
Accounting Flow Chart

Internal Controls and
Rotating Assignments on Checks,
Auto-Withdrawals and Petty Cash

Pre-Auth Codes for Each Expense

Accounting's Allocation per Board
Resolution on Functional Expenses

Produce Preliminary Reports

CEO and Staff Post-Auth
Review of Preliminary Reports and

Review of Categories Checked

Return Reports to Accounting

Accounting Transfers to CPA Firm

Quarterly 990 is Prepared;
Quarterly Balance Sheet is Prepared;
Budget Graph is Prepared Comparing

Actual Year to Date versus
Budget Resolution Year to Date

Employee Hours

Time Sheets Reviewed by CEO
and Office Manager

Hours Called into Payroll Service
by Office Manager

Reports Collected by Office Manager

1099s, W-2s, and Pension Reports
Supervised by Office Manager
and Filed in Corporate Records

SCF Filings Supervised by Office Manager

DES Filings Supervised by Office Manager


