WIPFLL.

CPAs and Consultants

FISCAL POLICIES AND
PROCEDURES

April 6-8, 2009

Chicago, lllinois

TRAINING DEVELOPED AND PRESENTED BY:

JANET JOHNSON
PARTNER, GRANT-FUNDED PROGRAMS

WIPFLI e

Grant-Funded Programs

2501 West Beltline Highway, Suite 401
Madison, WI 53713
www.gfp.wipfli.com

888.876.4992

© 2009 Wipfli LLP.
Reproduction or use of any training materials in this manual, except within a participant’s agency,
without express written permission is prohibited by copyright law.




WIPFLI1.

Fiscal Policies and Procedures
Presenter: Janet Johnson Chicago, IL*April 6 - 8, 2009

| EVALUATION FORM |

Name (Optional) Position
[ ] ves! Please contact me regarding: (3 1T [ HR [ Training [J Audit [ Other

Phone: Email:

Type of your organization: [_] neo [ ] cov [ ] cea [] other
PLEASE RATE THE TRAINING

Excellent Very Good Good Fair Poor
A.  Usefulness of the materials including
relevance to the training: 5 4 3 2 1
B.  Presentation skills of discussion leader: 5 4 3 2 1
C. Knowledge of the discussion leader: 5 4 3 2 1
D. Overall satisfaction with this training: 5 4 3 2 1
E. The training was most helpful to me in the following areas:

F. If I could change this training, | would... (please suggest alternatives that could improve the value of this training).

G. What are the major issues in your organization that you need to address now?

H. Why did you attend this training?

| Additional training comments?

J. “Quick Quote” - Overall reaction to this workshop experience:

May we use your quote, name, title, and company in our marketing materials? [ ] Yes [ ] No

CPA'S ONLY, PLEASE TURN OVER TO ANSWER QUESTIONS 1-9 FOR CPA CPE CREDIT.
EVERYONE, PLEASE TURN OVER TO RATE THE HOTEL.
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>
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CPA’S ONLY - QUESTIONS FOR CPA CPE CREDIT

1
2
3.
4

o

Were the stated learning objectives met?
If applicable, were prerequisites appropriate?
Were program materials accurate?

Were the program materials relevant and did they contribute to the achievement
of the learning objectives?

Was the time allotted to the learning activity appropriate?

If applicable, were individual instructors effective?

Were facilities and/or technological equipment appropriate?
Were the handout or advance preparation materials satisfactory?

Were the audio and video materials effective?

We appreciate your comments!

YES
YES
YES

YES
YES
YES
YES
YES
YES

NO
NO
NO

NO
NO
NO
NO
NO
NO

eval form-CPE/trng-gfp




Fiscal Policies and Procedures

WIPFLI.

CPAs and Consultants

Fiscal Policies
& Procedures

Presented by:
Janet Johnson

April 6 — 8, 2009

WIPFLL
CeAsmdConieme. (50 QS

» Introduce model financial policies
and procedures

* Provide methods, tools and best
practices

« Provide a process for planning your
manual

© 2009 Wipfli LLP 2
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Fiscal Policies and Procedures

CPs and Conmoitanis Agenda

1. Introduction to financial policies &
procedures manuals

2. Example table of contents

3. Accounting processes best
practices

4. Methods for developing your
manual

5. Summary

© 2009 Wipfli LLP 3
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Fiscal Policies and Procedures

camicacte Definitions

« Policy — Plan of action to guide
decisions and actions

« What we do

* Procedure — Series of activities,
tasks, steps, decisions, calculations
and other processes to produce a
desired result

« How we do it

© 2009 Wipfli LLP 5

WI

csmdcommne | \\/Nat is a financial procedures manual?

< A written, regularly updated
document containing the
organization’s business policies and
the activities required to carry them
out

© 2009 Wipfli LLP 6
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Fiscal Policies and Procedures

mn_gg_ﬂ. Why do we need a manual?

- Federal regulations require it

* 45 CFR (A110) Part 215.21 Standards for
Financial Management Systems (NPOs)

« Common Rule Sec._20 — 26 (governments)
« HHS Grants Policy Statement

« Communicates to funding sources
how you are implementing their
requirements

- Communicates management’s
policies to staff

© 2009 Wipfli LLP 7

m% Why do we need a manual?

* Promotes standard practices
- Documents internal controls
* Provides a training guide

© 2009 Wipfli LLP 8
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Fiscal Policies and Procedures

“ III Transparency & Accountability

- American Recovery and Reinvestment Act
(ARRA)

« Accountability, ethics, transparency, duty, full-
disclosure, compliance, responsibility.

* Increase board and public confidence in
reporting.

* Increase management’s accountability for
financial reporting and information disclosed
to the public

© 2009 Wipfli LLP 9

WI

mf& Transparency & Accountability

- American Recovery and Reinvestment Act
(ARRA) (continued)

« Develop a stronger, more independent audit
system

* Reduced accounting irregularities

« Ensure that the internal controls surrounding
financial reporting are effective via internal
monitoring functions

* Reduce the risk of fraud and increase
accountability for expenses

© 2009 Wipfli LLP 10




Fiscal Policies and Procedures

‘QE_E:F_,L,_!— What do we do with it?

* How do you use your current
manual?
* How often do you revise it?

* Who is responsible for updating it?

© 2009 Wipfli LLP 11

MH What do Federal Regulations Require?

Federal Regulations:

»+ 2 C.F.R. Sec. 215 (a-110): written
procedures to:

* Minimize the time between transfer of
funds and issuance of payments (Sec.
215.21(b)(5))

- Determine reasonableness, allowability
and allocability of costs
(Sec. 215.21(b)(6))

© 2009 Wipfli LLP 12
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Fiscal Policies and Procedures

WI

ms--acmm What do Federal Regulations Require?

Federal Regulations (continued):

» Written standards of conduct for
procurement (Sec. 214.42)

« Written procurement procedures
(Sec. 215.44(a))

© 2009 Wipfli LLP 13
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Fiscal Policies and Procedures

IIL Example Table of Contents

Sections:
1. Overview of the Organization
2. Organization-wide Policies

3. Accounting Policies and
Procedures

4. Financial Reporting
5. Fiscal Management

© 2009 Wipfli LLP 15

CrAs and Consaltens

1. Overview of the Organization

- Legal name and tax status
« Mission statement
* QOrganization structure

* Role of the Board

*  Finance/Audit Committees

« Positions with fiscal responsibilities or
duties

© 2009 Wipfli LLP 16
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Fiscal Policies and Procedures

IIL Example Table of Contents

Section:
1. Overview of the Organization
2. Organization-wide Policies

3. Accounting Policies and
Procedures

4. Financial Reporting
5. Fiscal Management

© 2009 Wipfli LLP 17

CrAs and Consaltens

2. Organization-wide policies

Business conduct

Conflicts of interest

Policy on suspected misconduct
Security

MIS policies

© o0 T

© 2009 Wipfli LLP 18
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Fiscal Policies and Procedures

‘g.l_dw Conflict of Interest Policy

From HHS Grants Policy Statement:

“The (conflict of interest) standards also must do the
following:

+ Address the conditions under which outside activities,
relationships, of financial interests are proper or
improper.

» Provide for advance notification of outside activities,
relationships, or financial interests to a responsible
organizational official.

* Include a process for notification and review by the
responsible official of potential or actual violations of
the standards.

© 2009 Wipfli LLP 19

IILL Conflict of Interest Policy

From HHS Grants Policy Statement

“The (conflict of interest) standards also must do
the following:

« Specify the nature of penalties that the
recipient may impose. These penalties would
be in addition to any penalties that HHS or a
cognizant Federal agency may impose for
infractions that also violate the terms and
conditions of award.”

© 2009 Wipfli LLP 20
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Fiscal Policies and Procedures

mn_gg_ﬂ. Sarbanes-Oxley

« Policy and procedures required for
NPOs

* Whistleblower Protection
- Destruction of records — Federal matters

© 2009 Wipfli LLP 21

CoAsmnd Consiinns . SECUTITY

« Physical security
» Locked files
» Sensitive information

- Data security

« Password policies
+ Data and system back up

© 2009 Wipfli LLP 22
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Fiscal Policies and Procedures

chamiceminas . VS Policies
« Management Information Systems
« Acceptable use

+ Responsibilities for maintain systems and
applications

« Email protocols

© 2009 Wipfli LLP

23

WI

crsmdcones. HR VS. Finance

Potential overlap:

« Code of conduct

Technology policies

Leave policies

Travel policies and procedures
Others?

© 2009 Wipfli LLP
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Fiscal Policies and Procedures

camicacne HR VS. Finance

Does it matter?

« If it’s related to a fiscal activity, it
probably belongs in the Finance
manual

 If it applies to everyone, it probably
belongs in the HR manual

« But, as long as it’'s someplace (but
not both places), it doesn’t matter

© 2009 Wipfli LLP 25

MH Example Table of Contents

Section:

1. Overview of the Organization
2. Organization-wide Policies

3. Accounting Policies and
Procedures

4. Financial Reporting
5. Fiscal Management

© 2009 Wipfli LLP 26
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Fiscal Policies and Procedures

“ IIII Accounting Polices & Procedures

Sections:

a. General ledger & chart of accounts
b. Revenue and cash receipts

c. Expenditures

d. Specific Accounts

© 2009 Wipfli LLP

27

CrAs and Consaltens

3. Accounting Polices & Procedures

a. General Ledger and chart of accounts
* Fiscal year
b. Revenues and cash receipts
* Federal awards
* In-kind
+ Contributions
+ Billing and invoicing
« Cash receipts
« Accounts receivable management

© 2009 Wipfli LLP
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Fiscal Policies and Procedures

cuwicsne | General Ledger

« Fiscal year

< Journal entries
« Internal controls — approvals
* Most common types
« Chart of accounts
+ Maintenance of accounts
« Distribution of the chart

© 2009 Wipfli LLP 29

MH Revenue — Federal Awards

» Revenue recognition policies
« List of major sources of support

« Government contracts — cost based, fee for
service, etc.

* Fee for service — private pay, Medicaid

« Contributions — unrestricted, temporarily
restricted, permanently restricted

» Other — rents, dividends & interest

© 2009 Wipfli LLP 30
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Fiscal Policies and Procedures

mm Revenue - In-Kind

* Most common types of in-kind

» Policies and procedures for
recording and valuing

» Roles and responsibilities

© 2009 Wipfli LLP 31

WIPFLL Accounts Receivable Best Practices

+ Management of receivables is key to
cash flow

« Know the timing of receivables. Compare
when invoiced to when cash received.

* Review the aged receivables. Implement a
follow-up policy if over a certain time.

* Fee-based programs — standard policies
and procedures to collect.

© 2009 Wipfli LLP 32
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Fiscal Policies and Procedures

mm Other Receivables Best Practices

 Employee loans — Don’t loan more than
their average pay check

» Interfund loans — know the rules.
Example: no loans from Head Start
funds

» Travel Advances — No more than 1
month outstanding

© 2009 Wipfli LLP 33

CrAs and Consaltens

3. Accounting Polices & Procedures
(continued)
c. Expenditures

*  Procurement policies & procedures
+ Accounts payable

+  Credit card policies

+ Political intervention and lobbying
* Cost allocation

«  Payroll

© 2009 Wipfli LLP 34
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Fiscal Policies and Procedures

WIPFLL
CPamiCesinms . Procurement

Know what’s required:

« Written procurement procedures are
required

» Purchase orders are NOT required!
* 2 CFR Part 215 (A-110) Sec. 215.40 — 48
« Common Rule_ .36

© 2009 Wipfli LLP 35

“ IIILL Procurement Best Practices

What's required by the OMB circulars?
« Competition, price comparisons

« Written procurement procedures

+ Documentation of purchase decisions

© 2009 Wipfli LLP 36
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Fiscal Policies and Procedures

“ IIIL Procurement Best Practices

« Define levels of approval to authorize
spending
« Allow some discretionary spending

» Limit and control the use of corporate
credit cards

- Take advantage of quantity discounts
through annual purchasing agreements

© 2009 Wipfli LLP 37

MH Small Head Start < $2,000,000

Amount of Purchase

Required Approvals Process

Category 1. < $100

Classroom Teacher

Price comparisons
required; can be done
annually

Category 2: $101 < $500

Department Manager

2 oral bids

Category 3:
$501 < $10,000

Department Manager
Executive Director

3 oral or written bids

Category 4: > $10,000

Department Manager
Executive Director
Board of Directors

3 written bids or
proposals

© 2009 Wipfli LLP
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Fiscal Policies and Procedures

WI

mu-?cmP:an} Large NPO > $125,000,000

Amount of Approvals Solicitation Documentation of
Purchase Process Decision
< $500 eProject Director #At the discretion of the | elnvoice/receipt
project director
$501 < $5,000 | eProject Director eSelect pre-qualified eMemo describing oral
vendor, or bids, or
2 oral bids eProcurement checklist
eReceipt/invoice
$5,001 < eProject Director and | eSelect pre-qualified eProposals and
$25,000 eDiv. Vice-President vendor, or evaluations, or
*RFP process ePurchase order
eProcurement checklist
$25,001 < eProject Director, eSelect pre-qualified eProposals & evaluations,
$100,000 eDiv. Vice-President vendor, or or
and *RFP process ePurchase order
eFiscal Office eProcurement checklist
> $100,000 eProject Director, eSelect pre-qualified eProposals & evaluations,
eDiv. Vice-President, | vendor, or or
eFiscal Office and RFP process ePurchase order
eTreasurer (or eProcurement checklist
designee)

© 2009 Wipfli LLP

39

WI

crsmdcones. PUrchase Orders

Purchase Orders allow a department
manager to determine ahead of time
if a proposed purchase is:

- Reasonable
* Necessary
* In the budget

© 2009 Wipfli LLP
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Fiscal Policies and Procedures

IIL Accounts Payable

Establish Responsibilities

* Where is the responsibility for accurate
coding of invoices?

* Who is responsible for checking math
accuracy?

* Who authorizes payment of invoices?

© 2009 Wipfli LLP 41

‘g}f& Accounts Payable Best Practices

Establish a processing schedule
- Establish a regular schedule for
entering and paying invoices

» This helps the accounting staff plan
their work, and

* Helps the program staff know when
information will be available and when
payments will be made

© 2009 Wipfli LLP 42
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Fiscal Policies and Procedures

camicacte. Credit Cards

- Best Practices

« Keep corporate credit cards locked up
and checked out when needed
- Have a policy on personal charges:
» Credit card privileges revoked if any occur
< Credit card slips are not adequate

documentation of expenses — require
original receipts — hotel bills, etc.

© 2009 Wipfli LLP 43

cramdcotens. Credit Cards

- Best Practices

« Monthly statement is sent unopened to
the Board Treasurer for review

« Set up on-line review of credit card
statements for the Board Treasurer, the
Executive Director and the Finance
Director

* Recognize and control the risk!

© 2009 Wipfli LLP 44
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Fiscal Policies and Procedures

camiCemimnn. POlitical INtervention

- State the rules and your policy

Don’t ignore it just
because you can’t do it!

© 2009 Wipfli LLP 45

WI

IILL Cost Allocation

« Put your plan in the manual?
+ Usually no, but

* You may briefly describe your method and
say where to find the detail

© 2009 Wipfli LLP 46
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Fiscal Policies and Procedures

IILL Payroll Best Practices

Use standard forms and a consistent
process for transmitting information
from HR to PR for:

« Setting up new employees

« Making changes to current
employees’ files

© 2009 Wipfli LLP 47

IILL Human Resources & Payroll

Human Resources & Payroll Processes
Human Resources Payroll
Orient new
employees
*  Withholding forms
¢ Other government Get all
forms \ forms filled
* Benefit program out
applications
Set up new Review new employee
employees in HR/PR P{set up for withholdings &
system deductions
¢ Address v
: an:r:gLss tatus \ Receive & rec_ord all Run
changes in »
¢ Other payroll
employee status
© 2009 Wipfli LLP 48
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Fiscal Policies and Procedures

IILL Payroll Best Practices

* Run payroll semi-monthly —
eliminates 2 payrolls per year and
simplifies month-end accruals

« Use direct deposit — it will provide
good internal control and streamline
your process

© 2009 Wipfli LLP 49

h IIILL Travel Best Practices

« Limit travel advances to no more
than ($500) and require expense
reports no later than 30 days

- Reimburse travel as part of payroll

» Limit and control the use of agency
credit cards!

© 2009 Wipfli LLP 50

25



Fiscal Policies and Procedures

CPs and Consaltanin

3. Accounting Polices & Procedures
(continued)

d. Specific accounts:
* Cash
* Inventory
* Investment policies
* Property and equipment
* Accruals
* Notes payable
* Net assets

© 2009 Wipfli LLP 51

WI

m% Cash Management

Federal Funds Advances

+ NPO’s advances shall be deposited and maintained in
insured accounts whenever possible

* NPO’s advances shall be in an interest bearing
account UNLESS:
* Receive less than $120,000 annually

+ Best available account would not return interest > $250
annually

« Average minimum balance requirement too high
+ Government Agencies
- Not required to keep cash in an interest-bearing account
- If interest is earned, the agency can keep no more than $100

© 2009 Wipfli LLP 52
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Fiscal Policies and Procedures

mn_gg_ﬂ. Cash Management

Federal Requirements

« Written procedures to minimize the time
between transfer of funds from the U.S.
Treasury to grantee

+ Payment methods that minimize time
between receipt of funds from Treasury
and issuance of checks

Know what your
funding sources require!

© 2009 Wipfli LLP 53

WMIH Cash Management

“Federal funds advance to the recipient
should be fully disbursed (checks
written, signed and issued to the
payees) by the close of business the
next work day after receipt of the
funds.”

HHS Grants Policy Statement, page I-37

© 2009 Wipfli LLP 54
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Fiscal Policies and Procedures

WI

ms--acmm Cash Management Best Practices

« Have a policy defining “timely” deposits
« Track grant advances to avoid using them to
cash flow other projects

* Whenever possible, use electronic funds
transfers to receive payments

* Have a policy on stale checks, but be aware
of your state’s laws
« Escheat laws

© 2009 Wipfli LLP 55

ol IIILL Cash Management Best Practices

Create a weekly cash needs report with
your accounting system:

+ List checks to be paid
» Then draw the cash needed to cover

© 2009 Wipfli LLP 56
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Fiscal Policies and Procedures

‘g-lmmm Cash Management Best Practices

Example of Timing:

* Run a Cash Needs report on
Wednesday

« Draw the cash on Thursday
« Mail the checks on Friday

© 2009 Wipfli LLP 57

‘;‘I.I...FMEE- Cash Management Best Practices

» Consider using a line of credit to
cover shortfalls due to timing of
deposits

58
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Fiscal Policies and Procedures

IIL Example Table of Contents

Section:
1. Overview of the Organization
2. Organization-wide Policies

3. Accounting Policies and
Procedures

4. Financial Reporting
5. Fiscal Management

© 2009 Wipfli LLP 59

CrAs and Consaltens

4. Financial Reporting

a. Financial statements
*  Frequency of preparation
« Distribution procedures
+ Budget-to-actual analysis
b. Government Returns
Federal, state and local returns
Due dates
Public access to information

© 2009 Wipfli LLP 60
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Fiscal Policies and Procedures

WIPFLL SAMPLE SUMMARY FINANCIAL REPORT

CZha and Conecltamn Month of
Program Funding Source Funding Period Current Month Program Period to Total Grant Unexpended
Expenses Date
TOTALS

SAMPLE PERFORMANCE REPORT

Month of

Program Funding Source Funding Period Performance Required Performance Comments
Year-to-Date

TOTALS

31



Fiscal Policies and Procedures

IIL Example Table of Contents

Section:
1. Overview of the Organization
2. Organization-wide Policies

3. Accounting Policies and
Procedures

4. Financial Reporting
5. Fiscal Management

© 2009 Wipfli LLP 63

CrAs and Consaltens

5. Fiscal Management

Budgeting

Annual audit

Insurance

Record retention policies

o 0 T W

© 2009 Wipfli LLP 64
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Fiscal Policies and Procedures

II] Budgets for Management

* Board oversight
* Financial control
« Compliance with requirements

» Cash forecasting >
§ &
s

e
S

\%‘@/ S

© 2009 Wipfli LLP 65

MH A Budget is Prepared by...

- Senior management and the Board
provide guidance and oversight

* Management closest to the program fill
in the details for specific areas

« Finance provides input and reviews the
results

© 2009 Wipfli LLP 66
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Fiscal Policies and Procedures

WIEELL sudgets

- Needed in every organization.

* Budgets are of very little value if
nobody is held accountable.

* Program —vs. — Fiscal responsibility

« A great budget does not
automatically equal a great program
or great financial control.

© 2009 Wipfli LLP 67

MH Records Retention

- Best Practices:

- Sort out and dispose of the records you
don’t need to keep

* Identify permanent records
« Keep everything else 7 years

« Consider scanning

© 2009 Wipfli LLP 68
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Fiscal Policies and Procedures

“ miceminaw . FrOmM Theory to Implementation

© 2009 Wipfli LLP 69

MH Roles and Responsibilities

« Developers — Management and staff
« Approvers — Board of Directors

* What about the Head Start Policy
Council?

Ay

~Zeizy

© 2009 Wipfli LLP 70
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Fiscal Policies and Procedures

II] Who Uses the Manual?

« Everyone who has any accounting-
related responsibilities:
« Accounting staff
* Program managers
- Executive Director and senior managers

© 2009 Wipfli LLP 71

MH Steps for Developing a Manual

1. Review your current manual

2. Compare your manual to the
example table of contents

Incorporate best practices
Add forms
Add flowcharts

Share it with users to see if it's clear
and complete

/. Publish it on-line so it’s accessible
and easy to update

o 0 bW

© 2009 Wipfli LLP 72
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Fiscal Policies and Procedures

mn_gg_ﬂ. Steps for Developing a Manual

1. Start with your current manual
*  When was it last updated?
« Is staff following it?
« Isitin compliance?

© 2009 Wipfli LLP 73

MH Steps for Developing a Manual

2. Compare your manual to the

example table of contents
*  What’'s missing?

Do you have enough or too much
detail?

© 2009 Wipfli LLP 74

37



©2009 Wipfli LLP

Fiscal Policies and Procedures

cawicen= HOW Much Detail Do You Need?
* Enough so readers know what the
policy is and how to implement it

* But, not to the level of what screen to
go into and what box to click on
* More detailed, how-to instructions can
supplement this manual
« Remember, the manual is used by the
entire organization, not just the
accounting staff

© 2009 Wipfli LLP 75

‘gslf& Steps for Developing a Manual

3. Consider best practices

- Best practices are efficient and
effective procedures that work best for
your organization

4. Build in forms
* Include examples of all forms

« Date the forms so you are sure you
have the most current version

© 2009 Wipfli LLP 76
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Fiscal Policies and Procedures

mn_gg_ﬂ. Steps for Developing a Manual

5. lllustrate procedures with
flowcharts

6. Share the manual with Accounting
staff and department managers
* Do they understand it?

« Does it provide enough detail so they
know what to do?

© 2009 Wipfli LLP 77

MH Steps for Developing a Manual

7. Make the manual easily accessible
to employees

« Putit on your intranet. It will be easy to
research and update

Pl ——

a4

© 2009 Wipfli LLP 78
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WIPFLL :
camicexins . Process Documentation

Let’s look at some tools to document
processes

© 2009 Wipfli LLP 79

WI

m% Flow Charts

What you can accomplish:

« Create a picture of the current
process

- Compare the actual with the ideal

- Come to agreement on the steps
in the process

« Create a training aid

© 2009 Wipfli LLP 80
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Fiscal Policies and Procedures

‘QLI.EZE.L..} Flow Charts

Purpose:

» To identify the actual flow or
sequence of events in a process or
system

* To learn how workers do the same
task differently

© 2009 Wipfli LLP 81

WI

m% Flow Charts

What to look for:

« Complexity

- Redundancy

* Unnecessary loops

* Places to standardize

© 2009 Wipfli LLP 82
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Fiscal Policies and Procedures

Basic Flow Chart Symbols

Manual Process

Decision Point

Electronic Process

Paper Document

Electronic Data

On-page reference

Connector to other chart

End of Process

Jao

WI

m% Detailed Flow Cha

Depts. il out
Voucher & attach
invoice.

10 define what AP is

responsible for checking

o matn

|»  Approvals
documentation

Runtape oftotal

A et up vendor
Need 1099 Pl
No

Yes
—-V transactions report

ez T
SR 1

invoices Trans roport

Nop] Se back o Do
forcorrecton

[Fpha by vendor or

Wake cortectons |4No [voucher number?

I

© 2009 Wipfli LLP
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Fiscal Policies and Procedures

Employee

Supervisor

Payroll Process

Human Resources Manager

Payroll Accountant

Executive Director

Fills out new
employee

identifies need for

New employee
hired & given

paperwork to il
out

paperwork

Reviews forms for

Forms sent to

@z —IT—I

Is out timesheet

rrox<>»7T

—>| Reviews & signs

completeness

HR sets up new
hire in Excel
database

Delivered to HR by
Fii. 9 AM week

before payroll paid

Sorts timesheets
alphabetically

Printlist of names
& standard frs.
from Excel
database

Verifies total hours on
timesheets

© 2009 Wipfli LLP

Acctg for setup in
MIP

Goto
pg.2

85

rom<>»7m

Payroll Process

Executive
Employee Supervisor Human Resources Manager Payroll Accountant Director
From to
pg.2
Contact
supervisor to. Okay?
resolve
Send timesheets
o Accounting
Fills out summary
Secion of
timesheets
Enter hours into MIP.
& calculate PR
Goto
pg.3

3 Johnson, Wipfl
July 2005

© 2009 Wipfli LLP

86

43



©2009 Wipfli LLP
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camicacte. HOW tO Create Detailed Flow Charts

« Clearly define where the process starts
and stops.

+ Define the level of detail needed so
readers will know what to do

« List the major activities and decisions
points from the beginning of the process
to the end. If you are doing this with a
group of people, put the steps on Post-it®
notes and stick them on a flip chart.
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mfﬁ How to Create Detailed Flow Charts

« Use anoun and verb to describe
each action or step.

« Arrange the Post-it © notes in the
order they occur. Be sure you
portray what is, not what should be.
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camicmcte. HOW tO Create Detailed Flow Charts

« Keep the picture simple.

« Add arrows to show the flow of
events.

» Test the flow chart for
completeness:
- Are the symbols used correctly?
« Are the steps clearly defined?
 Is every loop closed?
« Show the chart to others who are

familiar with the process to get
their feedback.
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Y.Y.IM Next Steps

* What needs to be done to build your
manual?

» Who needs to be involved?
* When will it be finished?
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camicactw . Ve Fast Facts!

What we’ve learned:
1.

A financial policies and procedures manual is
required by federal regulations as well as for
effective management

Start with your existing manual and update it for

current regulations and practices

Include managers and staff involved in business

processes
Get Board approval
Keep it updated
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WIPFLL :
cramdcomtes. =V alUuations!

We love your feedback!

Don’t forget to turn in your
evaluation as you leave.
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