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APPENDIX M


INTERNAL ACCOUNTING CONTROLS


INTERNAL ACCOUNTING CONTROLSPRIVATE 

Comparisons of budgeted expectations to actual results will provide comfort in areas where proper segregation of duties cannot be achieved.

A.
Cash Contributions

1.
Open plate collections should be maintained under the joint control of two or more responsible persons until and when counted.


2.
Incoming mail should be under the joint control of two or more persons until opened and contributions, if any, counted.


3.
Checks must be restrictively endorsed.


4.
Sign the list to attest to its accuracy.


5.
Send one copy of the list to Accounting/Treasurer, and send the second copy with the cash receipts to person responsible for making bank deposit (this person should be independent of the accounting function).  A person who does not have access to cash receipts compares the bank deposit record with the Accounting/Treasurer's cash receipts records.


6.
Minimize the number of persons having access to cash and the amount of cash in any one person's control.

B.
Nonmonetary Donations

1.
Separation of responsibilities for receiving and recording, and establishment of Accounting procedures for such items.


2.
Physical inspection of donated items when they are received.


3.
Review and approval by the governing board of methods used for determining the valuations assigned to donated items.

C. 
Fund Balances

1.
Controls to ensure that records of donor-imposed restrictions are properly maintained.


2.
Periodic review for compliance with such restrictions.


3.
A chart of accounts that ensures proper classifications and accounting for restricted funds.


4.
Controls to ensure that transfers are processed in accordance with board approvals.

D.
Property and Equipment

1.
Catalogue items acquired by maintaining a fixed asset listing register identifying and describing the asset.


2.
Control assets by assigning an identification number and placing an identification tag or mark on the items.


3.
Provide adequate physical safeguards from theft or damage for such assets.


4.
Perform periodic inventories of assets reconciling identification numbers with fixed asset register.

E.
Expenses/Disbursements

1.
Existence of a well defined organizational chart that clearly defines the organization's activities by function and a detailed chart of accounts that defines the expense chargeable to them.


2.
Controls over expenses, including comparison with approved budget estimates, and investigation of significant variations.


3.
Controls over disbursements, which include approval of disbursements and review of the distribution of expenses to accounts and the allocation among functions if applicable.

E.
Expenses/Disbursements (Continued)

4.
Segregation of the Accounting function of recording transactions and the payment of expenses.  (Individual who writes checks should not have access to disbursement records.)

F.
Third Part Reimbursements

1.
Review of third party payor contractual agreements at regular intervals to ascertain that the services rendered are in accordance with the terms of the agreement.


2.
Preparation of costs reimbursement reports on a timely basis and review of the reports by appropriate management personnel.


3.
Establishment of the procedures to ensure that properly reimbursable direct and indirect costs are billed to, and collected from third party payors. 
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