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	          Written Financial Policies and Procedures

	Question
	Comments

	1. How frequently does the agency review its Financial Policies and Procedures?

How does the agency document these policy/procedure reviews?
	


	Budgeting Procedures

	2. How often is the budget analysis conducted?  Who reviews and/or approves budget analysis?  
	


	Accounting Procedures

	3. What fiscal information is presented to the board and how is this done?


	

	4. How does the agency protect its financial data from disasters or computer system failures?
	


	Cash Receipts

	5. How are cash/ checks/ electronic deposits handled by the agency?  
	

	6. How are bank statements reconciled to the general ledger?  

	


	Cash Disbursements

	7. What supporting documents are presented with checks for signature?
	

	8. If signature plates or signature stamp are used, how are these disbursements prepared, reviewed and approved?
	


	9. Other than payroll and payroll related expenses, are any funds disbursed electronically?  If so, how are these electronic disbursements initiated, reviewed, approved, and executed?
	

	10. Describe the agencies credit card process? 
	

	11. Is the CEO or Executive Director issued an agency credit card? (see below for yes)

If so, how is the Board of Directors involved in reviewing and/or approving credit card expenditures incurred by the CEO/Executive Director?
	

	12. Are there any circumstances or thresholds does the Board of Directors approve specific disbursement transactions?
	


	Payroll


	13. Are pay advances permitted?  If so, under what circumstances and limitations are they permitted?  If permitted, how does the agency ensure pay advances are recovered?


	

	14. How are payroll payments made by direct deposit reviewed and/or approved?


	

	15. Who posts payroll information to the general ledger?


	


	Financial Reporting and Auditing

	16. How does the agency select and secure an audit firm to conduct its annual audit?  Who is involved in this process?  How frequently does the agency put its audit services out for bid?
	.

	17. How many years has the agency’s current audit firm been performing its annual audit?
	

	18. How is the board and/or board committees involved in reviewing the audit report and resolving any reportable conditions or instances of noncompliance?
	

	19. Does the agency utilize any lines of credit?  If so, for what purpose(s)?  How much interest did the agency pay on its lines of credit during the last fiscal year?  What source(s) of funds were used to pay these interest charges?


	

	Travel

	20. How is staff travel, particularly out-of-town or overnight travel, authorized, reviewed and approved?  Does a board member routinely review travel expenses incurred by the CEO?
	

	21. On what basis are travel, lodging, meals, and incidental expenses reimbursed?
	

	22. How often are staff members who use agency vehicles or who transport clients required to provide a DMV report to the agency?  How are DMV reporting requirements tracked?
	


	Procurement

	23. How does the agency ensure its purchases are allowable and reasonable?
	

	24. How does the agency maintain its inventory (fixed assest) records?  How frequently and through what procedures are the agency inventory records compared to an actual physical inventory?
	

	25. How does the agency allocate its administrative and/or common costs to the various grants and funding sources it receives?  
	

	26. If the agency charges indirect costs, are these costs supported by a current negotiated indirect cost rate? 
a. If the agency does not have an approved indirect cost rate what sort of allocation plan does the agency use? How was the plan developed?


	

	
	


	Other Financial Management Issues

	27. What education and/or experience qualify the agency’s chief financial officer to perform his/her duties?
	

	28. What classes, workshops, or training has the chief financial officer completed in the last 3 years?
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