship and non-
scholarship students.

Tuition & Fees

Provide the CPA with a copy of the 2023-24 tuition and fee
schedule




Operating Term

Provide the CPA with a copy of the 2023-24
school calendar.

The CPA will confirm school’s operating term
(school year) is consistent with State Board of .
Education Rule 6A-1.09512 of at least 170

actual school days and 540 net instructional

hours for students in kindergarten, 720 net

instructional hours for students in grades 1-3,

and 900 net instructional hours for students in

grades 4-127

_



Attendance

Attendance Policy £ ‘ 4 " .'
Provide the CPA with the school’s attendance policy.

Attendance Records Verification

The CPA will select a sample of 10 students to review the attendance
records and determine if they meet the school’s attendance policy.




Physical Attendance Verification

The CPA will do an unannounced visit. They will make a selection of

students to physically verify their attendance that day and confirm the
attendance records are marked correctly.

The CPA must do this prior to the end of the current school year. It cannot

be done in the next school year. This must be done during the school year
being evaluated.




Exceptions

Exceptions found while performing the AUPs fall into one of two categories depending on the
significance of the attributes being tested to the integrity of the program.

Reportable Material

Exceptions found on procedures that are v" Exceptionsfound on procedures deemed
deemed important but not material to the material to the program

program.
v Reportable in the CPAs report

Reportable in the CPAs report
v Must be reported to Florida Department of

Will not be reported to FL DOE unless it Education (DOE) by SUFS

reoccurs in 3 consecutive years
v Will require a Corrective Action Plan (CAP)

Will become a Material Exception in the 3 from the school
year




Corrective Action Plan (CAP) _

for Material Exceptions

School’s letterhead

» Material exceptions found by the CPA must be reported to
the Department of Education (DOE).

Septemnber 10,

Step Up lor Stwdents
Attn: SUSF ALUP Team

» Material Exceptions require a Corrective Action Plan (CAP).

Re: School Code F.i-—("nrn:::li ve Action Plan, ALUP

» The Corrective Action Plan must be on the school’s Dear SUFS AUP Team,

i 1 1 _ has developed the following correction
letterhead and will require the signature of the owner, = b feslaped o il

di re Cto r O r p ri n Ci pa l. V. A2, Adequate Process for deposit and classification of Scholarship Funds — Parent Ciuardian

Endorsement:

I'tee School has establishied [!_'u;u._||.|_'|_-": and internal controls to ascertain that copies of the

endorsements of all scholarship funds received via checks are kept at the school

» The letter should give a synopsis of the material

exception(s) and the steps taken to remediate the issue. S
(Work with your CPA to confirm the actions taken will be sufficient to 1I;:jtrl-.ill‘.li;llilﬂ..}:::l:;::|I|:.f.:'i!juIP:-I.:-;::::‘:;:‘::; ﬂ'ﬁ.ﬁf‘rﬂ-f’.'{.:f;J'L'h““' vear to ensure they have
remedy the issue) ' ' '

» A CAP can be prepared and given to the CPA to include g
with the report or submitted separately from the school by Ovnes Adinisrtor

VI.C, Other Procedures — Student attendance observation:

emailing a copy to AUP@SUFS.org.



mailto:AUP@SUFS.org

Due Date:
September 15, 2024

All Agreed Upon Procedures (AUP)
reports must be emailed by the CPA to

AUP@SUFS.org. (Submissions should
include a read receipt if they are
wanting confirmation of receipt.)

Hardcopy reports will not be accepted.

Copies submitted by the school will not be
accepted

A Corrective Action Plan(CAP) can be
attached to the report or emailed from the

school to AUP@SUFS.org



mailto:AUP@SUFS.org
mailto:AUP@SUFS.org

Get a Head Start

Start preparing now! Avoid the Rush!

Things you can do
NOWw:

Your CPA can start
the process now if
you supply them with
these documents.

» Pull your school’s DOE Compliance letter

» Copy all Bank Statements, Reconciliations,and Bank Ratings
» Copy of the school’s Budget and approval documentation.

» Retain all Remittance Advise Transmittals

» Prepare a list of all Scholarship Students

» Prepare a list of Non-Education Related Expenses

» Prepare a list of Employees

» Copy of the P & L for July 1 through December 31
» Copy of the school’s Attendance Policy
» Copy of the Tuition & Fees




Thank you for taking the time to attend
this presentation. ;J” 2Up

for students

Step Up For Students Available at www.StepUpForStudents.org
DX AUP@Stepupforstudents.org * Instructions
* Samples
@ stepupforstudents.org * Reference Materials
O O * Webinars
* FAQ's

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



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