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Contents for a Financial Procedures Manual

· Making Deposits
· Who gets the mail and how is it distributed?
· How are deposits entered into the accounting software?
· Who goes to the bank and how often?
· What copies get kept and where?
· Entering Bills
· How are regular bills entered into accounting software?
· What’s the schedule of when regular bills are typically paid?
· How are employee reimbursements handled?
· Where are bills kept until they are paid?
· Paying Bills
· How is this done in accounting software?
· Who can sign checks?
· Where is everything filed?
· Payroll Process
· What’s the process for employees to submit timesheets?
· When and how is payroll entered online or called in?
· How are vacation, sick, or PTO etc tracked?
· How is the info entered into accounting software?
· New Employees
· How to get them on payroll
· How to set up their benefits
· Departing Employees
· How to get them off payroll
· How to stop their benefits
· Transferring Money between Bank Accounts
· How is this done and what records are kept?
· How is it entered into accounting software?
· Reconciling Bank Accounts
· How is this done in accounting software?
· Reviewing General Ledger
· Who reviews it?
· Where electronically is the final version kept?
· Financial Reports
· What reports happen and how often?
· Who gets what reports?
· Annual Tax Reports
· W2s
· 1099s
· IRS 990
· State Information returns if applicable
· Renewing state charitable fundraising status
· Any local forms to file?
· Insurance [for each section, who is the carrier, contact info, info on renewal]
· General Liability
· Workers Comp
· Directors & Officers [if applicable]
· Rental Lease
· Contact info for Landlord and/or Building Management
· Where is the copy of the lease filed?
· When is the lease renewed?
· Equipment [for each section, who do you call for repairs, where are the manuals filed]
· Phone system
· Copier
· Computers
