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OFFICIALS 
 
 
Office Official Term 
 
Extra-Curricular 
 Account Treasurer Wanda Lanter 01-01-05 to 06-30-08 
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 Center Director Linda Friedrich 01-01-05 to 02-16-07 
  Paula Siminski 02-17-07 to 06-30-08 
 
School Corporation 
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  Sharon Qualkenbush 01-09-06 to 06-30-08 
 
Superintendent of 
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 STATE OF INDIANA 

 AN EQUAL OPPORTUNITY EMPLOYER STATE BOARD OF ACCOUNTS 
   302 WEST WASHINGTON STREET 
   ROOM E418 
   INDIANAPOLIS, INDIANA 46204-2769 

 
   Telephone: (317) 232-2513 
   Fax: (317) 232-4711 
   Web Site: www.in.gov/sboa 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
TO:  THE OFFICIALS OF PORTAGE TOWNSHIP SCHOOL CORPORATION 
 
 
 We have audited the records of the Adult Education Center for the period from January 1, 2005 to 
January 17, 2008, and certify that the records and accountability for cash and other assets are 
satisfactory to the best of our knowledge and belief, except as stated in the Audit Results and Comments.  
The financial transactions of this office are reflected in the Audit Report of Portage Township School 
Corporation. 
 

STATE BOARD OF ACCOUNTS 
 
February 11, 2008 
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
 

 
 
RECEIPTS NOT DEPOSITED 
 
 The Adult Education Office collected General Educational Development (GED) Testing Fees, 
Spanish Class Fees, Computer Class Fees and Graduation Fees. 
 
 The Adult Education staff that collected fees and issued receipts included the following indi-
viduals: 

 
Paula Siminski (Current Director, former Assistant Director); Linda Friedrich (Former 
Director); Rebecca Reiner (Assistant Director); Gail (Renaldo) Ludwig (Evening Supervisor); 
Robert Platt (Evening Supervisor); Irma Leticia (Lettie) Munguia (Clerk); and Barbara Prange 
(Secretary). 

 
 The Adult Education Office staff issued receipts to persons paying the fees at the time the fees 
were paid.  The receipt forms used were prenumbered, but were not prescribed or approved by the State 
Board of Accounts.  The unapproved receipt form was a duplicate which had a white copy which was 
issued to the person paying the fee, and a yellow copy which was retained by the staff and placed with 
the money in a locked bag inside the office vault. 
 
 Office staff that had access to the vault and locked bags were Gail (Renaldo) Ludwig; Robert 
Platt; Irma Leticia (Lettie) Munguia; and Barbara Prange (Secretary). 
 
 Wanda Lanter, Extra-Curricular Account Treasurer, did not issue the unapproved receipts.  She 
was responsible for removing the collections and receipts from the vault and locked bag.  When she 
would remove the collections, she would issue a prescribed Extra-Curricular Account (ECA) receipt form 
(Form SA-3). 
 
 The yellow copies of the receipts were attached to the original or duplicate copy of the ECA 
receipt, and the deposit was to be prepared and taken to the bank by Wanda Lanter, Extra-Curricular 
Account Treasurer. 
 
 The GED test rosters disclosed the identification of the GED receipts not deposited in the amount 
of $19,473.50 as follows: 
 

 
  

January 1, July 1, 2005 July 1, 2006 July 1, 2007
2005 to June to June 30, to June 30, to November

 30, 2005  2006  2007  30, 2007  Totals 

GED Receipts 3,832.00$    5,520.00$       8,848.00$       3,104.50$    21,304.50$   
Less:

GED Receipts Deposited (1,479.00)    (352.00)          -                    -                 (1,831.00)     

GED Receipts Not Deposited 2,353.00$    5,168.00$       8,848.00$       3,104.50$    19,473.50$   
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
 The Computer Class receipts not deposited for the 2005-2006 school year was $780 and for the 
2006-2007 school year was $315 for a total of $1,095 as follows: 
 

 
 The Spanish Class rosters disclosed the identification of the Spanish Class receipts not deposited 
in the amount of $835 as follows: 
 

 
 Additionally, graduation fees were handled in the same way.  Graduation fees not deposited 
totaled $509. 
 
 Rosters were also prepared by the Office staff as payments were collected.  The rosters indicated 
the student name, the date of the test, the amount paid, the receipt date and number.  The total of GED, 
Computer Class, Spanish Class, and graduation fees not deposited was $21,912.50 
 
 We requested Wanda Lanter, Extra-Curricular Account Treasurer, to reimburse the Portage Adult 
Education Center $21,912.50 of receipts not deposited.  (See Summary, page 22) 
 
 Indiana Code 5-13-6-1(c) states in part:  ". . . all local officers . . . who collect public funds of their 
respective political subdivisions shall deposit funds not later than the business day following the receipt of 
funds on business days of the depository in the depository or depositories selected by the . . . local 
boards of finance . . ." 
 
 Funds misappropriated, diverted or unaccounted for through malfeasance, misfeasance, or non-
feasance in office of any officer or employee may be the personal obligation of the responsible officer or 
employee.  (Accounting and Uniform Compliance Guidelines Manual for Extra-Curricular Accounts, 
Chapter 7)  
 
 
CHECKS SUBSTITUTED FOR CASH 
 
 Receipts issued for $384 in cash were not deposited.  Checks totaling $384 were substituted for 
the cash when the deposits were made to the bank. 
 
 We requested Wanda Lanter, Extra-Curricular Account Treasurer, to reimburse $384 to the Adult 
Education Extra-Curricular Account for the cash collections not deposited as a result of substituting 
checks for cash.  (See Summary, page 22) 
 
 Indiana Code 5-13-6-1(c) states in part:  "Public funds deposited . . . shall be deposited in the 
same form in which they were received." 
  

January 2005 to March 2005 150$         
September 2005 to December 2005 370           
September 2007 to November 2007 315           

Total 835$         

Computer Class Receipts 1,385$       
Computer Class Receipts Deposited (290)          

Computer Class Receipts Not Deposited 1,095$       
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
ACCOUNTABLE ITEMS NOT DEPOSITED 
 
 The Adult Education Center managed the pop vending machines for the 2005-2006 and 2006-
2007 school years.  Records indicated that the following individuals handled the money for 2005-2006:  
Linda Friedrich (former Director); Barbara Prange (Secretary); Irma Leticia (Lettie) Munguia (Clerk); and 
Wanda Lanter, (Extra-Curricular Account (ECA) Treasurer).  For 2006-2007, records indicated that 
Wanda Lanter (ECA Treasurer) and Nancy Shuttz (Head Custodian) handled the pop money.  Beginning 
in the 2007-2008 school year, the pop vendor manages the vending machines and issues a commission 
check to the Adult Education Center. 
 
 We determined that not all pop vending machine collections were deposited based on the fol-
lowing analysis: 
 

 
 We requested Wanda Lanter, Extra-Curricular Account Treasurer, to reimburse the Portage Adult 
Education Center $3,902.90 of pop collections not deposited to the Adult Education extra-curricular ac-
count.  (See Summary, page 22) 
 
 Tickets, goods for sale, billings, and other collections are considered accountable items for which 
a corresponding deposit must be made in the bank accounts of the governmental unit.  (Accounting and 
Uniform Compliance Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
 Internal controls over vending operations, concessions or other sales should include, at a mini-
mum, a regular reconcilement of the beginning inventory, purchases, distributions, items sold and ending 
inventory to the amount received.  Any discrepancies noted should be immediately documented in writing 
to proper officials.  The reconcilement should provide an accurate accounting. 
 
 Persons with access to vending should be properly designated and access should be limited to 
those designated.  (Accounting and Uniform Compliance Guidelines Manual for Extra-Curricular Ac-
counts, Chapter 7) 
 
 
ADDITIONAL AUDIT COSTS 
 
 Additional audit costs were incurred due to the audit of the receipts not deposited.  Additional 
audit costs totaled $25,281.92.  
  

24,432 Cans of Pop Purchased for Resale in 2005-2006 at $0.50 Each 12,216.00$  
Cash Disbursements Made from Pop Collections for 2005-2006 (136.07)       
Cash Collections from Pop Sales Deposited to the Bank in 2005-2006 (8,310.03)     

Amount Not Deposited for 2005-2006 3,769.90      

21,552 Cans of  Pop Purchased for Resale in 2006-2007 at $0.50 Each 10,776.00    
Cash Collections from Pop Sales Deposited to the Bank in 2006-2007 (10,643.00)   

Amount Not Deposited for 2006-2007 133.00        

Total Not Deposited 3,902.90$    
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
OFFICIAL BONDS 
 
 The School Corporation had Official Bonds for the Adult Education Center Extra-Curricular Ac-
count Treasurer as follows: 
 

 
 The School Corporation also had crime policies as follows: 
 

 
 
RECEIPTS NOT DEPOSITED TIMELY 
 
 Receipts in numerous instances (17 of 26 or 65%) were deposited 15 to 85 days after the receipt 
date.  Similar comments were in the prior report. 
 
 Deposits were not made for receipts used for cash payments as follows: 
 

1. Cash payment was made to the GED tester in the amount of $11,644 during the period 
from January 2005 through December 2006.  The total of the related receipts was 
$13,616 of which $1,972 was deposited to the bank. 

 
2. Cash payments were made from pop machine collections in the amount of $136.07 for 

dry cleaning of drapes, gasoline, postage stamps, supplies, etc.  
 

 Indiana Code 5-13-6-1(c) states in part:  ". . . all local officers . . . who collect public funds of their 
respective political subdivisions shall deposit funds not later than the business day following the receipt of 
funds on business days of the depository in the depository or depositories selected by the . . . local 
boards of finance . . ." 
 
 Disbursements, other than properly authorized petty cash disbursements, shall be by check or 
warrant, not by cash or other methods unless specifically authorized by statute, federal or state rule.  (Ac-
counting and Uniform Compliance Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
  

Surety Bond Number Term Amount

Travelers Casualty and Surety Company 104197460 07-01-04 to 07-01-05 150,000$      
Travelers Casualty and Surety Company 104197460 07-01-05 to 07-01-06 150,000        
Travelers Casualty and Surety Company 104197460 07-01-06 to 07-01-07 150,000        
Travelers Casualty and Surety Company 104197460 07-01-07 to 07-01-08 150,000        

Surety Policy Number Term Amount

 Indiana Insurance Company CBP9336275 08-01-04 to 08-01-05 10,000$         
Indiana Insurance Company CBP9336275 08-01-05 to 08-01-06 10,000           
Indiana Insurance Company CBP9336275 08-01-06 to 08-01-07 10,000           
Indiana Insurance Company CBP9336275 08-01-07 to 08-01-08 10,000           
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
PUBLIC RECORDS RETENTION 
 
 Four different computer class rosters, listing the computer class topic, date, student's name, 
address, telephone number, and payment information for the 2006-2007 school year and two computer 
class rosters for the 2005-2006 school year and some GED testing rosters were not presented for audit.  
Collections recorded on the miscellaneous receipt for computer and Spanish classes, GED testing, caps 
and gowns, tassels, and diploma covers and inserts were not all available for audit. 
 
 Indiana Code 5-15-6-3(f) concerning destruction of public records, states in part:  "Original 
records may be disposed of only with the approval of the commission according to guidelines established 
by the commission." 
 
 Supporting documentation such as receipts, canceled checks, tickets, invoices, bills, contracts, 
and other public records must be available for audit to provide supporting information for the validity and 
accountability of monies disbursed.  Payments without supporting documentation may be the personal 
obligation of the responsible official or employee.  (Accounting and Uniform Compliance Guidelines Man-
ual for Extra-Curricular Accounts, Chapter 7) 
 
 
TEXTBOOK RENTAL RECEIPTS 
 
 The composition of the cash and checks for the textbook rental receipts (Form TBR-2) did not 
agree to the composition of the Extra-Curricular Account (ECA) receipt on five occasions for the four 
months that were tested.  The cash on three occasions on the ECA receipt exceeded the amount col-
lected on the TBR-2 and on the other two occasions the checks on the ECA receipt exceeded the amount 
collected on the TBR-2. 
 
 Indiana Code 5-13-6-1(c) states in part:  "Public funds deposited . . . shall be deposited in the 
same form in which they were received." 
 
 
PAYROLL 
 
 The following deficiencies were noted with the adult education payroll:  
 

1. The biweekly time sheets were not always signed by the supervisor. 
 
2. The biweekly time sheets for employees who held more than one position only included 

total hours worked by day instead of showing hours worked each day by position. 
 
3. There were instances where individuals were paid cash from receipts received instead of 

going through the payroll or claim process.  One individual received $5,185 and $6,459 
for calendar years 2005 and 2006, respectively, requiring that these amounts be reported 
to federal and state agencies.  Neither a W-2 or Form 1099, Miscellaneous Income, was 
issued to the individual in either year. 

 
 Indiana Code 5-11-9-4 requires in part:  ". . . records be maintained showing which hours were 
worked each day by officers and employees . . . employed . . . in more than one (1) position by the same 
public agency . . ." 
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
 All compensation and benefits paid to officials and employees must be included in the labor con-
tract, salary ordinance, resolution, or salary schedule adopted by the governing body unless otherwise 
authorized by statute.  Compensation should be made in a manner that will facilitate compliance with 
state and federal reporting requirements.  (Accounting and Uniform Compliance Guidelines Manual for 
Indiana Public School Corporations, Chapter 9) 
 
 Governmental units should have internal controls in effect which provide reasonable assurance 
regarding the reliability of financial information and records, effectiveness and efficiency of operations, 
proper execution of management's objectives, and compliance with laws and regulations.  Among other 
things, segregation of duties, safeguarding controls over cash and all other assets and all forms of infor-
mation processing are necessary for proper internal control.  (Accounting and Uniform Compliance 
Guidelines Manual for Indiana Public School Corporations, Chapter 7) 
 
 
INTERNAL CONTROLS - ADULT EDUCATION CENTER 
 
 There were material weaknesses in controls over the Adult Education Center receipts and dis-
bursements. 
 
 One individual, the part-time Extra-Curricular Account (ECA) Treasurer, issued official receipts 
(Form SA-3), made deposits to the bank, issued checks, posted transactions to the ledgers, and rec-
onciled the ledger to the bank account.  The ECA Treasurer also worked full-time in the Portage Town-
ship School Corporation's Information Service Department.  The ECA Treasurer took the extra-curricular 
account records, including the money collected, and worked from home and not at the Adult Education 
Center. 
 
 Seven other individuals issued miscellaneous receipts that were not prescribed by the State 
Board of Accounts.  The miscellaneous receipts issued were in various forms depending on the type of 
collection (book receipts, partial payment of fees, GED test fees, etc.).  Some miscellaneous receipts 
were prenumbered (GED test fees; diplomas, caps/gowns, and tassels fees), others were not numbered.  
Collections from the pop machines were accounted for on a hand written piece of paper as documenta-
tion.  The miscellaneous receipts were used as supporting documentation for the official receipts (Form 
SA-3) issued by the ECA Treasurer. 
 
 The money collected was placed in the vault or file cabinet at the Adult Education Center in a 
locked moneybag.  Each individual had access to the vault or file cabinet. 
 
 The ECA Treasurer returned the receipts to the Adult Education Center after processing.  The 
ECA Treasurer stated that the receipts were returned in good order; however, when requested for audit, 
receipts were not filed in any order, numerically or otherwise.  Many miscellaneous receipts were not 
found, including some for GED testing fees, diploma fees, cap/gown fees, and tassel fees; therefore, the 
actual collections could not be verified. 
 
 Cash payments were made to the GED tester based on a hand written piece of paper showing 
the number of students tested, the amount due and the signature of the tester. 
 
 The ECA Treasurer periodically (on Tuesdays and Thursdays per the ECA Treasurer) processed 
the collections (reconcile miscellaneous receipts into batches by attaching calculator tapes for the respec-
tive batches of miscellaneous receipts less cash disbursements to the GED tester/proctor; issue official 
receipts and make the deposits to the bank account).  The ECA Treasurer on the weekends issued 
checks, posted transactions to the ledger, prepared bank reconciliations, and prepared the financial state-
ments. 
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

AUDIT RESULTS AND COMMENTS 
(Continued) 

 
 
 Governmental units should have internal controls in effect which provide reasonable assurance 
regarding the reliability of financial information and records, effectiveness and efficiency of operations, 
proper execution of management's objectives, and compliance with laws and regulations.  Among other 
things, segregation of duties, safeguarding controls over cash and all other assets and all forms of infor-
mation processing are necessary for proper internal control.  (Accounting and Uniform Compliance 
Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
 Controls over the receipting, disbursing, recording, and accounting for the financial activities are 
necessary to avoid substantial risk of invalid transactions, inaccurate records and financial statements 
and incorrect decision making.  (Accounting and Uniform Compliance Guidelines Manual for Extra-
Curricular Accounts, Chapter 7) 
 
 All financial transactions pertaining to the governmental unit should be recorded in the records of 
the governmental unit.  (Accounting and Uniform Compliance Guidelines Manual for Extra-Curricular 
Accounts, Chapter 7) 
 
 Internal controls over vending operations, concessions or other sales should include, at a mini-
mum, a regular reconcilement of the beginning inventory, purchases, distributions, items sold and ending 
inventory to the amount received.  Any discrepancies noted should be immediately documented in writing 
to proper officials.  The reconcilement should provide an accurate accounting.  Persons with access to 
vending should be properly designated and access should be limited to those designated.  (Accounting 
and Uniform Compliance Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
 Disbursements, other than properly authorized petty cash disbursements, shall be by check or 
warrant, not by cash or other methods unless specifically authorized by statute, federal or state rule.  
(Accounting and Uniform Compliance Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
 All school corporation money must be deposited in the duly designated depository not later than 
the business day following the receipt of funds on business days of the depository designated in the same 
form in which the funds were received in accordance with IC 5-13-6-1.  (Accounting and Uniform Com-
pliance Guidelines Manual for Extra-Curricular Accounts, Chapter 7) 
 
 Indiana Code 5-15-6-3(f) concerning destruction of public records, states in part:  "Original 
records may be disposed of only with the approval of the commission according to guidelines established 
by the commission." 
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

EXIT CONFERENCE 
 

 
 The contents of this report were discussed on February 11, 2008, with Wanda Lanter, Extra-
Curricular Account Treasurer; Michael Berta, Superintendent of Schools; Terry Hufford, President of the 
School Board; Irma Leticia (Lettie) Munguia, Secretary; Nancy Shuttz, Head Custodian; Barbara Prange, 
Secretary; Paula Siminski, Interim Director; Gail Ludwig, Night Supervisor; Rebecca Reiner, Interim 
Assistant Director; Linda Friedrich, former Director; Robert Platt, Evening Supervisor; Sharon 
Qualkenbush, School Corporation Treasurer; and Lisa Rosinko, Assistant to School Corporation Treas-
urer.  The official response has been made a part of this report and may be found on pages 12 through 
21. 
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ADULT EDUCATION CENTER 
PORTAGE TOWNSHIP SCHOOL CORPORATION 

SUMMARY 
 
 

 

Charges Credits Balance Due
Wanda Lanter, Extra-Curricular Account Treasurer:

Receipts Not Deposited, pages 4 and 5 21,912.50$   -$               21,912.50$         
Checks Substituted for Cash, page 5 384.00         -                 384.00               
Accountable Items Not Deposited, page 6 3,902.90       -                 3,902.90            

Totals 26,199.40$   -$               26,199.40$         






