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What are policy manuals?
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What should go in my policy
manuals?

* Huma
* Financial
* Other important
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Human Resources Policies

* Equal employment,
* Confidentiality,

* Harassment prevention,

* Exempt/non-exempt status and the like.
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Human Resources Policies

* Some a Issing
* VESSA (Vic afety Act)

* Updates to harassme ention and equal
opportunity statements

* Genetic Information Nondiscrimination Act
* Lack of a confidentiality statement
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Human Resources Policies

Benefit informa y and the summary plan
description and plan documents rule

* The company may change the handbook at any time without
notice

* Employees are responsible for reading and understanding the
handbook content and should direct all questions to their
supervisotr.
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Financial Policlies

Basis of a
organization (e.

» Account structure/chart of accounts
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Financial Policlies

* Whois au
software and wha

accounting
e levels of access?

* Who approves this access?
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Financial Policlies

times
* Indirect cos
* Opening mail
* Deposit responsibilities
* Lock box

urce info,
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Cash Receipts “Control Grid”

A. VP of Fiscal Operations/Controller

B. Accounting Manager/Accounting Assistant
C. Program Director

D. Secretary/Receptionist

Produce invoice to bill customer

Enter invoice into A/R system

Initial receipt of funds (cash & checks)
Restrictively endorse checks

Complete cash receipt log

Prepare deposit slip

Take deposit to bank

Enter receipts into A/R system

Reconcile cash receipts with A/R posting
Authorize credits or adjustments

Post credits/adjustments to A/R system
Review activity to recommend write-off
Authorize write-off of past due accounts
Post write-off of past due accounts
Prepare customer statements

Reconcile A/R system with general ledger
Reconcile bank statements

Review A/R aging

Perform follow-up calls on past due accounts
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Cash Disbursements “Control Grid”

E A. VP or designee
B. CEO

C. VP of Fiscal Operations/Controller
D. Accounting Assistant

E. Secretary/Receptionist

Inputs data into vendor master file

Obtains necessary certifications from new vendors
Maintains vendor master file

Initiates purchases

Authorizes purchases

Prepares purchase order/requisition X
Prepares request for proposal
Administers collection of proposals
Evaluates proposals

Selects vendors

Receives vendor invoice

Approves vendor invoice

Assigns general ledger coding X
Inputs invoice into A/P system X
Selects A/P to be paid X
Runs A/P checks X
Reviews checks X
Signs checks X
Mails checks X
Maintains A/P paid files X
Maintains check stock
Reconciles A/P to general ledger
Performs bank reconciliation
Reviews cancelled checks
Reviews bank reconciliations
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Financial Policlies

* Sarb ly to
all ent

* Whistle-

* Record Retentio estruction

* Although not required by Sarbanes-Oxley,
conflict of interest policies are extremely
Important
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Sample Re
Pol

Pol
whe

logge
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*  Accid

Accou
*  Accounts
*  Audit reports
*  Bank reconciliatic
°  Bank Statements
*  Chart of Accounts
*  Cancelled Checks
*  Contracts, mortgages, notes and leases:

*  Expired VA GELS

. Still in effect Permanently
*  Correspondence:

* General 2 Years

* Legal and important matters only Permanently

*  Routine with customers/vendors PACEIS
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Sample Record Retention Policy -

Contin

Garnishments
*  General ledgers/
. I-9 Forms

* Insurance policies (expired)
*  Insurance records (policies, claims, etc.)
* Internal audit reports

* Internal reports

*  Inventories of products, materials and supplies
* Invoices (to customers, from vendors)

*  Journals

*  Minute books of directors, bylaws and charters
*  Notes receivable ledgers and schedules

Permanently
3 Years +

3 Years

7 Years

7 Years
Permanently
Permanently
7 Years

3 years from DOH

© 2012 Sikich LLP. All rights reserved.




Sample Record Retention Policy -
Contin

Retirement
. Requisitions
*  Sales records
*  Subsidiary ledgers
. Tax returns and worksheets, examin
and other documents relating to determination

of income tax liability Permanently
*  Time sheets/cards VACETS
*  Trademark registrations and copyrights Permanently
*  Training manuals Permanently
*  Voucher register and schedules VAGELS
*  Withholding tax statements VAGELS
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Other Important Policies

* What are pr
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Other Important Policies

Equipme
* Inventory (annual, biannual)
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ursement

form or a ent form.

* When are expense reimbursements due?
This can affect having accurate financial
information provided to users of financial
statements.

* When are receipts required?
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Other Important Policies

Procedure
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Other Important Policies

* What are p

* If so, procedures should be in place to calculate
accrual to record in the financial statements
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Other Important Policies
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Other Important Policies
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Other Important Policies

* Personal u
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Important Policies

Who is responsible sting monthly activity to
the accounting software?

* Who reviews?
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Other Important Policies
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Other Important Policies
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ANY QUESTIONS?




ard Lynch, Partner

: 217-793-3363
h@sikich.com
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