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Agreed Upon Procedures

The Basics
The Agreed Upon Procedures encompasses funds private schools received from the Florida Tax Credit (FTC) (now encompasses the HOPE
Scholarship), the Family Empowerment - Education Opportunities (FES-EO), and Family Empowerment-Unique Abilities (FES-UA) (formerly the
Gardiner & John McKay Programs). 

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 Florida Association of Academic Non-Public School member groups and the
Department of Education (DOE) review and approve the procedures. New guidelines are developed every two years. 

The AUP is mandated by Florida Statute (1002.421(1)(q.) 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 Certified Public Accountant with a firm licensed to perform attestations in the
state and must have both an AC & AD license number and a current peer review. The SFO is required to verify licenses & peer reviews prior to
accepting any AUP reports. 



Agreed Upon Procedures

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 the 2024-2025 school year must submit a financial report through their
contracted CPA by September 15, 2025.

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.

This year It is estimated there will be 3,200 private schools receiving more than $2.5 billion dollars in combined
scholarship funds from the FTC, FES, FES-UA scholarship programs for the 2024-25 school year. We estimate over 1,800
of these schools will be required to submit an AUP report this year.

https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures
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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 15th 2025.



Agreed Upon Procedures

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



Agreed Upon Procedures Section I – DOE Compliance​
DOE Compliance Sample from the DOE SiteDOE Compliance Letter 

*Attach
either one to
the report.



Agreed Upon Procedures

Presented here are the updated
guidelines for the 2024-2025 academic

year. New Agreed Upon Procedures
(AUP) guidelines are created every two

years.
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Exceptions in the AUP are categorized as Material or Reportable
Exceptions based on their impact on program integrity. 

Guidelines dictate how exceptions are classified during
procedures. 

Material Exceptions must be reported to the Commissioner of
Education, necessitating a Corrective Action Plan from schools to
address the issue.

Reportable Exceptions must be reported to the SFO or Department,
which may recommend corrective action to the school. If the same
exception occurs for three consecutive years, it should be
classified as a Material Exception starting the third year and for
each subsequent year until corrected.
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This report outlines the results of agreed-upon
procedures conducted to evaluate a school's

compliance with Florida Statute 1002.421(1)(q) for the
2024-2025 school year. It is prepared exclusively for

Step Up For Students, the Florida Department of
Education, and the school’s management to ensure

compliance and provide transparency. The procedures
performed were based on specific requirements agreed
upon with the Scholarship Funding Organization, and no
opinion or conclusion is expressed beyond the scope of

these procedures.



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

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

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

Section II - Adequate Accounting System



A.1 Verify all accounts holding scholarship funds.

A.2 List the 2 months plus June 2025 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 within 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 II - Adequate Accounting System



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 III – Adequate System of
Financial Controls cont.



Section III – Adequate System of
Financial Controls cont.

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, 2024 through
 June 30, 2025.

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.



Scholarship
Programs

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

Section IV - Funds Received

FES-UA

FES-EO

FTC



The 2024-2025 template will automatically calculate the totals.

Payment information and student counts can be obtained
from the Remittance Advice/Transmittals each school
receives with the payments. 

All funds from AAA and SUFS should be combined in this
section.

Keep in mind, the school may not be aware of all FES-UA
students. HIPPA laws provides the option for self
reimbursement if they choose. Only tuition and fees will be
recorded by the DOE. Record only what the schools shows in
their accounting system.

Section IV – Deposit & Classification
of Scholarship Funds
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ACH/Electronic

 1. Pull a sample of 10 or 5% (whichever is greater),
including all programs in the sample.
 
2. Confirm the funds are classified in the GL and bank
account as tuition & fees. 
 
3. Confirm the funds were posted to the student’s
account.



Section V – Expenses
Summarize expenses by categories. Either enter here or attach a separate
page to the report. 

Use the Appendix to guide you in determining education-related expenses. 

*Depreciation & amortization are not cash-out expenses*

Before beginning current year’s expenses confirm if the school had excess
funds from the previous year to be accounted for.
(You can request this info from us if needed.)

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

Any excess funds will require a Corrective Action Plan (CAP) from the
school to be attached or sent separately from the school.



Section V – Expenses cont.

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

Multiple schools combined in one accounting system will
require an equal number of additional samples to be taken
for each school combined.

Verify samples were:
 Education Related1.
 Properly authorized2.
 Properly classified in the GL, paid timely and accurately
for the bank account.

3.



Section VI –Other Procedures

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

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

C. Using the school’s calendar, determine if the
operating term is sufficient to meet State Rule 6A.

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



E. 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. Enter
the date of the visit.

Section VI –Other Procedures cont.



Monday-Friday 8:00am-5:00pm EST

Contact Us
877-735-7837

Step Up For Students 

 Contact Us 

Chat with us through sufs.org

AUP@Stepupforstudents.org

My-Kellia Jenkins
 904-595-6850
mjenkins@SUFS.org

The 2024-2025 AUP instructions, template,
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/contact/
https://www.stepupforstudents.org/contact/
mailto:AUP@Stepupforstudents.org
mailto:mjenkins@SUFS.org
https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures/
https://www.stepupforstudents.org/for-schools-providers/agreed-upon-procedures/
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Thank you
 for taking the time to join us for this

presentation.  

Please send any questions to AUP@SUFS.ORG

Please share your feedback by filling out the brief
survey after the webinar ends.

mailto:AUP@SUFS.ORG

