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1.1 Current Assets

3
Monthly Bank Reconciliation

Monthly Close

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

Cash Receipts Daily Bank Reconciliations

4
Amortized pre-paid expenses (e.g.
property liabilities) “
Owner: Finance Manager
Frequency: Monthly
System: New World




1.1.1 Cash Receipts (Revenue)

2
Receive notice of deposit into
concentration account

Daily Bank Reconciliations

A -
Direct lSeposit 7 Owner: Fiscal Assistant
Frequency: Monthly
System: Email
1
Receipt Type
(——
Open Mail and log checks
Check received
| S >
Owner: CFO -

Frequency: Daily
System: Physical Mail

5
Deliver check to Fiscal Assistant

Owner: CFO
Frequency: Daily
System: NA

Y

6
Deposit checks at the bank and
retrieve deposit slip

Owner: Fiscal Assistant
Frequency: Daily
System: NA

L g

Record deposit

8
Review and approve receipts

Owner: Fiscal Assistant
Frequency: Daily
System: New World — Receipting

Owner: CFO
Frequency: Daily
System: New World — Receipting

Y

Modul Module
A
10
Provide Instruction for correcting
issues.
Owner: CFO -

9
Receipts
Approved?

Frequency: Daily
System: New World — Receipting
Module

11

Batch & Post receipts to general

ledger

Owner: Fiscal Assistant
Frequency: Daily
System: New World — Receipting

Module




1.1.2 Daily Bank Reconciliation

I 1

Retrieve daily transaction reports 3
for ZBA and Concentration Notify CFO of account balance 4
accounts Has the concentration
Yes—Pp . .
account risen above $X Owner: Fiscal Assistant 1.6.8.3 Transfer Funds

Owner: Fiscal Assistant or fallen below $X2
Frequency: Daily

System: BofA Portal

Frequency: As necessary
System: Email

No
Y
5
Enter journals for any movements 6
from the concentration account Identify direct deposit
to the ZBA account (or vice-versa) o
- Owner: Fiscal Assistant
Owner: Fiscal Assistant Frequency: Daily
Frequency: Daily System: New World

System: New World




1.1.3 Monthly Bank Reconciliation

Monthly bank
Statements
Received

1
Reconcile Payments: Mark
Payables for payments on ZBA
statement as “Reconciled”

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

2
Reconcile ZBA & Concentration
Accounts against Bank Statement

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

3
Account Reconcile

Yes

—No———

4

Investigate and resolve issue

Owner: Fiscal Assistant

Frequency: Monthly
System: New World

) 4

{ End




1.2 Revenue Recognition

Frequency: Daily
System: New World

Frequency: Daily
System: New World

Frequency: Monthly
System: New World

8
Analyze accounts receivable aging
report and follow up on
outstanding amounts

Owner: Finance Manager
Frequency: Monthly
System: New World

9
Prepare and send invoices for
amounts owed to CTAC

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

1 2
3
Sign Incoming Grant/Pledge Record grants and pledges . .
Award Letter/Contract receivable el S g aeYE IR 6
»| 4 . Yes
. ?
Owner: Executive Director Owner: Fiscal Assistant Owner: CFO‘ Approved:
. . Frequency: Daily
Frequency: As Received Frequency: Daily System: New World
System: ? System: New World 4 ’
f No
Y v
5 6 7
Provide Instruction for correcting Batch & Post receivables to .
. Record Prime account Interest
receivables general ledger -
— Monthly Close o .
Owner: CFO Owner: Fiscal Assistant IR E T



1.3 Fixed Assets

1
Create account numbers for new
Fixed Assets

Owner: CFO
Frequency: Ad-Hoc
System: New World

2

Y

Record new Fixed Assets

Owner: Finance Manager
Frequency: Ad-Hoc
System: New World

A 4

3
Review & post Fixed Assets to
ledger

Owner: CFO
Frequency: Ad-Hoc
System: New World

v

4
Depreciate Fixed Assets

Owner: Finance Manager
Frequency: Monthly
System: New World

Quarterly Close

5
Review fixed asset disposals and
adjust the ledger

Owner: Finance Manager
Frequency: Monthly
System: New World

Annual Close

6
Reconcile the fixed asset ledger

Owner: Finance Manager?
Frequency: Monthly
System: New World




1.4 Accounts Payable/Liabilities

1
Sponsorships

Owner: Community
Engagement Manager
Frequency: Ad hoc
System: New World

2
Emergent Need

Owner: Data Support
Coordinator
Frequency: Ad hoc
System: New World

3
Travel & Expense
Reimbursement

Owner: Supervisor
Frequency: Ad hoc
System: Email/Excel

4
Payroll

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Alpha Staff/Excel

5
Provider Reimbursement

Owner: Budget Specialist
Frequency: Monthly
System: New World

6
Local Mileage
Reimbursement

Owner: Fiscal Assistant
Frequency: Ad hoc
System: New World

7

Credit Card Reconciliation &

Payment

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

8
Account Payables Review &
Reconciliation

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: New World




1.4.1 Sponsorships

l

1
Submit application

Owner: External Org Staff
Frequency: As needed
System: CTAC Website

2
Review application

Owner: Community Engagement
Manager
Frequency: As needed
System: Email or Website

3
Is the application
complete?

5
Review application

Owner: Executive Director
Frequency: As needed
System: Email or Website

8
Notify Community Engagement
Manager of denial

Owner: Executive Director
Frequency: As needed
System: Email

Request Additional info

6
Approved?

Deny

A

A 4

9
Notify external org. staff of denial

Owner: Community Engagement
Manager
Frequency: As needed
System: Email

No—]

4
Notify external organization staff
and request information

Owner: Community Engagement
Manager
Frequency: As needed
System: Email

Yes, >

Yes
10 11
e ey EnRiama Notify external org. staff of
acceptance and amount of
Manager

Owner: Executive Director
Frequency: As needed
System: Email

funding

Owner: Community Engagement
Manager
Frequency: As needed
System: Email

7
Notify Community Engagement
Manager and request information

Owner: Executive Director or
Fiscal Assistant
Frequency: As needed
System: Email

v

12
Notify Fiscal Assistant of
acceptance and amount of
funding

Owner: Community Engagement
Manager
Frequency: As needed
System: Email

16

1.4.A Payables & Payment

Approval & Issuance

13
Review for all necessary
information and enter new
vendor information

Owner: Fiscal Assistant
Frequency: As needed
System: SAMIS

15
Create payable

Owner: Fiscal Assistant
Frequency: Within 3 days of
notification
System: New World

No

14
Approved?

Yes



https://www.childrenstrustofalachuacounty.us/community/page/sponsorship-opportunities

1.4.2 Emergent Needs

v

1
Submit Application

Owner: External Org Staff
Frequency: As needed
System: CTAC Website

2
Review application

Owner: Data Support Coordinator
Frequency: As needed
System: Email or Website

3
Is the application
complete?

Yes

5
Review application and provider’s
financial information

Owner: Executive Director/CFO/
Ccoo
Frequency: As needed
System: Email or Website

8
Notify Data Support Coordinator
of denial

Owner: Executive Director
Frequency: As needed
System: Email

Request Additional info,

6
Approved?

A

9
Notify external org. staff of denial

Owner: Data Support Coordinator
Frequency: As needed
System: Email

End

]

4
Notify external organization staff
and request information

Owner: Data Support Coordinator
Frequency: As needed
System: Email

Yes, )

10
Notify Data Support Coordinator

Owner: Executive Director
Frequency: As needed
System: Email

\ 4

11
Notify external org. staff of
acceptance and amount of
funding

Owner: Data Support Coordinator
Frequency: As needed
System: Email

7
Notify Data Support Coordinator
and request information

Owner: Executive Director or
Fiscal Assistant
Frequency: As needed
System: Email

v

12
Notify Fiscal Assistant of
acceptance and amount of
funding

Owner: Data Support Coordinator
Frequency: As needed
System: Email

16

1.4.A Payables & Payment
Approval & Issuance

13
Review for all necessary
information and enter new
vendor information

Owner: Fiscal Assistant
Frequency: As needed
System: SAMIS

15
Create payable

Owner: Fiscal Assistant
Frequency: Within 3 days of
notification
System: New World

No

14
Approved?

[



https://www.childrenstrustofalachuacounty.us/funding/page/emergent-needs-funds

1.4.3 Travel & Expense Reimbursement

2
Start : Reimbursement Request &
Pre-Approval
Approval




1.4.3.1 Trip Pre-Approval

f——

Start

4
Request required revisions from
employee

Complete Travel Pre-Approval
Form with estimated pre-paid and
reimbursement expenses and

submit to manager

Owner: Traveling Employee
Frequency: As Needed
System: Excel

2

Review estimated travel expenses

Owner: Traveling Employee’s

Owner: Traveling Employee’s
Supervisor
Frequency: 7 days before trip
System: Email

No

3

5
Sign-off on Travel Pre-Approval
Form

Owner: Traveling Employee’s
Supervisor
Frequency: As needed
System: Printout

Submit form signed by supervisor
to Finance (Fiscal Assistant)

Owner: Traveling Employee
Frequency: As Needed
System: Printout

Frequency: Weekl,
System: Printout

y

follow policy and is the trip
within budget?

No

9

revisions (copy CFO)

Owner: Fiscal Assistant
Frequency: Weekly
System: Email

Notify Traveling employee and
their manager of required

\-10

i

y

10
Review form to determine pre-
paid amount

Owner: Fiscal Assistant
Frequency: Ad hoc
System: Printout

A 4

11
Create payable

Owner: Fiscal Assistant
Frequency: Ad hoc
System: New World

12

Yes, and pre-paid needed

1.4.A Payables & Payment
Approval & Issuance

> Estimated foll
st e o D>
Frequency: As needed P policy
System: Printout
N
6 7
Review Travel Pre-Approval Form 3
. . Do estimated expenses .
> Owner: Fiscal Assistant ——No, and no pre-paid needed—

Trip Start




1.4.3.2 Reimbursement Request & Approval

Trip End

4
Request required revisions or
additional supporting
documentation from employee

A

1
Create Travel Expense Form based
on Travel Pre-Approval Form and
attach supporting documentation

Owner: Traveling Employee’s
Supervisor
Frequency: As needed
System: Email

I

No

2
Review actual expenses and
supporting documentation

Owner: Traveling Employee
Frequency: As Needed
System: Excel

A

Notify Traveling employee and
their manager of required
revisions (copy CFO)

Owner: Fiscal Assistant
Frequency: Weekly
System: Email

5 \+12

Y

Owner: Traveling Employee’s
Supervisor
Frequency: As needed
System: Printout

Expenses follow T&E
policy and all receipts &
documentation
provided?

Yes

Review Travel & Expense Form
and reconcile against p-card
charges (If applicable)

Owner: Fiscal Assistant
Frequency: Weekly
System: Printout & BofA

Do expenses follow T&E
policy and are all receipts
& documentation
provided?

[<€—No

' (=) ) @
5 6 !
Sign-off on Travel Expense Form Submit form signed by supervisor
to Finance (Fiscal Assistant)
Owner: Traveling Employee’s > >
Supervisor Owner: Traveling Employee
Frequency: As needed Frequency: As needed
System: Printout System: Printout
‘ +12

10
Create payable

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

11

1.4.A Payables & Payment
Approval & Issuance




1.4.4 Payroll

3

Start o
Payroll Reconciliation

Payroll Processing Payroll Payment




1.4.4.1 Payroll Processing

R

E
\S

Pay Period End

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Prism

inaccuracies?

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Prism

1
Receive enrollment changes from . 2 o 3
Send timesheet submission o
County and employee changes . Submit timesheets
reminder
Start from HR (outsourced) W 3
Owner: Fiscal Assistant TR Tl
Owner: Fiscal Assistant ’ . Frequency: Bi-Weekly
Frequency: Bi-Weekly
Frequency: Ad-hoc System: Chronos
. System: Chronos
System: Email
Y Mon Y
7 N 2
4 5 7
X Export timesheet data and ensure Contact appropriate staff for
Approve timesheets ) . ;
that employee data is accurate more information
- 6
Owner: Employee’s Supervisor - Is any data missing? ves
) . Owner: Fiscal Assistant ’ Owner: Fiscal Assistant
Frequency: Bi-Weekly . .
System: Chronos Frequency: Bi-Weekly Frequency: Bi-Weekly
Y ’ System: Chronos System: Email
No
y
2 11
8 Manually adjust hours, severance, 10 . I
) ’ . . ) Receive notification that
Upload file retro pay, vacation, & benefits for Submit for processing ) .
payroll is ready for review
. accuracy .
Owner: Fiscal Assistant Owner: Fiscal Assistant Owner: Fiscal Assistant
Frequency: Bi-Weekly Owner: Fiscal Assistant Frequency: Bi-Weekly ’ .
. . . Frequency: Bi-Weekly
System: Prism Frequency: Bi-Weekly System: Prism .
. System: Prism
System: Prism
¢ Yes
. 12 14
Review payroll checks for Apbrove pavroll
accuracy 13 PP pay
—> Are there any No—pi o End



1.4.4.2 Payroll Payment

1
Debit (ACH) CTAC’s ZBA Account

Owner: AlphaStaff
Frequency: Bi-Weekly
System: BofA

2
Pull deduction data and build out
‘payroll accounting entries’

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Prism & Excel

3
Pull health and life insurance data
and build out each workbook

Owner: Fiscal Assistant
Frequency: Monthly
System: Excel

4
Reconcile Alpha payroll report
with invoice to period ‘payroll
accounting entries’ and health
and life insurance data files

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Excel

5a
Create payables for AlphaStaff
and other carriers

(wed)

(m)
7

Review and post journal entries

-y
Owner: Fiscal Assistant
Frequency: Bi-Weekly 6
System: New World Review and approve pay period
‘payroll accounting entries’
-
Wed Owner: CFO
5b Frequency: Bi-Weekly
Create journal entries to System: Excel/PDF?
reallocate funds to employee and
employer contribution accounts
Ly ploy!

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: New World

f

A 4

Owner: CFO
Frequency: Bi-Weekly
System: New World

8
Are there any issues?

Yes

9

1.4.A Payables & Payment
Approval & Issuance

‘ v

10
Pay 457 plan contributions

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: ICMA.org

11
Pay FRS contributions

Owner: Fiscal Assistant
Frequency: Monthly
System: FRS Online

12

HealthEquity funding and invoice
payment verification

13

Send ‘Health” and ‘Life’ Insurance
Workbooks to the county

Owner: Fiscal Assistant
Frequency: Bi-Weekly
System: Wage Works

Owner: Fiscal Assistant
Frequency: Monthly
System: Excel




1.4.4.3 Payroll Reconciliation

2
Reconcile employee deductions to
payments made to insurers and
other benefits providers

1
Reconcile GL entries to ‘payroll
accounting entries’ file

A 4

Monthly Close —»{ Quarterly Close |}

Owner: Finance Manager
Frequency: Monthly
System: New World/Excel

Owner: Fiscal Assistant
Frequency: Monthly
System: New World/Excel

Y
() —
.3A . Calculate and record liabilities for 5 -
Perform reconciliation of payroll emplovee PTO. pension. and Perform reconciliation of gross
taxes (Form 941). ploy b[P ! salaries (W-2 Forms) to GL
P> Ses —> Annual Close —_
Owner: ? Owner: ? Owner: Finance Manager
Frequency: Quarterly . Frequency: Annually

. Frequency: Quarterly .
System: New World YR — T - System: New World




1.4.5 Provider Reimbursement

o

Issue a reminder to all providers
of reimbursement request due
date approaching

Owner: Budget Specialist
Frequency: Monthly
System: Email

®

Month End

Provider submitted
reimbursement
request?

3
Contact provider (x3)

Owner: Budget Specialist
Frequency: Monthly
System: Email

7
Is the reimbursement
request complete?

10
Create/Edit payable

Owner: Budget Specialist
Frequency: Monthly
System: New World

Owner: Provider
Frequency: As needed
System: SAMIS

Owner: Budget Specialist
Frequency: As needed

System: SAMIS

Owner: Finance Manager
Frequency: As needed
System: SAMIS

12
Is the reimbursement
request ready to be
submitted?

y @ 1
+7 +?
4 S . L
re?i\gz\r,z:n:i:frzot\::st Review reimbursement request
q for allowability and supporting
d tati
Owner: Contract Manager/ Appfove? Yes— ccumentation
Program Team Owner: Budget Specialist
Frequency: Monthly s Ty
System: SAMIS System: SAMIS
A
J
A
9 3 13
. ) . . Provide guidance for the
Resubmit request Contact provider with corrections corrections that should be made
< < [ €—No

. ®
S

11
Review reimbursement request
for allowability and
documentation

Owner: Finance Manager
Frequency: Monthly
System: SAMIS

Yes

14

1.4.A Payables & Payment
Approval & Issuance



1.4.6 Local Mileage Reimbursement

1

Maintain a detailed mileage log

2
Sign and submit completed
mileage log to Supervisor

No

3
Review employee’s mileage log

4

Owner: Supervisor
Frequency: Monthly
System: Email

Owner: Fiscal Assistant
Frequency: Monthly
System: Email

and travel is justified?

» > , . Log complete, accurate
Owner: Employee’s Supervisor A,
Owner: Employee Owner: Employee and travel is justified?,
Frequency: Monthly
Frequency: Ad-hoc Frequency: Monthly System: Email
System: Excel System: Email Y ’
Yes
|
Y No
+5 +7
5 S \
Sign-off on reimbursement 6 8
request and submit to Fiscal Review employees’ mileage logs Create Payable
Assistant P» Log complete, accurate Yes—pi

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

1.4.A Payables & Payment
Approval & Issuance




1.4.7 Credit Card Expense Reconciliation

‘ 1

Update Visa Works codes to align
with changed GL codes

Y

Owner: Fiscal Assistant
Frequency: Monthly
System: Visa Works

‘ 2

Notify cardholders of statement
dates, due dates and any changes
to the GL code

Owner: Fiscal Assistant
Frequency: Monthly
System: Email

@

CC Statement
Received

©
R S

Upload receipts, code expenses
and submit for approval

Owner: P-Card Holder
Frequency: Monthly
System: BofA Visa Works

4

Y

Review and approve expenses

Owner: Employee Supervisor
Frequency: Monthly
System: BofA Visa Works

@

receipt,
coding correct?

Yes.

QIO
7

Review and approve expenses
Owner: Fiscal Assistant
Frequency: Monthly
System: BofA Visa Works

Follows polices, Includes

6
Flag receipts for review

Owner: Supervisors
Frequency: When needed
System: BofA Visa Works

)

A .
No e
No
8
Follows polices, Includes
P Yes—P

receipt,
coding correct?

9
Run and download monthly credit
card expenses report

Owner: Fiscal Assistant
Frequency: Monthly
System: Visa Works

10
Compare expense report total to
credit card statement

A 4

Owner: Finance Manager
Frequency: Monthly
System: Visa Works/Excel

!

11
Create payable allocating
expenses to the accounts

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

12

1.4.A Payables & Payment
Approval & Issuance




1.4.8 Account Payables Review & Reconciliation

Month End

Ensure a PO was created for all
newly signed contracts

Owner: Finance Manager
Frequency: Monthly
System: New World

Analyze Uncleared Checks

Quarterly Close

1 2 3
Review Accounts Payables to Review POs for expected but
ensure all invoices were recorded missing invoice 4
> >
Owner: Finance Manager Owner: Finance Manager
Frequency: Monthly Frequency: Monthly
System: New World System: New World
5
v Reclassify long term liabilities as
\ current liabilities
= @D

Owner: Finance Manager
Frequency: Monthly
System: New World




1.4.8.4 Analyze Uncleared Checks

1
Run ‘Open Payment Report’

Owner: Fiscal Assistant
Frequency: Monthly
System: New World

90 < Age.

2
Check age?

Age <30

30<Age <90

3
Contact provider/vendor

Owner: Fiscal Assistant/Budget
Specialist
Frequency: Monthly
System: New World

v

Y

4
Void check and contact provider/
vendor to coordinate issuance of
new check

Owner: ?
Frequency: Monthly
System: New World

> End




1.4.A Payables & Payment Approval & Issuance

6
Update the payable based on
feedback

5
Reject payable and provide
instructions

>
Owner: Various Owner: COO/CFO
Frequency: As necessary Frequency: As necessary
System: New World System: New World
A
3
! Review and approve queued
Queue payable for approval PP q
5 payables
Start Was the payable created Yes—P ; No—
. L Approve?
Owner: Various by a Budget Specialist? .
Owner: Finance Manager
Frequency: As necessary Ry
N ;
System: New World System: New World
No Yes
] |
T
Y
7 9 11
Review and approve queued . Cut checks and create a batched
Review and approve queued X
payables list of all checks and EFTs
3 payables 10
P Yes—P|
Approve? Owner: CFO Approve?
Owner: COO ’ Owner: CFO
. Frequency: As necessary
Frequency: Daily Systern: New World Frequency: As necessary
System: New World 4 ’ System: New World
12 14 15
Board review of batched list Sign checks Mail checks
T - -
Owner: Chair & Treasurer PP ’ Owner: CFO Owner: Fiscal Assistant
Frequency: Weekly Frequency: Weekly Frequency: Weekly A
System: New World System: Mail System: Mail
No
¢ R3§
18
19 16 17 Send notice of Payment
X Post EFTs Authorize EFTs Y
Void payment
) A o ;
Owner: Finance Manager Owner: CFO Ouciieers 1/
Owner: CFO Frequency: As EFTs and checks are
e A Frequency: Weekly Frequency: Weekly issued
requency: As necessary System: Cash Pro BofA System: Cash Pro BofA .
System: New World System: Email




1.6 Review & Report

Month End

1
Run a Trial Balance report and
correct any discrepancies

Owner: Finance Manager
Frequency: Monthly
System: New World

\ 4

2
Run and review preliminary
balance sheet & Income
Statement

Owner: Finance Manager/CFO
Frequency: Monthly
System: New World

Y.

3
Run a budget-to-actuals report

Owner: Finance Manager
Frequency: Monthly
System: New World

\ 4

4
Compile Financial Package
including Balance Sheet, Income
Statement and Bank Ledger Detail
report

Owner: Finance Manager/CFO
Frequency: Monthly
System: New World

+25
AN

5
Meet with department heads to
discuss variances

Owner: Finance Manager
Frequency: Monthly
System: New World

6
Add notes to Financial Statements

Owner: CFO
Frequency: Monthly
System: New World

Y.

\
7
Distribute reports to management
team and Board

Owner: Finance Manager/CFO
Frequency: Monthly
System: New World

Monthly Board
Meeting

Quarter-end

Cash Flow Forecasting




1.6.8 Cash Flow Forecasting

I 1

Forecast cashflows and
concentration account balance
for upcoming quarter

Owner: CFO
Frequency: Quarterly
System: Excel

A

3
Transfer funds between
Concentration and Prime
accounts as needed

Owner: CFO
Frequency: Quarterly
System: BofA/Florida Prime portal

4

2 \7
Include cash flow report in
management team and Board
financial package

Owner: CFO
Frequency: One week before
quarter-end
System: Email

\ 4

4
Notify Fiscal Assistant of transfer
of funds

Monthly Board

Meeting

Owner: CFO
Frequency: Monthly
System: BofA

Y

5
Enter journals for any movements
from the concentration account
to the Prime account (or vice-
versa)

Owner: Fiscal Assistant
Frequency: Daily
System: New World

1.1.2 Daily Bank
Reconciliations




