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FISCAL PROCEDURE 1 

 

Basis of Accounting Policy and Procedure 

 
FIN 5 

ADMINISTRATION 

 

 
I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The Agency follows standards of accounting and financial reporting prescribed for 

voluntary health and welfare agencies.  The Agency prepares its financial statements 

on the accrual basis of accounting where revenues are recognized when earned and 

expenses are recognized when incurred.  The accrual basis of accounting recognizes 

contract fees and program service fees receivable, accounts payable and other accrued 

items. 

 

II. PROCEDURE  

a. Throughout the fiscal year, expenses are accrued into the month in which they are 

incurred.  The books are closed no later than 30 days after the close of the month. 

 Invoices received after the closing of the books will be counted as a current-

month expense. 

b. At the close of the fiscal year, this rule is not enforced.  All expenses that should 

be accrued into the prior fiscal year, are so accrued, in order to ensure that year-

end financial statements reflect all expenses incurred during the fiscal year.  Year-

end books are closed no later than 120 days after the end of the fiscal year, with 

the exception of auditor adjustments to be made no later than 180 days after the 

end of the fiscal year. 

c. Revenue is always recorded on the month in which it was earned or pledged. 
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FISCAL PROCEDURE 2 

 

Journal Entries Policy and Procedure 

 
FIN 5 

ADMINISTRATION 

 
I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The Agency follows generally accepted accounting principles to ensure that all 

manual journal entries are properly prepared, reviewed, and recorded.  This policy 

applies to all FSA employees involved in preparing journal entries.  FSA uses journal 

entries to record payroll credits and debits, prepaid insurance, as well as other 

automatic debit and credits.    

II. PROCEDURES  

a. Payroll generated through ADP will need to be recorded into QuickBooks using 

the journal entry method 

b. The journal entry template should be used when preparing journal entries. 

c. Journal entries will be entered as of the last day of the month to ensure proper 

monthly accounting of expenses 

d. Prepaid insurance will be calculated annually and recorded monthly to properly 

account for accrual. 

III.  RESPONSIBILITIES 

a. It is the responsibility of the Finance Manager to complete payroll reports that list 

the amount and type of needed journal entries. S/he will give this report to the 

Director of Business Operations at the end of each month. 

b. The Director of Business Operations will be responsible for checking and entering 

journal entries into the accounting system.  
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FISCAL PROCEDURE 3 

 

Monthly Close & Reconciliations 

 

FIN 5 

ADMINISTRATION 

 

I. PURPOSE AND SCOPE/ POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will assure best fiscal practices 

by reconciling the agency bank account(s) on a monthly basis. All bank statements 

will be opened and reviewed in a timely manner.  Bank reconciliation and approval 

will occur within 30 days of the close of the month. 

 

 

II. PROCEDURES  

a. All bank statements and will be opened, reviewed, and date stamped by the 

Receptionist responsible for opening the mail. The first week of each month the 

bank statement and cancelled checks are received by the designated staff assigned 

by the Director of Business Operations for the Operating Fund. 

 

b. Bank statements will be submitted to the Director of Business Operations for 

reconciliation 

 

c. The Executive Director will review and approve the reconciliations by reviewing 

the month end operating statements. 

d. If there are any discrepancies in the bank reconciliation, the Director of Business 

Operations will inform the Executive Director immediately. The Director of 

Operations shall work with the bank and/or the auditor to rectify the problem.  

 

III. RESPONSIBILITIES 

a. Responsibilities are delineated in the procedure above 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 7 

FISCAL PROCEDURE 4 

 

Recordkeeping Policy and Procedure 

 
FIN 5.03, FIN 5.04, FIN 5.05 

ADMINISTRATION 

 
I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The organization employs several safeguards to ensure that financial transactions are 

properly authorized, appropriated, executed, and recorded.  This policy applies to any 

irregularity, involving employees as well as shareholders, consultants, vendors, 

contractors, outside agencies doing business with employees of such agencies, and/or 

any other parties with a business relationship with Family Service Agency.   

 

II. PROCEDURES  

a. Duties are clearly separated in check preparation and reconciliation. 

b. Voided checks are marked void in red and the signatures are cut out of the 

check. 

c. Blank pre-numbered checks are kept in a locked file. 

d. Petty cash funds are accounted for on a daily basis. 

e. The Board of Directors approves the cash depositories to be used. 

f. Check signers consist of the President/CEO and assigned officers of the 

Agency Board of Directors. 

g. All checks written equal to or greater than $1500.00 require treasurer to 

review on a monthly basis. 

 

III.  RESPONSIBILITIES  

a. Management is responsible for the detection and prevention of fraud, 

misappropriations, and other irregularities. 

b. It is the responsibility of the Executive Director, Director of Business 

Operation as well as any and all Directors to seek out stable and diversified 

funding that is consistent with the mission and vision of the Agency when and 

where applicable.    

  

 

IV. RELATED INFORMATION  

a. RPM 
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FISCAL PROCEDURE 5 

 

Control of Fraud Policy and Procedure 

 
FIN 5.03, FIN 5.04, FIN 5.05 

ADMINISTRATION 

 
I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The organization employs several safeguards to ensure that financial transactions are 

properly authorized, appropriated, executed, and recorded.  This policy applies to any 

irregularity, involving employees as well as shareholders, consultants, vendors, 

contractors, outside agencies doing business with employees of such agencies, and/or 

any other parties with a business relationship with Family Service Agency.   

 

II. PROCEDURES  

a. Duties are clearly separated in check preparation and reconciliation. 

b. Voided checks are marked void in red and the signatures are cut out of the 

check. 

c. Blank pre-numbered checks are kept in a locked file. 

d. Petty cash funds are accounted for on a daily basis. 

e. The Board of Directors approves the cash depositories to be used. 

f. Check signers consist of the President/CEO and assigned officers of the 

Agency Board of Directors. 

g. All checks written equal to or greater than $1500.00 require treasurer to 

review on a monthly basis. 

 

III.  RESPONSIBILITIES  

a. Management is responsible for the detection and prevention of fraud, 

misappropriations, and other irregularities. 

 

 

IV. RELATED INFORMATION  

a. RPM 
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FISCAL PROCEDURE 6 

 

Lines of Authority 
 

 

 

Board of Directors 

↓ 
 

Executive Directors 

↓ 
 

Associate Executive Director 

↓ 
 

Director of Business Operations      Program Directors 

↓ 
 

Program Level Staff 
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FISCAL PROCEDURE 7 

 

Conflict of Interest 

 
a. Interest in Other Business Organization - Employees of Family Service Agency of 

DeKalb County or members of their immediate families shall not have any interest, direct or 

indirect, in any other business which in any degree conflicts with the employee’s primary 

obligations of Family Service Agency of DeKalb County.  In this regard, employees or members 

of their immediate families should not possess a significant financial interest in any business that 

does, or seeks to do, business with Family Service Agency of DeKalb County.  In addition, 

employees should not conduct business on behalf of Family Service Agency of DeKalb County 

with members of their immediate family, or a business organization with which the employees or 

members of their immediate families have any association which could be construed as 

significant in terms of potential conflict of interest. 

 

b. Gifts, Favors, Entertainment and Payments to Employees - Employees shall not seek or 

accept any gifts, payments, fees, services, valuable privileges, vacations or pleasure trips, loans 

(other than conventional loans from lending institutions) or other favors from any person or 

business organization that does, or seeks to do, business with Family Service Agency of DeKalb 

County.  No employee shall accept anything of value in exchange for referral or parties to any 

person or business organization that does, or seeks to do, business with Family Service Agency 

of DeKalb County.  In the application of this policy: 

i. Employees may accept common courtesies of nominal value usually associated with 

accepted business practices for themselves and members of their families. 

ii. An especially strict standard is expected with respect to gifts, services or 

considerations of any kind from suppliers.  Entertainment at the expense of suppliers 

beyond that contemplated by (a.) above should not be accepted under any circumstances. 

iii. It is never permissible to accept a gift in cash or cash equivalents of any amount. 

iv. This policy does not preclude the acceptance of benefits to Family Service Agency of 

DeKalb County as compared to benefits to an individual employee. This policy does not 

preclude the acceptance of courtesies extended to employees of Family Service Agency 

of DeKalb County in their official capacities, such as gratis hotel rooms for business (but 

not personal use) in connection with meetings. 

v. This policy will be communicated to persons and organizations doing, or seeking to 

do, business with Family Service Agency of DeKalb County. 

 

c. Confidential Information - Employees shall not, without proper authority, give or 

release to anyone not an employee, or to another employee who has no need for the 

information, data or information of a confidential nature concerning the Family Service 

Agency of DeKalb. 
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d. Gifts, Favors, Entertainment, and Payments by the Family Service Agency of 

DeKalb County - Gifts, favors, and entertainment may be given others at the expense of the 

Family Service Agency of DeKalb County only if they meet all of the following criteria: 

vi. They are consistent with accepted business practices. 

vii. They are of sufficiently limited value and in a form that will not be construed as 

improper. 

viii. They are not in contravention of applicable law and generally accepted ethical 

standards. 

ix. Public disclosure of the facts will not embarrass Family Service Agency of DeKalb 

County. 

 

e. Obligation to Disclose 

x. Any employee who believes that his or her personal actions or interests, or the 

actions of others, may violate this policy must discuss the matter with the Executive 

Director.  Additional interpretations of this policy and definitions or words and phrases 

used herein will be made upon request to the Executive Director. 

 

f.  Sanctions 

xi. Any employee whose actions or interests violate this policy is subject to sanctions 

including termination on that account alone, if such is determined to be in the best 

interests of the organization. 
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FISCAL PROCEDURE 8 

 

Segregation of Duties 

 
I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will make every effort to 

segregate financial duties however and wherever possible to ensure secure, 

transparent recordkeeping and safeguarding from fraud. 

 

II. PROCEDURE 

Individual fiscal policies and procedure will delineate which positions are responsible 

for which parts of procedures to demonstrate segregation of duties. 

 

III. RESPONSIBILITIES 

Supervisors and the Executive Director must consider the principle of segregation of 

duties when defining job duties. They must implement processes and controls that, to 

the extent feasible, segregate duties among staff and that include effective oversight 

of activities and transactions.  
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FISCAL PROCEDURE 9 

 

Physical Security Records 
 

I. PURPOSE AND SCOPE/ POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will assure best fiscal practices 

and abide by State and Federal law by retaining records in accordance with sector 

standards and applicable laws.  

 

II. PROCEDURES  

a. Director of Business Operations has the responsibility of maintaining accounting 

records for the past seven (7) fiscal years. 

 

b. Proper safeguards should be enforced in order to preserve and maintain records. 

This includes but is not limited to: locking all blank checks in a filing cabinet, 

securing financial records in a locked filing cabinet, and keeping the most 

pertinent and important financial documents in a fireproof cabinet. 

 

c. If any litigation, claim or negotiation, audit or other action involving a project 

records has been started before the expiration of the grantor’s three-year retention 

period, the records must be retained until completion of the action and resolution 

of all issues that arise from it, or until the end of the three-year period, whichever 

is later. 
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FISCAL PROCEDURE 10 

 
 

Budgeting Policy and Procedure 

 
FIN 1, FIN 5 

ADMINISTRATION 

 
I.  PURPOSE AND SCOPE/ POLICY STATEMENT 

The organization’s annual budget is prepared and approved annually for all 

departments. The budgets are to be used as tools for management planning.  The 

organization will seek out stable and diversified funding that is consistent with the 

mission and vision of the Organization when and where available.  The budget is 

prepared by the Executive Director in conjunction with the Director of Business 

Operations and the Program Directors. The budget approved by the Board of 

Directors at the June Board Meeting. The budget is revised during the year only if 

approved by the Board of Directors. 

 

II. PROCEDURES  

a. The Executive Director prepares a budget schedule for the upcoming fiscal year to 

be approved by the Board of Directors at the March Board meeting. 

b. Upon approval of the schedule it is distributed to the Program Directors and 

Director of Business Operations along with current fiscal year actuals and blank 

budget forms for each programs respective classes. 

c. The Director of Business Operations compiles all of the draft budgets in the 

accounting software. 

d. An assessment of projected staff needs and costs associated with those needs is 

conducted.  Salary increases are recommended when the Organizations financial 

situation allows. 

e. The Director of Business Operations presents and reviews the compiled budget 

(organization budget) as well as the individual program budgets with the 

Executive Director. 

f. The Director of Business Operations and Executive Director meet individually 

with the Program Directors as necessary to discuss program specific items. 

g. If necessary, the Management team meets to review the program budgets along 

with the compiled organization budget and to establish which areas need 

adjustments made and how to make them (revenue planning retreat) 

h. The Director of Business Operations prepares the final draft of the budget to be 

presented to the finance committee. 

i. If necessary, the Director of Business Operations will make adjustments as 

recommended from the Finance Committee. 

j. The final budget is presented to the Board of Directors for approval at the June 

Board meeting. 
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k. In accompaniment the Director of Operations will provide a list of revenue 

sources with their percentages in relation to total the budget. 
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FISCAL PROCEDURE 11 

 

Finance Committee 
 

I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The Finance Committee provides financial direction for the Board of Directors, 

addresses facility, equipment, and business needs of the Agency and reviews and 

monitors all financial contractual agreements 

 

 

II. MEMBERSHIP 

The Finance Committee shall include the following members: 

 

1. Treasurer 

2. One members of the Executive Committee 

3. One member from the Board of Directors at large (optional) 

4. Executive Director or designee 

 

 

 

II. RESPONSIBILITIES 

1 Review monthly financial statements of the Agency and report findings to the 

Executive Committee and Board of Directors. 

2 Meet as needed, with department directors and review department financial 

performance. 

3 Review the annual Agency audit. 

4 Review, revise, and recommend to the Board of Directors the Agency’s fiscal 

policies. 

5 Review, as necessary, the facility, equipment, and business procedures of the Agency 

and reports to the Board of Directors its findings. 

6 Responsible for keeping oversight on annual budget.  
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FISCAL PROCEDURE 12 

 

Internal Financial Reports Policy and Procedure 

 
FIN 5.03, FIN 5.04, FIN 5.05 

ADMINISTRATION 

 

 
I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The organization prepares regular financial reports on a monthly basis. All reports are 

finalized within 30 days after the close of the prior month. 

 

II. PROCEDURES  

a. The Director of Business Operations is responsible for producing the following 

monthly and year-to-date reports within 30 days of the end of each month: 

Balance Sheet, operating statements that will include: monthly comparison of 

actual to budget.  

b. The Director of Business Operations with the Executive Director prepares a 

narrative report on a monthly basis to accompany the reports explaining the 

variances.  

c. The CEO conducts a quarterly budget review with the Management Team and 

Board of Directors.  The review consists of current performance in relation to 

budget, projections for the upcoming quarter, as well as potential areas of 

concern. 
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FISCAL PROCEDURE 13 

 

Auditor and Audit 
 

I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The Board of the Agency is responsible for the completion of annual audit in accordance 

with the Federal/State and Accounting regulations. 

 

II. PROCEDURES  

1. An independent Certified Public Accountant is engaged to prepare an annual audit. 

 

2. The Board of Directors will approve the choice in auditor by motion at a Board 

meeting. An engagement letter must be submitted to the Executive Director for their 

approval.  The engagement letter must: 
 

A. Describe the scope of the audit and any limitations thereof. 

B. Audit Period to be audited. 

C. Management letter. (Prepare and present to the Board and Executive Director). 

D. Due date of audit report. 

E. Provision for an opinion on the financial statement in conformity with generally 

accepted auditing standards and other standards imposed by Federal/State 

funding sources. 

F. Provision for an opinion of the compliance of the audited entity with Title III 

regulatory requirements 

 

4. The auditor is also engaged to complete the required Federal and State tax forms. 

 

5. The auditor should review all year-end adjusting entries. 

 

6. The audit findings must be brought to the Agency Board of Directors Finance 

Committee’s attention.  Any disallowed or questioned cost per grant should be fully 

explained by the auditor to the committee.  Any committee suggestions for 

improvement should be submitted to the Board of Directors for approval.  Resolution 

of the audit findings and disallowed or questioned costs, or internal control issues 

should be directed to the Agency Board of Directors for discussion and final 

resolution. 
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FISCAL PROCEDURE 14 

 

Tax Compliance 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will comply with all 

applicable State and Federal tax laws.  This includes but is not necessarily limited to: 

providing 1099 and W-2 forms to employees and contractors, filing AG 990 and 990 

forms annually, paying State, Federal, Unemployment, FICA, etc. with paychecks 

and providing those deductions for staff.  

 

II. RESPONSIBILITIES 

a. It is the responsibility of the Director of Business Operations or his/her designee to 

create and distribute or file appropriate and accurate tax documents.  
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FISCAL PROCEDURE 15 

 

Invoice Preparation 

 
I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will provide invoices to clients 

and vendors, as applicable, in a timely manner. 

 

II. PROCEDURE 

1. Invoices for clients will be created and sent by the Finance Manager as outlined in 

the Client Billing Procedure. 

2. Invoices for all other parties will be created upon request by the Directors 

following a uniform template. 
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FISCAL PROCEDURE 16 

 

Revenue Recognition Cost Allocation Plan 
 

I. PURPOSE AND SCOPE/ POLICY STATEMENT 

The purpose of this cost allocation plan is to summarize, in writing, the methods and 

procedures that the organization will use to allocate costs to various, programs, 

services, grants, contracts, and agreements. 

 

II. PROCEDURES 

 

1. All allowable direct costs are charged directly to programs, services, grants, and 

contracts. 

2. Allowable direct costs that can be identified to more than one program or service are 

prorated individually as direct costs using a base most appropriate to the particular cost 

being prorated. 

3. All other allowable general and administrative costs are allocated to programs using a 

base that results in equitable distribution. 

4. Indirect costs are allocated to each program during the audit at a rate that is determined.  

5. Personnel: Documented by program assignment or with timesheets showing time 

distribution and allocated based on time spent on each program or service, salaries and 

wages are charged directly to the program for which the work has been done. 

Administrative personnel costs that benefit more than one program will be allocated 

based on time studies. 

a. Fringe benefits (FICA and Worker’s Compensation), health insurance, and other 

fringe benefits are allocated in the same manner as salaries and wages. 

b. Vacation pay is accrued as earned and is allocated in the same manner as salaries 

and wages. 

6. Insurance costs that benefit all programs are allocated as part of the indirect cost rate.  

7. Office Supplies (including telephone, IT, and postage) are allocated to specific programs 

based on usage when possible.  Others are allocated as part of the indirect cost rate. 

8. Other costs where possible are allocated directly to the program generating the cost.  

Costs that benefit more than one program will be allocated based on the ration of the 

programs use.   
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FISCAL PROCEDURE 17 

 

Cash Receipts 
 

Cash receipts are to be handled with proper documentation, separation of duties and adequate 

safeguards 

 

A. Mail 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will make every effort to 

ensure segregation of duties and fiscal responsibility by setting specific guidelines for 

opening and recording agency mail.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Opening Mail 

PART 2 Mail Log 

PART 3 Giftworks Logging 

PART 4 Departmental Deposit Request 

PART 5 Distribution and Mail Log 

 

 

III. PROCEDURE DETAIL 

 

Opening Mail 1. Mail should be collected as soon as possible after it arrives 

2. The Receptionistwill open the mail (preferably with a letter 

opener) and date stamp each piece of mail at the top of the 

page 

3. S/he will separate the mail as to who it should go to.  All 

bills and monies will be sent to Finance Manager after 

logging.  

Mail Log 1. An excel spreadsheet mail log will be kept for each fiscal 

year.   

2. The Receptionist will log any monies coming into the 

agency in the mail log and denote type of money, 

identification, and for which program it is designated.  The 

mail log will be organized by date and each piece logged 

will include the electronic initials of the person logging the 

mail. 

3. In the event that the Receptionist is unable to open the mail 

(illness, vacation, etc.) then other designated staff will 

assume mail opening duties. If both are unavailable, the 

Director of Business Operations will assume the duties.  

 

Giftworks 

Logging 

1. Any donations received in the mail (cash, check, credit 

card, or in-kind) will be logged into donation management 
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software, Giftworks, by the Director of Business operations. 

2. Each donation will be logged separately according to latest 

Giftworks requirements and functioning.  

Departmental 

Deposit 

Request 

1. For all monies entering the agency, a Departmental Deposit 

Request will be filled out.  

2. When monies enter the agency via mail, the Receptionist 

will be responsible for filling out a Departmental Deposit 

Request according to procedures.  

 

Distribution 

and Mail Log 

1. Once all mail is logged, the Receptionist will distribute the 

mail to appropriate mail boxes, except any money. 

2. S/he will hand deliver Departmental Deposit Request with 

money attached to the Finance Manager for further 

processing.  

3. At the end of each week, the Receptionist will send out a 

PDF of the week’s mail log to all Program 

Directors/Managers, Finance Manager, Director of Business 

Operations, and Executive Director via e-mail.  

 

B. Client Receipts 

 

A. A pre-numbered receipt ticket is prepared at the time the fee is received. One copy serves 

as client’s receipt. 

B. A check is immediately stamped for deposit only. 

C. Cash is put into locked file cabinet, until reconciliation of receipt tickets are prepared, 

and deposited daily. 

 

C. CFC Morning Procedure 

 

I. OVERVIEW 

The Finance Manager will review and record the Center for Counseling’s activity 

for the business day immediately prior with the purpose of reporting and coordinating 

that day’s clinical financial transactions, the records of which are utilized directly in 

(but not limited to) client session status and tracking, client and insurance billing and 

payments, and therapist services hours for payroll and licensure purposes.  The daily 

reports also known as “Day Sheets” will be printed and kept in the Finance 

Manager, and information contained on the daily reports will be included in 

recording financial transactions within Quickbooks for accounting to the Center for 

Counseling. 

 

II. PROCEDURE OVERVIEW 

 

PART 1 Review Contents of CFC Cash Box 

PART 2 Saving transactions 

PART 3 Printing the Day Sheet Report 

PART 4 Balancing CFC Cash box 
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PART 5 Use Day Sheet for Accounting Data Entry  

 

 

III. PROCEDURE DETAIL 

 

Review 

Contents of 

CFC Cash 

Box 

4. Before the start of the current business day, the Finance 

Manager will take the CFC Cash box and its contents to the 

financial office to review and record the previous day’s 

clinical financial transactions.   

5. The previous day’s billing tickets and any attachments will 

be removed from the box and each ticket will be 

individually reviewed, with any attachments (such as the 

client payment) noted on the ticket. 

Saving 

Transactions 

1. Therapist Helper will be opened to that day’s schedule and 

each ticket will be compared to the scheduled appointment, 

which will then be “Saved” with any associated 

transactional information into Therapist Helper.   

2. If copayments are made, they will be entered as “Save and 

Add Copay” and the details noted on the ticket will be 

provided. 

Printing the 

Day Sheet 

Report 

3. When all the day’s transactions are recorded, a Day Sheet 

Report will be printed out of Therapist Helper to show the 

transactional activity for that day. 

4. To print a DAYSHEET, the Finance Manager will exit the 

schedule within the Therapist Helper system and open the 

REPORT screen. 

5. Under Reports, the Finance Manager will open 

TRANSATION REPORT, and then selecting Day Sheet 

Report, and entering the dates to be included with in the 

financial report. 

6. The beginning date selected will be the date of the 

transactions being recorded and the end date will be the 

business day after that day. 

7. All of the tickets will be attached to that day’s DAYSHEET 

report.  If there were any transactions recorded on that day, 

for example, an insurance payment, that transaction 

information will appear on that day’s DAYSHEET and the 

original insurance remittance will be attached to each 

DAYSHEET behind the daily client’s tickets. 

8. The DAYSHEET will then be utilized to balance the cash 

box and record the financial transactions of that day, prior 

to being filed. 

Balancing 

the CFC 

Cash Box 

3. Using the Day Sheet report, the Finance Manager will 

balance the CFC Cash Box and restore the “Petty cash” 

contents required for changing out client cash payments, 

will date and initial the CFC Petty cash receipt log which 
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stays with the CFC Cash box.  

4. Discrepancies in cash will be reported to Director of 

Business Operations and noted on the CFC Petty Cash 

receipt log in red ink.  

5. The Cash box will be restored to the daily balance of $63. 

 

Using Day 

Sheet for 

Accounting 

Data Entry 

4. The DaySheet report will be utilized by the Finance 

Manager to record that day’s financial transactions into 

Quickbooks. 

5. The money is then given to the Director of Business 

Operations to physically deposit into the bank.   

6. The Day Sheets (stapled to the tickets and insurance 

remittance for that day) are filed in the Finance Manager’s 

office where they are stored, in chronological order and 

separated by months, for the duration of the current and 

next fiscal year.  

7. The CFC cash box is returned to reception. 
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FISCAL PROCEDURE 18 

 

Deposit Policy & Procedure 
 

I. POLICY STATEMENT 

Family Service Agency will practice sound accounting practices and fiscal 

management by adhering to a cash and check deposit procedure. Monies will be 

deposited minimally once a week. When the total amount to be deposited meets or 

exceeds $1000, then it must be deposited immediately.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Deposit Request 

PART 2 Processing of Deposit Request 

PART 3 Depositing Cash 

PART 4 Depositing Checks 

PART 5 Applying Deposits 

 

 

III. PROCEDURE DETAIL 

 

Deposit 

Request 

6. When money comes into Family Service Agency for 

deposit, the receiving party will fill out a Departmental 

Deposit Request completely and accurately 

7. Each separate money will be noted. 

8. The Departmental Deposit Request, with money attached, 

will be given to the Finance Manager. 

 

Processing 

of Deposit 

Request 

4. When the Finance Manager receives the completed 

Departmental Deposit Request, s/he will verify the amounts 

and that the form is filled out correctly. 

5. S/he will then log the deposits appropriately in the 

accounting system, but not yet apply them.  

 

Depositing 

Cash 

9. The Finance Manager will put all pending cash deposits in 

the designated locked filing cabinet 

10. At least once a week, the Director of Business Operations 

will obtain the cash from the filing cabinet and verify the 

amount against the Departmental Deposit Request 

11. S/he will then fill out a bank deposit slip and place the cash 

in a bank bag 

12. S/he will note in the Banking Spreadsheet the amount 

deposited under the appropriate column 

13. If the amount of the deposit exceeds $500, the Director of 

Business Operations will bring a second staff member with 
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him/her to the bank to make the physical deposit 

14. After depositing the cash, the Director of Business 

Operations will staple the carbon copy of the bank deposit 

slip to the Departmental Deposit Request and return to the 

Finance Manager for further recording.  

Depositing 

Checks 

1. After the preliminary recording of check deposits, the 

Finance Manager gives the checks and Departmental 

Deposit Request to the Office Manager. 

2. The Office Manager will verify the amount of the checks 

against the Departmental Deposit Request. 

3. S/he then endorses all checks with the FSA endorsement 

stamp 

4. S/he then deposits checks remotely through banking remote 

deposit system, printing applicable reports including image 

report and deposit report 

5. S/he then records the amount deposited in appropriate 

column of Banking Spreadsheet 

Applying 

Deposits 

8. After completing physically depositing funds, the Office 

Manager will return Departmental Deposit Request with 

appropriate reports and deposited checks (when applicable) 

to Finance Manager 

9. Finance Manager verifies deposits and then applies deposits 

in accounting system.  
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FISCAL PROCEDURE 19 

 

Payroll 

 

I.           POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will pay employees on the 

business days closest to the 15th and the last day of the month.  Payroll will be direct 

deposited into employees authorized bank account and manual checks will not be cut 

under normal circumstances.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Timesheets 

PART 2 Entering Payroll 

PART 3 Authorization and Submission 

PART 4 Payroll Reports 

PART 5 Payday Process 

 

 

III. PROCEDURE DETAIL 

 

Timesheets 1. Hourly employee timesheets will be turned into the 

department Director/Manager at least five business days before 

the end of the pay period. 

10. The Director/Manager will review and sign the timesheets 

and turn them in to the Director of Business Operations for 

further processing. 

11. Payroll information for counselors’ sessions will be pulled 

from the practice management system.  

12. The Director of Business Operations will then compile and 

enter individual timesheets into official department time 

sheets to be printed and attached to individual timesheets, as 

well as being saved in the secure file structure.  

Entering 

Payroll 

1. The Director of Business Operations will enter payroll at 

least 3 business days prior to payday in accordance with 

ADP requirements (as ADP is the payroll processing 

system).  

2. Payroll will be entered in batches under departments and 

specify between regular hours, vacation hours, holiday 

hours, prior period pay, and other earnings. 

Authorization 

and 

Submission 

1. The Director of Business Operations will print preview 

payroll reports including payroll summary and detail results 

for the Executive Director to review. 

2. Once the Executive Director has approved payroll, s/he will 

sign the front page of the preview and return to the Director 
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of Business Operations. 

3. The Director of Business Operations will then go back into 

the payroll system (ADP) and accept payroll.  ADP will 

automatically process and deposit payroll. 

 

Payroll 

Reports 

6. Paystubs and an ADP payroll report will arrive with 2 

business days of submitting payroll for processing.  The 

Director of Business Operations will place paystubs in 

envelopes and hold until payday. S/he will have the 

Executive Director sign any manual checks. 

7. S/he will use information from the ADP payroll report to 

fill out the Agency payroll reports for accounting system 

recording and record keeping.  These reports include, 

Month End Journal Entries, SS Report, Payroll Totals, Tax 

and Payroll Deductions, ADP Payroll, and SS Med. 

8. Reports will be given to the Finance Manager at the end of 

the month for recording in the accounting system and the 

original payroll report will be stored in a binder by fiscal 

year and month.  

Payday 

Process 

1. On payday, the Director of Business Operations will place 

paystubs in the appropriate mailboxes of staff.   

2. Any staff that do not work in the main office will have their 

paystubs placed in the mail.  
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FISCAL PROCEDURE 20 

 

A. Purchase Requests 
 

I.          POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will require a Purchase 

Request be filled out and approved for purchases for a department beyond regular 

functioning (mail, payroll, etc.) as defined by the Director of Operations and 

Executive Director. 

 

II. PROCEDURE OVERVIEW 

 

PART 1 Purchase Request 

PART 2 Authorization 

PART 3 Purchase 

PART 4 Recording 

 

 

III. PROCEDURE DETAIL 

 

Purchase 

Request 

1. When a department requires a purchase other than normal 

operating expenses (mail, payroll, etc.) the Director or Manager 

of that department will fill out a Purchase Request completely 

including cost center, account, and a signature.  

2. They will then turn in the completed Purchase Request to 

the Executive Director.  

Authorization 1. The Executive Director will then review the Purchase 

Request against the department’s budget. 

2. S/he will either authorize or deny the request.  If the request 

is $1000 or more, it will require the approval and signature of 

the Executive Director. 

 

Purchase 1. After the Executive Director has approved the Purchase 

Request, s/he will either give the request to the Finance 

Manager Manager to purchase or back to the Director/Manager 

to purchase depending on the type of request. 

2. After purchasing, the invoice or the receipt with a 

Credit/Debit Report will be attached to the request and given to 

the Finance Manager.  

Recording 1. The Finance Manager will record the purchase in the 

accounting system if it was a credit or debit purchase under 

the appropriate vendor, cost center, and account. 

2. If the purchase is an invoice, s/he will enter the invoice to 

be fulfilled by a check. 
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B. Supply Orders 
I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will place supply orders with 

Staples and Wal-Mart once a month the closest business day to the 15th.  Any needed 

supplies in between orders will require a Purchase Request.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Order Forms 

PART 2 Authorization 

PART 3 Placing Orders 

PART 4 Checking In Orders 

PART 5 Recording Orders 

 

 

III. PROCEDURE DETAIL 

 

Order Forms 1. Separate order forms will be available to all FSA employees 

to request supplies.  

2. Requests must include the following columns of the forms 

be filled: date requested, item requested, quantity requested, 

department and purpose, person requesting. 

3. All requests must be on the form 24 hours before the 

purchase order is placed.  

Authorization 1. The Director of Business Operations will print the order 

forms and give them to the Executive Director for approval. 

2. The Executive Director will adjust the order as necessary 

and will then sign and date the form before returning to the 

Director of Business Operations. 

3. Orders $1000 or more will also require approval and 

signature by the Executive Director.  

 

Placing 

Orders 

1. Wal-Mart Orders will be purchased by Director of Business 

Operations with the FSA credit card and tax exempt form. 

2. Staples Orders will be ordered by the Director of Business 

Operations through the online portal keeping up tax exempt 

status. 

Checking In 

Orders 

1. The Director of Business Operations will check off items as 

s/he attains them from Wal-Mart. The Receptionist will 

check off Staples Order items on the packing slip and attach 

to the order form.  

2. Once orders are placed, the order forms will be given to the 

Finance Manager 

3. Common supplies will be placed in the Administrative 

Storage Closet.  Supplies specific to programs will be 
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delivered by the position checking in the order. 

 

Recording 

Orders 

13. The Finance Manager will record all orders in the 

accounting system based on vendor.  S/he will split the cost 

between departments based on the information provided on 

the order form. 

14. Order forms will be kept until the bill comes in which they 

will be kept and filed together.  

 
 

 

C. Procurement and Maintenance of Equipment, Supplies, and Services 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will assure proper 

functioning of all necessary equipment as well as being financially responsible by 

having a procedure to procure and maintain equipment and supplies.  

 

II.  PROCEDURE 

a. Recommendations for equipment must be submitted to the Director of Business 

Operations.  The Director of Business Operations may submit the item as a capital 

purchase.  In this case, the recommendation becomes part of the capital budget. 

 

b. General office supplies are purchased as much as possible in bulk for economic 

reasons.    

 

c. Procedures to keep equipment in good working condition should be carried out. 

 

d. Equipment is maintained through service contracts or on a time and labor cost 

basis. 

 

e. Where applicable, competitive bidding is to be utilized. 

 

f. Records of inventory are to be kept up to date by review and compared with 

records on an annual basis. 
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FISCAL PROCEDURE 21 

CONTRACT PROCEDURE 

 

Administration 

Contract Policy, HR 6.04 
 

IV. OVERVIEW 

Family Service Agency’s Contract Policy (HR 6.04) requires a written agreement 

(contract), insurance certificate, and W-9 (where applicable) for all organizations and 

individuals providing a service to FSA or its clients for pay.  

 

V. PROCEDURE OVERVIEW 

 

PART 1 Contract Required 

PART 2 Review of Contract 

PART 3 Obtain Proper Documentation 

PART 4 Filing and Recordkeeping 

 

 

VI. PROCEDURE DETAIL 

 

Contract 

Required 

4. Determine whether the needed contract is an 

administrative contract or service contract based on 

Contract Policy definitions 

5. If a service contract is required, the Director, Manager, 

or designated staff will complete a copy of the Contract 

Template with appropriate detail.  

Review of 

Contract 

4. Once the Contract Template is completed for a service 

contract, or an administrative contract is obtained from 

the contractor, they will be reviewed by the Executive 

Director or his/her designee 

5. If the Executive Director chooses to use a designee, s/he 

will document the date and topic of the designation.  

Obtain Proper 

Documentation 

3. Once the Executive Director, or his/her designee, 

approves the contract, the Director, Manager, or 

designated staff will contact the contractor. 

4. S/he will then obtain the signed contract, insurance 

certificate, and W-9 (where applicable) prior to the 

service being implemented 

Filing and 

Recordkeeping 

4. Once proper documentation has been obtained, the 

Director, Manager, or designated staff will give 

documentation to the Director of Business Operations 

5. The Director of Business Operations will appropriately 

file all documentation together (alphabetically and by 

fiscal year) and maintain as appropriate by law. 
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FISCAL PROCEDURE 22 

 

Bill Payment Policy & Procedure 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will make every effort to pay 

bills promptly through proper recording and financial procedure.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Recording Bills 

PART 2 Approval  

PART 3 Cutting & Signing Checks 

PART 4 Physical Payment 

PART 5 Recordkeeping of Bills 

 

 

III. PROCEDURE DETAIL 

 

Recording 

Bills 

3. After mail has been logged (see Mail Logging Procedure) 

the Finance Manager will record the bills in accounting system.  

4. All bills will remain marked “unpaid” until the check has 

been cut.  

5. Bills will be recorded under individual vendors and include 

the date payment is due.  

Approval  3. The business day before the 15th and the last day of the 

month (or closest to it), the Director of Business Operations 

will pull an Unpaid Bill Report from the accounting system. 

4. S/he will also note on the report the current bank account 

balance as well as any major automatic expenses about to go 

through (such as payroll) 

5. The Director of Business Operations will then have the 

Executive Director review the report and determine which bills 

will be paid (if not all) and sign.  

Cutting & 

Signing 

Checks 

3. After the Executive Director has approved which checks 

will be cut, the Director of Business Operations will print the 

checks from the accounting system and mark the bills as 

“paid.” 

4. S/he will then print the Bill Payment Report from the 

accounting system and staple it to the top of the signed Unpaid 

Bills Report 

5. S/he will then take the reports, the most recent check 

register, and the printed checks to the Executive Director to 

witness signing. 

6. The Executive Director will make sure that the last check 

cut from the previous check register and the first check cut on 
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the Bill Payment Report are sequential.  

7. S/he will sign checks and mark them off the Bill Payment 

Report as s/he goes.  When finished, s/he will sign the bottom 

of the report.  

Physical 

Payment 

IV. The Director of Business Operations will take the signed 

checks and the Payables File (with all the physical bills) 

V. S/he will fill out any payment coupons, stuff envelopes with 

coupons and checks, and staple duplicate check stub to 

the physical bill for filing. 

VI. Bills that will be hand delivered will be given to the 

appropriate Program Director to do so. 

VII. Bills to be mailed will be placed in the files next to 

the postage machine for further processing by the 

Evening Receptionist.  

Recordkeeping 

of Bills 

6. After physically paying all bills, the Director of Business 

Operations will give the bills with stapled duplicate check stubs 

to the Finance Manager for filing. 

7. S/he will file the bills in the proper fiscal year’s payable 

files, alphabetically in the appropriate filing cabinet.  

8. The Director of Business Operations will return the old 

check register and the new check register (Bill Payment and 

Unpaid Bills Report) to the same filing cabinet in its proper 

folder.  

 

 

 

 

IV. BILLING ADDITIONAL PARTIES 

 The Finance Managert will bill private insurance companies, the DeKalb County Community 

Mental Health Board, and clients in accordance to the following policies and procedures. 

A. Insurance Billing Procedure 

B. MHB Billing Procedure 

C. Client Billing Procedure 
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FISCAL PROCEDURE 23 

 

Petty Cash Funds 
 

I. POLICY STATEMENT  

Family Service Agency of DeKalb County, Inc. (FSA) will maintain a petty cash fund 

and adhere to industry standards and best practices to account for such fund.  

 

 

II. PROCEDURE: 

 

a. The Finance Manager has day to day control and responsibility for the Petty Cash Fund.  

Requests for funds and payments for copies, phone, etc. are to be handled by the 

Director of Business Operations.  

 

b. Money paid out or deposited to Petty Cash is logged to a petty cash slip and signed by the 

Director of Business Operations and staff member involved in the transaction. 

Receipts for disbursements will be attached to the petty cash slip. A description of the 

transaction will also be indicated on the petty cash slip. 

 

c. The petty cash fund is kept in a locked location. 

 

d. The petty cash fund will be balanced each day by the Finance Manager or other designee. 

 

e. The petty cash fund is NOT to be used for cashing checks. 

 

f. The Agency has a petty cash fund of $63.  The petty cash funds are replenished, as 

needed, to a balance of $63. 
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FISCAL PROCEDURE 24 

 

Travel and Related Expense 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will reimburse employees for 

approved business expenses and mileage if the employee fills out an Expense Report 

Form, has it signed by his/her supervisor, and turns it in by the 10th of the month.  

Late expense reports will be accepted up until the 10th day of the following month in 

which the expenses were made.  

 

II. PROCEDURE OVERVIEW 

 

PART 1 Filling out Expense Report Form 

PART 2 Approval 

PART 3 Entering for Payment 

PART 4 Payment 

 

 

III.   PROCEDURE DETAIL 

 

Expense 

Report Form 

1. Employee seeking reimbursement for approved expenses 

and travel will print the most up-to-date Expense Report 

Form from the FSA Server. 

2. S/he will fill out completely and sign 

3. S/he must attach receipts for all expenses except mileage. 

Approval 1. The employee will give the signed Expense Report Form to 

his/her direct supervisor for approval. 

2. The supervisor will then approve or deny expenses. S/he 

will sign the bottom of the form if approved.  

Entering for 

Payment 

1. The supervisor will then provide the form to the Intake and 

Billing Specialist for recording and entering for payment. 

2. S/he will enter following the same process as entering 

receivables.  

Payment 1. Expense checks will be cut following the Bill Payment 

Procedure and paid the closest business day to the 15th of 

the month in which the Expense Report was received.  
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FISCAL PROCEDURE 25 

 

Disbursements 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) will maintain a disbursements 

procedure to maintain fiscal responsibility.  

 

II. PROCEDURE 

 

a. Bills that are received in the mail are given to the business office. 

 

b. The invoices are verified for accuracy, and entered into the A/P system. 

 

c. Pre-numbered checks are kept locked and inaccessible to unauthorized personnel 

 

d. The Director of Business Operations runs an A/P report using the accounting software, 

the report is reviewed with the Executive Director, and checks are cut for the payables 

that are approved.   

 

e. Checks are signed by one of the following officers:  President/CEO, Director of 

Operations, Board Chair, Vice Chair, Treasurer, or Secretary.   

 

f. After the signatures are obtained, the checks are given to the Fiscal Manager for 

distribution. 

 

g. When a bill is paid, the duplicate check or check stub is stapled to the invoice and filed. 
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FISCAL PROCEDURE 26 

 

Cash Management & Investments 

 

Please see Investment Policy 
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FISCAL PROCEDURE 27 

 

Capital Equipment & Depreciation 
 

I. POLICY STATEMENT 

Family Service Agency of DeKalb County, Inc. (FSA) follows the practice of 

capitalizing all expenditures for the land, building and equipment with the assigned life 

greater than three (3) years. 

 

II. PROCEDURE 

 

1. The Director of Business Operations keeps a detailed record of depreciable fixed assets. 

 

2. S/he provides these records to the auditor annually for calculation and further 

recording. 

 

3.  Depreciation is recorded as an expenditure in the Building Fund. 

 

4. No depreciation expense is shown in the operating fund. 
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FISCAL PROCEDURE 28 

 

Employee Retirement Accounts 

 
 Family Service Agency of DeKalb County, Inc. (FSA)’s employee retirement accounts are 

currently frozen.  FSA employees have the opportunity to participate in a 403b plan as defined in 

the Personnel Policy Manual and below.  

 

“4.1 403(b) PLAN 

 

 The agency’s 403(b) Plan is a type of retirement savings plan which staff is eligible to participate 

in, subject to the terms of the Plan, upon successful completion of the introductory period(s).  It allows 

participants to voluntarily save and invest a portion of gross annual earnings while deferring their 

taxable income.” 
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FISCAL PROCEDURE 29 

 

Operating Reserves 
 

I.  POLICY STATEMENT 

The target minimum operating reserve fund for the organization is three (3) months of average 

operating costs.  The calculation of average monthly operating costs includes all recurring, 

predictable expenses such as salaries and benefits, occupancy, office, travel, program, and ongoing 

professional services. 

 

II. PROCEDURE 

 

a. The amount of the operating reserve will be calculated each year after approval of the 

annual budget, reported to the Finance Committee and Board of Directors and included in 

regular financial reports. 

b. The operating reserve will be funded with surplus unrestricted operating funds. 

c. To use the operating reserves, the Executive Director will submit a request to the Finance 

Committee of the Board of Directors.  The request will include the analysis and 

determination of the use of funds and plans for replenishment.  The organization’s goal is 

to replenish the funds used within twelve (12) months to restore the operating reserve fund 

to the target minimum amount 
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