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This book is dedicated to the bookkeepers who inspired this book—all those who helped train me as a bookkeeper (on my way to becoming an accountant and CPA)—and to the profession of bookkeeping itself.

Bookkeepers are the backbone of a good nonprofit organization. They keep things going. They pay the staff accurately, they keep vendors happy, and they watch every disbursement to make sure the organization is getting value. They file reports required by funding sources on time. They understand what the organization’s mission is.

When you graduate college with an accounting degree, you know a lot of theory but not a lot about bookkeeping. Part of the reason for this phenomenon relates to human beings creating a great number of different ways to record transactions. Each client I visited in the early stages of my career maintained varying quality of records from excellent to nearly non-existent.

The one constant was that the bookkeeper was trying valiantly, sometimes with little or no training or supervision or assistance, to keep the records straight. If the records were not correct, the same vendor could get paid twice—or perhaps not at all—or checks could bounce if the cash records were wrong.

I was sent to a very hot factory one day to do a payroll because the bookkeeper was ill. The payroll was piece-work payroll, where the staff is paid a certain amount for each piece of work completed. Virtually the entire shop’s staff consisted of non-English-speaking immigrants. Being a neophyte bookkeeper I made several mistakes in calculating the amount of the payroll check due to several workers. Within five minutes of the checks being distributed, three employees came into the bookkeeper’s office waving official government payroll tax tables at me to show me I was unable to read a withholding table correctly. My understanding of how difficult it was to be a bookkeeper really increased that day. My respect for bookkeepers went up enormously after that experience. It was very difficult to prepare accurate bookkeeping records, especially under pressure.

Bookkeepers taught me what a recurring journal entry is and what an accrual is and what a reversing entry is. I remember one bookkeeper lecturing me on the importance of making sure that all operations of the organization were properly insured. Time and time again the glue that held the entity together was the bookkeeper, who seemed to know everything about what was going on. The bookkeeper would plot and scheme to conserve cash so a payroll was never missed. A good bookkeeper had the guts to tell the boss no if an improper transaction was being contemplated.

I hope this book helps those individuals working as bookkeepers now to understand better their roles within an organization. I hope this book will encourage bookkeepers to learn more and improve their skills so that they can become better bookkeepers and (if they so desire) continue growing in their professional career to achieve the highest possible goals. Based on my experience, by starting in a bookkeeper position it is possible to grow professionally to a more senior career position—all it takes is hard work and perseverance. I sent drafts of this book to eighteen different reviewers for an overall review of its contents. Most of the reviewers were bookkeepers before they became accountants, controllers, treasurers, directors of finance, and CPAs. Bookkeepers and their supervisors, working together, can create outstanding staff development opportunities. I truly hope this book, written for bookkeepers and based on the input of former bookkeepers (wearing their new hats), will be useful to members of that profession as they perform their current job and as they work their way up the organizational and professional ladder. I wish all of you bookkeepers the best of luck in your current and future career.

March 2005

Murray Dropkin

Brooklyn, New York

This is dedicated to Janny.

March 2005

James Halpin

Edison, New Jersey


Preface

We have been working with nonprofit organizations for decades. As far back as 1965, we saw how difficult the financial record-keeping challenge was for a nonprofit organization. In one consulting engagement from that year, the executive director of the organization was a poet and educator. His scholarship had made him a relatively famous individual in literary circles. The organization he headed was a small nonprofit with an annual income under $100,000. He was both executive director and bookkeeper and would ask interesting, complex questions about how best to keep the books. His knowledge of literature far exceeded his bookkeeping skills, and it was a challenge for him to keep the organization’s financial records properly and to prepare accurate financial statements and tax filings to satisfy the government and the funding source.

Many nonprofit organizations then and now have intelligent people in charge with little or no financial expertise. While this is also true in the for-profit world, the compliance and administrative burden for a small nonprofit organization is far greater than for a similar sized for-profit company. In some states, a nonprofit organization with $250,000 or less per year in support and revenue is required to file an audit with the state attorney general and to pay a filing fee based on income or net assets. This is seldom a requirement in a for-profit company. Furthermore, the financial statements and tax returns of nonprofit organizations are published, often on the web, for interested parties to see. In fact, Internal Revenue Service regulations require most tax-exempt organizations to make available upon request their application for tax exemption and recent annual information returns filed with the IRS.

Successful financial management of nonprofit organizations has become more and more complicated each year. Every aspect of the nonprofit environment has undergone, and continues to undergo, many changes. The ways in which government, foundations, and individual donors support nonprofits are constantly evolving. Regulation of nonprofits has been intensifying. For example, many states have introduced legislation to expand the role of state government in monitoring these organizations. The current level of oversight for nonprofit organizations above a certain income and asset amount will probably be substantially increased.

Nonprofit organizations are under a great deal of scrutiny at all times, based on their high visibility in the community and their sometimes-controversial activities. This scrutiny often focuses on the organization’s finances; funding sources are not immune to public pressure, and they sometimes respond by auditing the nonprofit’s books. Quality bookkeeping and accounting techniques, when used by the organization, are the best ways to guard against an adverse result. A solid accounting system helps the nonprofit organization remain in compliance with federal laws, state laws, and funding source covenants and regulations. Violations can result in bad publicity, and the effect is felt beyond the organization itself. Good financial records are very important to the entire nonprofit community.

The need for services has increased, both in quantity and breadth. Recent media attention has created a greater public demand for accountability. For many nonprofits, these issues are further complicated by reductions in government-sponsored social-service programs. All of these circumstances have contributed to the financial and management challenges many organizations now face. Increasingly, nonprofits must develop new strategies to remain effective in meeting the needs of our nation’s most vulnerable populations. In many instances organizations have risen to the occasion and have maintained (and even expanded on) the high level of services they offer.

Our goal in writing this book is to offer some practical assistance on bookkeeping for a nonprofit organization. The changes in the operating environment and the added pressures just described have made keeping accurate financial records more difficult. Those who work with and in nonprofits must respond by adopting new perspectives and approaches to continue their services to the community. Organizations have to learn to function at a higher level of efficiency to remain viable, to serve their purposes, and to obtain the resources they need. We believe that three of the most important financial management tools for achieving these objectives are good bookkeeping techniques (which will produce accurate financial records), effective budgeting, and proactive cash flow planning and management.

Improving the quality of financial records via good bookkeeping, using effective budgeting processes and proactive cash flow management helps organizations succeed and therefore accomplish their mission. Financial operations generate important information that nonprofit organizations need to manage their operations properly.


In addition to the resources in this book, updated information and helpful tips and techniques are available from the Jossey-Bass website: http://www.josseybass.com/go/bookkeepingfornonprofits.



Organizations must learn to operate as effectively and as efficiently as possible. Operating effectively means that organizations are fulfilling their missions and best serving their clients. Operating efficiently means that organizations are devoting the greatest possible amount of their resources to fulfilling their missions. Ultimately, greater efficiency will mean that organizations will have a greater amount of financial resources with which to increase their impact on society.

This book is written for the bookkeeper of a nonprofit organization. It serves as an introduction to the bookkeeping process, and it describes how bookkeeping in the nonprofit world can differ from keeping the books for a for-profit business. This book is also for nonprofit management and board members, who must understand and enforce procedures and policies. Complete management support of the accounting system will result in information that is timely, accurate, and useful.

In researching literature relating to financial management of nonprofit organizations, we came across a number of texts written to help the controller, Chief Financial Officer, or treasurer of the organization. Missing was a text to help a nonprofit bookkeeper learn and apply techniques designed to create and maintain reliable and accurate financial records. We hope that Bookkeeping for Nonprofits will fill this gap and, in doing so, help nonprofit organizations fulfill their missions, which are so vital to our society.

March 2005

Murray Dropkin

Brooklyn, New York

James Halpin

Edison, New Jersey
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Part One

Understanding the Importance of Good Bookkeeping

Bookkeeping is the foundation of the entire accounting and financial reporting process. The bookkeeper must analyze and record every financial transaction in an organization. The sum of all of those transactions forms the basis for everything that follows: financial reports, tax returns, budgets, cash forecasts, grant proposals, and so on. The three chapters in this part discuss the bookkeeping and accounting system: what needs to be done, how it should be done, and perhaps most importantly, why it should be done.

All staff members need to understand the mission and goals of the nonprofit organization to perform their jobs with maximum efficiency and professionalism. The organization performs more efficiently when the participants understand the operation of the system, the requirements of the system, and the goals of the system. This is particularly true of an accounting system. Each transaction represents an element of information important to staff members, management, board members, funders, donors, volunteers, and community constituents. Timely and accurate information provides stakeholders with feedback about the financial health of the organization.

A good bookkeeping system processes paperwork by adhering to standard written policies and procedures. In well-managed, efficient organizations, the bookkeeper is also charged with “seeing the bigger picture.” This book encourages the bookkeeper to take an active role in assisting the organization in a more meaningful and collaborative manner. To facilitate this role, the organization must provide the bookkeeper with timely access to information about issues affecting the nonprofit. The entire organization’s operations can be improved by a better understanding of the reasons for performing bookkeeping and accounting tasks using a good set of up-to-date accounting policies and procedures.

The systems, methods, policies, and procedures described in Bookkeeping for Nonprofits should serve as guidelines for designing and implementing an accounting system in your organization, though some of the policies and procedures described in this book will only be implemented by larger organizations. While not every nonprofit has the human and financial resources to implement every idea, it is important for you to understand the concepts being discussed. Situations change, and organizations grow. The best systems are designed for the future as well as for the present. The first part of this book describes the goals of the accounting system; design your record-keeping methods and procedures for your organization with these goals in mind, and you will have a much better chance of providing the best services to your community.


CHAPTER 1

Overview of the Bookkeeping Function

Keeping the books of an organization is a simple concept to visualize: we can all conjure up the image of an oversized ledger on a desk, and the bookkeeper, wearing a green eyeshade, adding columns of figures. A more modern image is of a worker sitting in front of a computer screen with piles of paper on the desk. But what exactly is bookkeeping?

Bookkeeping is the systematic recording of transactions that affect the financial operations of an organization. While most of these transactions are monetary, nonprofit organizations also receive non-monetary donations (for example, volunteered time) that also must be recorded if they meet certain criteria. Later on, we’ll explore what gets recorded, how it gets recorded, and even when it should be recorded; but for now let’s examine why bookkeeping is important.

Every organization needs a method of tracking and understanding day-to-day operations. Monetary transactions can take many shapes, but they generally fall into four major categories:


	Cash received

	Cash disbursed

	Cash due to be received (accounts receivable)

	Cash due to be disbursed (accounts payable)


Theoretically, tracking the cash balance of an organization is the bare minimum you need to do to keep the organization going. You could accomplish this by simply putting all incoming cash into a shoebox, and paying all expenses by removing cash from that shoebox. Count up what’s left in the box, and you have your current cash balance.

In the real world, this minimum knowledge is not only impractical but also totally inadequate. To manage the organization effectively, to plan future events, budget, to analyze, to file a tax return, more information and more skills are required.

Nonprofit organizations have a large number of different stakeholders: clients, community members, funders, board members, staff members, volunteers, and (in many states) the attorney general. The Internal Revenue Service, after many years of paying little attention to nonprofit organizations, has more aggressively started enforcing the laws and regulations governing nonprofits. Even small nonprofit organizations are in the public eye to a far greater degree than small businesses are. Each stakeholder needs information, and the accounting system is the primary source of that information.

Communication is essential to the management of any organization. While this chapter focuses on the flow of information from the accounting system to stakeholders, it is equally important for information to flow from stakeholders into the accounting department. Transaction details are just one such type of that information. In a well-managed nonprofit, communication helps the bookkeeper anticipate situations and provide management with the information and analyses needed to run the organization effectively.

Users of the Information

Who are the users of a bookkeeping system’s information? The bookkeeper uses financial information all day long. Accountants analyze the information the bookkeeping system produces. Managers use the information to assess past results and to plan for the future. Board members use the information to monitor the financial performance of the organization in comparison to its official budgets. Others—the IRS, banks, lenders, funders, government officials, and the general public—all need access to reliable information generated by the bookkeeping system.

Program managers and department heads benefit greatly when they understand why and how to properly record transactions. Their own performance may be reviewed using financial information. They may evaluate personnel and program effectiveness by looking at the numbers, among other factors. When asked to prepare next year’s program budget, the manager relies heavily on this year’s financials. Applying for a new grant means the manager must analyze, project, and justify financial information that is based on historical bookkeeping data.

Bookkeeping, Accounting, Auditing: Who Does What?

Bookkeeping, accounting, and auditing are three processes that may appear to overlap, especially in a small organization. They accomplish different goals, but they use the same information. There is not a clear line of demarcation between bookkeeping and accounting. Depending on the size of your organization, one person might perform both functions. Based on recent changes in auditing standards, your organization needs to carefully monitor the role you are asking your auditor to play. Certain funding sources and just plain common sense prevent auditors from playing too prominent a role in bookkeeping and accounting services.

Accountants are often employees of the organization who supervise the bookkeeping function in addition to other responsibilities. They normally perform a more analytical function than bookkeepers, who primarily deal with the posting of transactions. Accountants begin with the accounting information (ledgers and journals) and analyze the results, looking for causes and effects. They also are responsible for maintaining the accounting information so that it can be used to generate financial statements for anyone who needs them.

Auditing is an attest function; auditors examine the books and determine whether the financial statements derived from those books conform to GAAP (generally accepted accounting principles) and accurately reflect the financial position of the organization. GAAP is a set of commonly accepted standards, principles, and procedures promulgated by the Financial Accounting Standards Board (FASB). Auditors must be independent of the organization, and should report to the board of directors with input from the president or executive director. Auditors use GAAS (generally accepted auditing standards) promulgated by the Auditing Standards Board of the American Institute of Certified Public Accountants (AICPA) and Government Audit Standards from the GAO (Government Accountability Office) and other standards required by funding sources or governmental agencies in auditing nonprofit organizations.

The Nonprofit World

Nonprofit organizations exist to fulfill a mission. In the business world, a for-profit enterprise is ultimately concerned with making a profit in order to provide a return on the owners’ investment; if a product or service is not profitable, the for-profit enterprise will shift gears and sell something else. The nonprofit organization is committed to its “product or service”; it focuses on obtaining and allocating resources to get the job done. The goal of the nonprofit organization is to improve society without a profit motive.

There are many types of nonprofits. Some are direct service providers (hospitals, day care facilities); others collect and distribute resources (United Way, funding organizations); and still others are social organizations (local community clubs). Each nonprofit is organized to accomplish a specific mission, and money is one of the main resources used. How the money is collected and spent depends on many factors:


	Community needs

	Current events

	Funding source requirements

	Financial planning

	Budgeting

	Cash flow forecasting


In financial operations, a nonprofit organization is very similar to a for-profit enterprise. All organizations need to be financially healthy to function effectively. For-profit firms seek to maximize their net profits. Nonprofit organizations seek to minimize or eliminate any operating deficits, because they cannot fulfill their mission if they have inadequate resources. In reality, a nonprofit organization uses profits (called increase in net assets) to provide resources for future periods.

This is an important point that unfortunately is often misunderstood. Peter F. Drucker has underscored the point that every organization needs to have an economic basis. Many organizations interpret their nonprofit status to mean that it is improper to show an excess of income over expenses. That makes no economic sense. Any organization, nonprofit or for-profit, needs reserve funds to handle emergencies. Organizations also need surpluses to fund new and innovative ideas (Drucker calls these opportunity budgets). (We will explore this point in more depth in Chapter Thirteen, where we discuss operating budgets.)

Nonprofit organizations apply for tax-exempt status from the Internal Revenue Service. (For more details, see Resource E.)

Terminology

While the terminology used in nonprofit accounting is sometimes different, many of the same accounting concepts apply to both the for-profit and the nonprofit world. As we mentioned, nonprofit organizations can generate a net profit or a net loss, only they call them increases or decreases in net assets. Most accounting terms are the same, and often bookkeepers coming from a for-profit work experience can quickly grasp the differences. We’ll explore this topic in more depth throughout the rest of this book.

The Goal of Bookkeeping

Whether nonprofit, or for-profit, the primary goal of bookkeeping is the same:

To capture each transaction one time in a way that is fully documented, completely traceable, and fully usable by every person within and outside the organization who has a stake in the organization.

Let’s break that goal down into its components.

Capture Each Transaction

As we mentioned earlier, bookkeeping is about recording monetary transactions. As the bookkeeper, you need a system in place that not only records a transaction; you need a system that helps you record every transaction. A missing transaction is a bigger problem than an incorrectly recorded transaction.

One Time

Ideally, you should deal with a transaction just one time, recording everything you need right then. Remember that there are many potential users of the information you are gathering; your bookkeeping system should be designed with each of those potential users in mind.

Fully Documented

Each transaction should be backed up by appropriate information. The organization’s internal control system will specify the details of the documentation, but you should be satisfied that someone looking at the transaction at a later date could see what happened, how it happened, and when it happened without relying on anyone’s recollection.

Completely Traceable

As transactions are recorded, either manually or electronically, you need a method to find your way back to the originating entry. Every total in the general ledger and every amount on a financial statement means something. The total usually represents a number of transactions; you need to be able to dig down and examine the individual transactions that make up the total.

Fully Usable

This is the complex part about designing a bookkeeping system. You need to stand back and take a look at the organization: who funds it, who runs it, who oversees it, and so on. Your system has to provide information to a wide variety of users in a form that they require. Here is a brief example:

Your organization employs a driver. The driver spends approximately one-half of the day working for Program A; approximately one-quarter of the day working for Program B; and the remainder of the day working for Program C. As you process the payroll, you’ll charge the driver’s gross pay to an expense category called Driver Wages. This satisfies some reporting requirements; it might be enough information to provide a financial statement to a bank or to file a payroll tax form.

Without capturing more information, how can you report to the funding source for Program C? How will the program managers plan their operations; how will they prepare future budgets?

Of course, if acceptable to a funding source, you might be allowed to estimate an allocation of the driver’s gross pay, and in some cases the result would be the same. You’ll make a judgment about when to capture details and when to allocate, but for items such as gross pay it is generally better to capture the details. Work schedules change; employees come and go; rates of pay change throughout the year.

If your organization receives money from federal, state, county, or city governments, some very detailed cost-definition and cost-allocation rules exist. (See Resource G for more information.)

The Bookkeeper As Information User

The bookkeeper represents the most basic user of an accounting system’s information. Having up-to-date balance information—whether petty cash, cash in a checking account, cash in a savings account, accounts receivable, accounts payable, loan balances, lines of credit, or other balances—is essential to the bookkeeper’s role in the organization. You’ll constantly be checking these balances and reconciling them to more detailed sources (such as the accounts receivable detail report) or documents prepared by third parties (such as the monthly bank statement).

Management relies on the bookkeeper to summarize certain information and to provide frequent snapshots of balance statuses. A very useful report that many bookkeepers produce for management has the information shown in Exhibit 1.1.


EXHIBIT 1.1: Snapshot Report from Bookkeeper to Management


	Date	 

	Cash in Bank	 

	Total Accounts Receivable Balance	 

	A/R Current (Less than 30 Days)	 

	A/R Between 30 and 60 Days	 

	A/R Over 60 Days	 

	Total Accounts Payable Balance	 

	A/P Due in 15 Days	 

	A/P Due Beyond 15 Days	 





Using today’s computer software, producing this type of snapshot report takes only a few minutes if your books are properly set up. The information is gathered from various accounting reports, such as the Trial Balance, the Aged Accounts Receivable (A/R) Report, and the Aged Accounts Payable (A/P) Report. Tasks that used to take a bookkeeper hours to do, such as adding up vendor ledger cards to produce the Accounts Payable Aged Invoice report, are now accomplished by the software with a few mouse clicks. This gives the bookkeeper time to investigate the anomalies: the very old vendor invoice or the accounts receivable balance that is now 120 days past due.

Other Information Users

As we mentioned earlier, the organization’s managers will frequently be using the information from the accounting system.

Cash Flow Management

This is an essential function, and management needs accurate information about cash, A/R, and A/P in order to do it properly. Most enterprises that fail, both nonprofit and for-profit, do so because of a lack of adequate cash flow. Even when the organization is generating a surplus of revenues over expenses, inadequate cash flow can result. Timing is the key to good cash flow management. Payroll is often disbursed every two weeks; some vendors have very short payment terms (such as seven days); yet some funding sources only send in their checks every few months. Without adequate cash flow management, the organization could run out of cash, despite a financial statement (prepared on an accrual basis of accounting) showing an increase in net assets. This is a very important topic. (Chapter Fourteen discusses the concept in much greater detail.)

Budgeting

All nonprofit organizations should prepare accurate and complete budgets. The more successful nonprofits prepare budgets for every aspect of the organization. Budgeting is a means of financial planning, and, with a proper reporting system, it is a means of evaluating results. We devote an entire chapter (Chapter Thirteen) to the topic.

Pricing Services

Without quality cost information, management would not be able to price services accurately. As in any organization, you want to price the services you offer at a point that covers all of your costs. There is no room for the old joke, “We lose money on each sale, but we hope to make it up with volume.” (Since nonprofit organizations meeting specific IRS guidelines can solicit and accept donations and grants, necessary but unprofitable services can be subsidized.) The nonprofit typically tries to price services at a point where the targeted clientele can afford them. Frequently, nonprofit organizations adopt a sliding scale for services to accommodate clients on an ability-to-pay basis. So the price must be not too high, nor too low. A careful ongoing analysis of the accounting information helps management to determine what to charge.

Fundraising

The fundraising effort requires the use of quality accounting information. Fundraising costs are a major factor, but so is accurate information about prior funding performance, pledge collections, and program results. Showing a funding source the financial results from a program they previously funded, combined with an impact study showing the program’s efficacy, often goes a long way toward securing future grants. The IRS and the Attorneys General of many states have become very interested in organizations accurately identifying fundraising costs.

Organization Planning

Organizations need to focus on what they do best. A careful analysis of the financial results for each program and department in the organization helps the board of directors and senior management to steer the nonprofit into areas where it can do the most good.

Financial Reporting

At the program level, at the department level, and the organization level, financial reports drive planning, budgeting, and operations. As we mentioned earlier, the staff accountants start with the information recorded by the bookkeeper and produce interim and year-end financial statements. They typically also provide budget-versus-actual (variance) reports to program managers and department heads on a regular basis. The auditors examine the year-end financials and issue a report to the Board of Directors and management. The auditors also prepare annual reporting forms (depending on the organization’s IRS classification and size). This financial reporting all begins with the bookkeeper’s work.

Staying Organized

A well-planned and implemented accounting system will include an accounting manual with properly designed internal controls, standard operating procedures, and financial policies. The fundamental role of the bookkeeper is to record the monetary transactions according to the internal controls following the accounting manual and to stay organized.

What does staying organized mean? For the bookkeeper, it means you must do the following:


	Be accurate

	Keep up to date

	Obtain documentation

	Ensure traceability

	Check authorization

	Check budget for availability of funds

	Obtain proper approvals

	Enforce policies and procedures



Let’s examine each of these guidelines in detail:

Accuracy

This is the most highly prized attribute you can find in a bookkeeper. As the transactions multiply and accumulate, accuracy is essential. The bookkeeper has to take the time to understand the transaction being recorded—what it represents, where it should be entered (in terms of program, department, and overall classification), and who the responsible party is. Over time, the bookkeeper’s knowledge about these details will make the accounting information extremely accurate; it will also allow the bookkeeper to become a valued contributor to the process of running the organization.

Timeliness

Information is the most valuable when it is current. Last week’s cash balance doesn’t tell you enough when you need to know the current balance. In the normal course of operations, no one is capable of being completely up-to-date in all areas, so the bookkeeper (working with management) can assign priority levels to various tasks. The bookkeeper also has a responsibility to inform management if certain tasks start to fall through the cracks due to an excessive workload.

Documentation

Bookkeepers must make sure that all documentation for a transaction is as complete and understandable as possible. Memories fade over time, so if it isn’t written down, it will be lost eventually. Certain transactions naturally lend themselves to proper documentation; in other cases, the documentation is only complete if you take the time to request it. A typical example is the purchase of goods: there should be an authorized purchase order, the vendor’s packing slip, a receiving document, and a vendor invoice (with proper approvals). Depending on the organization and on the purchase, some of this documentation might not be available. Look for guidance in the accounting manual. When in doubt, try to obtain full documentation.

Traceability

There should be no magic numbers in your accounting information. Every balance, every total is made up of real events; you should be able to work your way back from the total to the individual transactions. For everyday transactions, this is seldom an issue. The unusual event, if not documented properly, often leads to an inability to trace what happened. What seems obvious when you post it can become a “where-did-that-number-come-from?” item in a few short weeks.

Authorization

The bookkeeper should have a written list of individuals who can authorize the various transactions that occur in the organization. Several types of transactions must be authorized prior to the event; a basic knowledge of the authorization process and of the parties involved will aid the bookkeeper in understanding and recording the transaction. Including the bookkeeper in staff meetings will help the bookkeeper to understand everyone’s role.

Budget Availability

Nonprofit organizations use budgets in the traditional sense, as a planning tool; but budgets also control cost reimbursement from various funding sources. It is important to check the budget to make sure there is room for the transaction. The bookkeeper, a program manager, or another staff member takes an active part in the process, depending on the size of the organization.

Approvals

Many transactions typically involving the disbursement of funds require written approval. Distinct from an authorization, an approval says that the transaction is correct and complete. In the case of a purchase of goods, the approval says that we received the correct items, that the items were satisfactory, that the item count is correct, that the unit price is as anticipated, and that the vendor’s invoice can be paid in a timely manner.

Enforcement

The bookkeeper plays a pivotal role in the enforcement of internal controls, the policies and procedures designed to safeguard the organization’s assets. An effective bookkeeper must be able to insist on adherence to the rules specified in the accounting manual by every member of the organization, regardless of the person’s position. When fraud occurs, a common contributing factor is the inability of the accounting department to “stand up to” the boss and insist on compliance with the rules.

Common Bookkeeping Functions

We’ll be covering the most common bookkeeping functions in more depth in later chapters. To complete this overview, here is a brief description of several common bookkeeping functions.

Cash Disbursements

The typical organization disburses funds on a weekly cycle through a check-writing process, with the occasional single disbursement occurring between check runs.

Posting Vendor Invoices

Vendor invoices are posted to the accounts payable system throughout the month.

Billing for Services

Billing for services includes creating and posting client or customer invoices to the accounts receivable system. Depending on the organization and on the service, this invoicing is done as the service is rendered or on a periodic billing cycle.

Recording Cash Receipts

Recording cash receipts includes crediting open accounts receivable items for payments received from customers or clients, as well as recording miscellaneous cash receipts. These transactions are typically posted every day.

Bank Reconciliations

This task involves analyzing the difference between the balance on a bank statement and the general ledger balance for a cash account. This is typically done once per month.

Account Analysis

As the name implies, account analysis means analyzing certain general ledger account balances to ensure that they are correct or to explain the details that make up the account balances. This is typically done once per month.

Petty Cash Reimbursement

Petty cash reimbursement involves adding up the vouchers and the remaining cash in the petty cash box, making sure the total matches the imprest (standard, unchanging) amount, then classifying and recording the transactions on each voucher into the correct general ledger account and writing a check to replenish the petty cash balance. This activity is done as necessary.

Summary

This chapter has presented you with an overview of the bookkeeping function. Every organization is unique, but they all have one thing in common: the need for a well-designed, accurately maintained accounting information system.




End of sample
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General Journal Entry

Journal Entry Date [08/31/20x4

[To record receipt of rent security deposit

=0 Doscrpion Doot Ceat |

[1050 [ Cash - Security Deposits [ 650,00 [

[2420 [ Security Deposits Payable [ [ 650.00
Totals 650.00 650.00
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ABL NONPROFLLT
STATEMENTS OF FINANCIAL POSITION
DECEMBER 31, 20x5 AND 20x4

ASSETS

Current Assets:
Cash
Contributions Receivable

Accounts Receivable
Prepaid Expenses
“Total Current Assets

Long-Term Investments—Unrestricted

Long-Term Investrents—Permanently Restricted

Security Deposits

Promises to Give

Furniture and Equipment (At Cost)—Net of Accumulated
Depreciation of $46,548 in 20X5 and $40,590 in 20X4

AL ASSETS

LIABILITIES AND NET ASSETS

Current Liabilities:
Accounts Payable and Accrued Expenses
Vacation Pay
Refundable Advances
Total Current Liabilities

Nt Assets:
Unrestricted Net Assets:
Operations
Fixed Assets
Total Unrestricted Net Assets

Temporarily Restricted Net Assets
Permanently Restricted Net Assets

Total Net Assets

TOTAL LIABILITIES AND NET ASSETS.

2055

$195,169
37,950
115,797
61,425
410,341

0
834,680

2,290
316,075

16,083

31,579,469

$1,435,

2054

37,589
38,820
148,124
27,818
252,351

65,934
1,000,000
2,200
95,281

20,047

513

$56,324
12,004

65,328

426,514
1,000,000
1511141

$24,988

14,054
106,250
145,202

211,562
20,047
231,609

58,912
1,000,000
1,290,521
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{—>Entry created by the Cash Receipts software

Entry Date [05/31/20x4  [To record receipt of unbilled membership dues

= Dosepion E Croan

[1010 [Cash in bank - Operating I 275.00 [

[5210 [Membership dues - individua I [ 275.00
Totals 275.00 275.00
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Auditing Fee
for the Year Ended 12/31/x5  $9,885

Procras AnnuaL INcoE
After School Workshop $161,000
Teenage Hotline $53,000
Pre-School Program $207,500
Totals $421.500

Percent

38.20
12,57
49.23
100.00°

Atocaren Aupit Fr
3,776
$1,243
$4,866
$9.885
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——>Entry created by the Cash Receipts software

Entry Date [07/31720x4  [To record receipt of royalty payment

[Feoount e Dobi Crodt
1010 [Cash in bank - Operating [ 253.25 ]
[5470 [Royalty Income [ [ 25325

Totals 253.25 253.25
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Alice Smith, Counselor
Weekly Sala

Procrav
After School Workshop
Teenage Hotline

Totals

$600
AtLocaren
Hours  Percent SaLaRY
2 55% $330
18 45% $270

10 100% $600
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General Joumal Entry

Soueral Enty ste [T27317206

o reciassity a tomp.restrcted net asset as unvesirc.

(= ) oot |

[&501 [Temp Restictea Net Asset [ 1000000 [

o502 [Urvestited Net Assetraiea [ [ 7000000
Toais [ 1000000 [ 1000000
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——>-Entry created by the Cash Recejpts software

Entry Date [04/30720x4  [To record supplier refund for existing credit memo

== e Dot Croat

[1010 [Cash in bank - Operating [ 2500 [

[2010 [Accounts Payable I [ 25.00
Totals 25.00 25.00
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——>Entry created by the Cash Receipts software

Entry Date [04/30/20x4  [To record the receipt of an insurance claim proceeds
[Feocount Descrpton Debi Credt
1010 [Cash in bank - Operating I 550.00 [

[8265 [Vehicle Repairs [ [ 550.00

Totals 550.00 550,00
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General Journal Entry

Journal Entry Date [10/31/20x4

[To record savings account interest

=0 Doscrption Doot et

[1070 [ Cash - Savings Account [~ 100.00 [

[5310 [Interest Income [ [~ 100,00
Totals 100.00 100.00
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=ty created by the Cash Disursements sofvare

Enty Dae [T373772055  [Verious Hatine reated expenses are recorded

=0 = oo |

o] [Fiofine oxpenses rooaoo [

7o [Cosh mgank -Operaing [ [~ 000055
Tome [ 7000000 [ 1600000
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—>-Enty created by the Cash Receips softvare

Enty e [737757205 [T record a temperarly resicted Hoine conrbuton

=0 [ o o

o [Cashmbark-Gporatng [ 1000000 [

o5 [Gonbaton come -Terp 7500050
Tome [ 7006000 [ 7000000
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General Joumal Entry

Soueral Enty ste [T273172058

[To wrfe-of Decembers rea ssate tax

(= ) [ |

[230 [Real Estate Tax Expense 7w [

7450 [Prepac Bxpernees r [ 210000
Tos [ 210000 [ 210000
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——>Entry created by the Cash Receipts software

Entry Date [10/31/20x4  [To record receipt of contribution

[Feoount Descrpton Debi Credt
1010 [Cash in bank - Operating [ 10000 [
[2010 [ndividuaismall business contri [ [~10000

Totals 100.00 100,00
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General Journal Entry

dourmalEntry Date [T1730720%4 o reverse Octobers realestat tox socrual

[ ) ) ot
[z [Fecrveq Expenes [ zmo [
Gz oo Eve Tar Bporee [ [ z0%

Jouns Entry Date [[173072054 [To write-of Octs porion of e Prepaid Bxpense

(=0 Do o =
[0 [Resl Evate Tox Experee [ zwo [
[0 Frepars Expenses f [~ 770000
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[ [ oo |
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——>Entry created by the Cash Receipts software

Entry Date [10/31/20x4  [To record payment by customer

[Fecount Descrnton Debi Credt
1010 [Cash in bank - Operating I 1410 [
1110 [Accounts Receivable I [ 1410

Totals 1410 1410
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General Joumal Entry

Soueral Enty ste [T073172058

o accrus October' real estate ax

(= ) [ |

6230 [Real Estate Tax Expense 7w [

2150 [Accrued Experses r [ 210000
Tos [ 210000 [ 210000
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—>Entry created by the Biling software

Entry Date [09/30/20xd [ To record a sales ransaction
[Fecount Descrpton Debi Credt
[1110 [Accounts Receivable [ 14.10 [
[5a20 [Gross Sales - Inventory I [ 10.00
[21a0 [Sales Tax Payable [ [ 60
[5a41 [Freight Out [ [ 350
Totals 12.10 14.10
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General Joumal Entry

Soueral Enty ste [0473072058

[To wrie-of one monts msurance premium

(= ) ot |

5520 [Trsurance Expense [

7450 [Prepad Bxpernses r [ 50
Toss [ 32500 [ 52500
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General Journal Entry

Journal Entry Date [09/30/20x4

[To record the cost of a sale of inventory item

=0 Desciption Dot et

[5445 [Cost of Goods Sold [ 675 [

[1a10 [Mnventory [ [ 6.75
Totals 675 675
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ssof 10/31/2054

Toul
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Minus Bank Service Charge (10.00)
Plus Oustanding Checks  #107 1525

10 12450

a1 17500

ey 795

120 10,00

a1 150.00

e 500

Total s Checks

Minus DepositsIn‘Transt Depositdated 10/31/2054 ss0.00
(recorded by bank on 11/1/20x4)
Total D4 (65000)
Bank Statement Balance  10/31/20x4 simser
Prepared by oo Sith: 11272084
Boaldeeper
Approved by: Mary jones 171472084
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{—>-Entry created by the Cash Receipts software

Entry Date [09/30/20x4  [To record cash sale of inventory item

= Dosepion Dot Croan

[1010 [Cash in bank - Operating [ 15.00 [

[5440 [Gross Sales - Inventory [ [ 15.00
Totals 15.00 15.00
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General Journal Entry

Journal Entry Date [11/30720x4

[Toreverse the payroll acorual

[Fooomt Descipion beot et
[7220A [Wage Expense - Dept A [ [~ 150000
[72208 [Wage Expense - Dept B [ [~ 800.00
[7220-C [Wage Expense - Dept C [ [ 300.00
2110 [Accrued Payroll [~ 260000 [

Totals 2600.00

2600.00
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———>-Entry created by the Cash Receipts software

Entry Date [09/30720x4 [ To record the co-payment received from a client

[Fooount eemin et S
[1010 [Cash in bank - Operating I 10.00 [

[1110 [Accounts Receivable [ [ 10.00

Totals 10.00 10.00

———>-Entry created by the Billng software

Entry Date [09/30/20x4 [ To bil client for services
[Focount Doscrpion Dot Croat
[T110 [Accounts Receivable [ 85.00 [
[5180-A [Program Service Fees - A I [ 30.00
[5180-B [Program Service Fees - B I [ 55.00
[ [
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General Journal Entry

Journal Entry Date [10/31/20x4

[To record the payroll accrual

[Fooomt Descipion beot et
7220 [Wage Expense - Dept A [~ 50000 [

[7220-8 [Wage Expense - Dept B [~ 80000 [

[7220-C [Wage Expense - Dept C [ 300.00 [

2110 [Accrued Payroll [ [~ 260000

Totals 2600.00

2600.00
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General Journal Entry

Journal Entry Date [01/31/20x5  [Reverse a prior Revenue Accrual

=0 Doscrption Doot et
[1120 [Accounts Receivable Other [ ["10000.00

[5180 [Program Service Fee ["10000.00 [

Totals 10000.00 10000.00
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General Journal Entry

Journal Entry Date [05/31/20x4

[To record savings account interest

=0 Doscrption Doot et

1070 [ Cash - Savings Account [ 1452 [

[5310 [Tnterest income: [ [ 1452
Totals 452 1452
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{—>Entry created by the Cash Receipts software

Entry Date [05/31/20x4

[receipt of grant payment - requirement not met

[Focount Gessinn Debi Credt

1010 [Cash in bank - Operating [~ 12500.00 [

[2311 [Uneamed Grant Income I ["12500.00
Toms [ 1250000 12500 00
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{—>-Entry created by the Cash Receipts software

Entry Date [03/31/20x4

[To record receipt of grant payment.

[Feoourt Descrnton Debi Credn

1010 [Cash in bank - Operating [~ 12500.00 [

[1220 [GrantsReceivable [ ["12500.00
Tos [ 12500.00 1250000
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General Journal Entry

Journal Entry Date [01/31/20x4

[To record an unrestricted grant award

=0 Doscrption Dont et

[1240 [Grants Receivable [50000.00 [

[4230 [Foundation/irust grants [ ["50000.00
Tos [~ 50000.00 50000.00
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General Journal Entry

Journal Entry Date [12/31/20x4  [Revenue Accrual

=0 Doscrpion Doot Ceat |

[1120 [Accounts Receivable Other [~10000.00 [

[5180 [Program Service Fee [ [~ 10000.00
Tos [~ 10000.00 10000.00
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——>=Entry created by the Cash Disbursements software

Entry Date [01/31720x4  [Petty Cash fund reimbursement

= e Dot i
[8310-A [Travel - Program A I 76.05 [

[83108 [Travel - Program B [ 12.00 [

[8110-8 [office Supplies - Program B I 2150 [

[8110-3 [Office Supplies - Dept 3 [ 9.95 [

[8260-8 [Repairs & Maint - Program 8~ [ 45.00 [

[1010 [Cash in bank - Operating I [ 16450

Totals 164.50

164.50
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1000 Cash:
1010 Cash in Bank—Operating
1020 Cash—Payroll Account
1040 Petty Cash
1050 Cash—Security Deposits
1070 Cash—Savings Account

1100 Accounts Receivable:
1110 Accounts Receivable
1115 Doubtful Accounts Allowance
1120 Accounts Receivable—Other

1200 Contributions Receivable:
1210 Pledges Receivable
1215 Doubtful Pledges Allowance
1240  Grants Receivable

1300 Other Receivables
1320 Notes/Loans Receivable
1325 Doubtful Notes/Loans Allowance
1330 Deposits Receivable

1400 Other Current Assets:
1410 Inventory
1420 Inventories for Use
1450  Prepaid Expenses
1460 Accrued Revenues

1500 Investments:
1510 Marketable Securities
1580  Investments—Other

1600 Fixed Operating Assets
1610 Land—Operating
1620 Buildings—Operating
1630 Leasehold Improvements
1640 Fumniture, Fixtures, and Equip
1650 Vehicles
1660  Construction in Progress

1700 Accum. Deprec —TFixed Operating Assets
1725 Accum. Deprec—Building
1735 Accum. Amort—Leaschold Improvements
1745 Accum. Deprec—Furmn,, Fix, Equip
1755 Accum. Deprec—Vehicles

1810 Other Long Term Assets

Total Assets





OEBPS/images/f030-02.jpg
4000
4010-*+
4015+
4020-**
4070-4**
407541+
4085-4*+
4100
4130+
414040+
4200
4210-4++
42304+
42504+
425540+
4400
4410-4++
4420+
4430-***

Contributions, Support
Revenue from Direct Contributions
Individual/Small Business Contributions
Contribution Income—Temp. Restricted
Corporate Contributions
Legacies and Bequests
Uncollectible Pledges—Fstimated
Long-Term Pledges Discount
Donated Goods and Services Revenue:
Donated Use of Facilities
Gifts in Kind—Coods

Revenue from Non-Government Grants:
Corporate/Business Grants
Foundation/ Trust Grants
Nonprofit Organization Grants
Discounts—Long-Term Grants

Revenue from Indirect Contributions:
United Way or CFC Contributions
Affiliated Organizations Revenue
Turideaiaing Auenciek Riweirie
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— >~ Entry created by the Cash Disbursements software

Entry Date [03/31/20x4  [Record manual check paying an unrecorded invoice
= Dosaipion Dot o]
[8140 [Freight Expense I 5250 [
[2070 [Accounts Payable (ot postea) [ [ 5250
[2070 [Accounts Payable otposied) | 5250 [
[1010 [Cash in bank - Operating I [ 5250
Toms [ 10500 [ 10500
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4500 Revenue from Government Grants:

4510-*  Agency (Government) Grants
4520-***  Tederal Grants
4530-**  State Grants
4540-**  Local Government Grants
5 Eamed Revenues

Revenue from Government Agencies
Agency (Government) Contracts/Fees
Federal ContractsFees
State Contracts/Fees
Local Government Contracts/Fees
Medicare/Medicaid Payments

Revenue from Program-Related Sales and Fees
Program Service Fees
Bad Debts, est.—Program Fees

Revenue from Dues
Membership Dues—Individuals
Assessments and Dues—Organizations

Revenue from Investments:
Interest Income
Dividends and Interest—Securities
Real Estate Rent—Debt-Financed
Real Estate Rental Cost—Debt-Financed
Real Estate Rent—Not Debt-Financed
Real Estate Rental Cost—Not Debt-Financed
Other Investment Income
Securities Sales—Cross
Securities Sales Cost

Revenue from Other Sources:
Non-Inventory Sales—Cross
Non-Inventory Sales Cost
Gross Sales—Inventory
Freight Out
Cost of Goods Sold
Purchase Discount
Advertising Revenue
Royalty Income

5800 Special Events

5810-**  Special Events—Non-Gift Revenue
5820-**  Special Events—Gift Revenue

6 Other Revenue
6710 Gain on the Sale of Fixed Assets
6800 Unrealized Gain (Loss)
6810-***  Unrealized Gain (Loss)—Investments
6820-**  Unrealized Gain (Loss)—Other Assets
6900 Net Assets Released from Restriction

6901-***  Temp. Restricted Net Asset Released from Restriction
6902-***  Unrestricted Net Asset Released from Restriction

Tots] Revenok: Ciiiia, dind Othisr Sappoit





OEBPS/images/f105-01.jpg
——>Eniry created by the Cash Disbursements software

Entry Date [03/31720x4  [Check printing of selected open items

= Descrption Debi Credt

[2010 [Accounts Payable [ 412525 [

[5446 [Purchase Discount I [ 15.10

[1010 [Cash in bank - Operating [ [ 411015
[ [

[ [

Totals 412525 412525
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2

2000 Payables:
2010 Accounts Payable

2100 Accrued Liabilities:
2110 Accrued Payroll
2120 Accrued Paid Leave
2130 Taxes Withheld
2131 Federal Withholding Payable
2132 FICA Payable
2133 Medicare Payable
2134 State Withholding Payable
2135 State Disability Payable
2137 Other Deductions Payable
2140 Sales Tax Payable
2150  Accrued Expenses

2300 Unearned/Deferred Revenue:
2310 Deferred Contract Revenue
2311 Uneamed Crant Income
2350 Uneamed)Deferred Revenue—Other
2351 Deferred Rental Income

2410 Refundable Advances
2420 Security Deposits Payable

2500 Short-Term Notes and Loans Payable:

2550  Line of Credit
2560  Current Portion—Long Term Loan
2570 Short-Term Liabilities—Other

2700 Long-Term Notes and Loans Payable
2710 Bonds Payable
2730 Mortgages Payable
2750 Capital Leases
2770 LongTerm Liabilities—Other

Total Liahi
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—>—Entry created by the Purchase software

Entry Date [03/28/20x4 [ Posting a vendor credit memo

[Ascount Description Debit |
[8110-8 [Gffice Supplies - Program B [ [ 52.75
[8110-C [Office Supplies - Program C I [ 1425
81102 [Office Supplies - Dept 2 I [ 19.95
[2010 [Accounts Payable I 8695 [

Totals 86.95 86.95
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3000 Unrestricted Net Assets
3010 Unrestricted Net Assets
3020 Board-Designated Net Assets
3030 Board Designated Quasi-Endowment
3040  Fixed Operating Net Assets
3100 Temporarily Restricted Net Assets
3110 Use Restricted Net Assets
3120 Time Restricted Net Assets

3200 Permanently Restricted Net Assets
3210 Endowment Net Assets

Total Net Asaets





OEBPS/images/f098-01.jpg
—>-Entry created by the Purchase software

Entry Date [02/28/20x4  [Posting a vendor invoice

[[Ascount Description Debit Credit

[8110-B [Ofice Supplies - Program& [ 5275 [

[8110-C [Office Supplies - Program C I 1425 [

[81102 [Office Supplies - Dept 2 I 19.95 [

[2010 [Accounts Payable I [ 86.95
Totals 86.95 86.95
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General Journal Entry

Journal Entry Date [11/30720x4

[ToTreverse the payroll accrual

== Descipion et et
7220 [Wage Expense - Dept A [ [~ 150000
[7220-8 [Wage Expense - Dept B [ [~ 800,00
[7220-C [Wage Expense - Dept C [ [ 300.00
2110 [Accrued Payroll [~ 260000 [

Totals 2600.00

2600.00
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General Journal Entry

Journal Entry Date [10/31/20x4

[To record the payroll accrual

[Fooomt Descipion beot et
7220 [Wage Expense - Dept A [~ 50000 [

[7220-8 [Wage Expense - Dept B [~ 80000 [

[7220-C [Wage Expense - Dept C [ 300.00 [

2110 [Accrued Payroll [ [~ 260000

Totals 2600.00

2600.00
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7

7000
7010-4**
7020-4**
7040-4**
7050-4**
7060-**

7200
72104+
72204+
72304+
7240-4**
7241-4%
7250-***
7251-4*%
725244+
7253-44%

7500
75104+
7520-***
7530-4**
754041+
7550-4**
7580-4**
7590-4**

8100
8110-4**
8120-4**
8130+
8140-4**
8150-%**

Expe Related

s—Persol

Grants, Contracts, and Direct Assistance
Contracts—Program-Related
Grants to Other Organizations
Awards and Grants—Individuals
Specific Assistance—Individuals
Benefits Paid to or for Members

Salaries and Related Expenses
Officers and Directors Salaries
Wage Expense
Pension Plan Contributions
Employee Benefits—Not Pension
Health Insurance Expense
Payroll Taxes, etc.

FICA Expense
Medicare Expense
State Disability Expense

Contract Service Expenses
Fundraising Fees
Accounting Fees
Legal Fees
Professional Fees—Other
Temporary Help—Contract
Donated Professional Services—GAAP
Donated Other Services—Non-GAAP

Non-Personnel-Related Expenses

Non-Personnel Expenses
Office Supplies
Donated Materials and Supplies
Telephone and Telecommunications
Postage and Shipping
Miling Servie
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8170-***
3180-**
8190-**

8200
8210-4**
8220-**
8230-***
8240-4**
8250-**
8260-**
8265-**
8270-***
8280-**
8290-**

8300
83104+
8320-4**

8500
85104+
8520-**
8530-**
8540-**
8550-**
8560-**
8570.4++
8580-**
8590-**
8595-**

8600
86104+
8620+
8630-**
3650-**
3660-**
867041+

Printing and Copying
Books, Subscriptions, References
In-house Publications

Facility and Equipment Expenses
Rent, Parking Other Occupancy
Utilities
Real Estate Tax Expense
Personal Property Taxes
Morntgage Interest
Repairs and Maintenance
Vehicle Repairs
Deprec. and Amort.—Allowable
Deprec. and Amort.—Not Allowable
Donated Facilities

Travel and Meetings Expenses:
“Travel
Conferences, Conventions, Meetings

Other Expenses
Interest—Ceneral
Insurance Expense
Membership Dues—Organization
Staff Development
List Rental
Outside Computer Services
Advertising Expenses
Contingency Provisions
Other Expenses
Merchant Account Expense

Business Expenses:
Bad Debt Expense
Sales Taxes
UBI Taxes
Taxes—Other
Fines, Penalties, Judgments
Organizational (Corp.) Expenses

Total Bpeses
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—>-Enlry created by the Cash Disbursements software

Entry Date [01/01/20x4  [To establish a petty cash fund

[Pecount Descrnton Debi Credt

[1040 [Cash - Petty Cash [ 30000 [

[1010 [Cash in bank - Operating I [~ 300.00
Totals 300.00 30000
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> Entry created by the Cash Disbursements software
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——>-Entry created by the Cash Disbursements software

Entry Date [03/31/20x4  [To record the weekly payroll (simpliified)

= CEn Dot it
[7220 [Wage Expense [~ 7000.00 [

[2130 [Taxes withheld [ [ 1100.00
[2137 [Gther Deductions Payable I [ 750.00
[1020 [Cash - Payroll (not posted) [ [ 5150.00
[1020 [Cash - Payroll (not posted) [ 515000 [

[1010 [Cash in bank - Operating I [~ 515000

Totals 1215000 12150.00
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General Journal Entry

Journal Entry Date [03/31/20x4  [To record the weekly payroll (simplfied)

[Fooomt Descipion et et

[7220 [Wage Expense [~ 700000 [

[2130 [Taxes Withheld [ [~ 170000

2137 [Other Deductions Payable [ [ 750.00

[1020 [Cash - Payroll Account [ [~ 515000
Tows [ 700000 [ 7000.00
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———>-Enlry created by the Cash Disbursements software

Entry Date [03/31/20x4  [To transfer net pay

[Feoourt Desetpton Dot Ceat
[1020 [Cash - Payroll Account [ 5150.00 [
[1010 [Cash in bank - Operating I [ 5150.00

Totais [ 5150.00 515000
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—>-Enlry created by the Cash Disbursements software

Entry Date [01/31720x4

[To estabish a payroll checking account

[Feocourt Descrntion Debi Credt

[1020 [Cash - Payroll Account [~1000.00 [

[1010 [Cash in bank - Operating I [1000.00
Toms [ 1000.00 1000.00
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——>Entry created by the Cash Receipts software

Entry Date [08/31/20x4  [To record wiite-off of a bad debt
[Feoount Geinn Debi Credt
1010 [Cash in bank - Operating I 0.00 [
8610 [Bad Debt Expense I 75.50 [
[1110 [Accounts Receivable [ [ 75.50
[ I [ [
e T B oo
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——>Entry created by the Cash Recelpts software

Entry Date [05/31/20x4  [To record receipt of an unbilled contribution by C.C.

[Fecount Descrntion Debi Crodt

1010 [Cash in bank - Operating I 49,00 [

[8505 [Merchant Account Expense I 1.00 [

[4010 [Individual/small business contri [ [ 50.00
[ [

[ [

Totals 50.00 50.00
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UNIVERSAL NONPROF

FORECASTED-VERSUS-ACTUAL CASH FLOW REPORT

FISCAL YEAR 20x5

“ASH INFLOW!
Program Revenue
Grants and Contracts
Contributions

TOTAL CASH INFLOWS

"ASH OUTFLOWS:
Personnel Costs
Supplies
Insurance
Communications
Space Costs

OTAL CASH OUTFLOWS

NET CASH FLOW

Casriow  Casumow  Dou Percint
FoRecast ‘Actua Vamance  VARIANcE
$175000  $157,550  $(17,450) -9.97%
575,000 550,000 (25,000) -435%
75,000 95,000 20000 26.67%
$825000  $802550  $(22,450) —272%
$475000  $481250 56,250 132%
115,000 105,125 (9,875) -8.59%
45,000 43,500 (1,500) -3.33%
17,500 16,730 (770) ~4.40%
150,000 152,500 2,500 167%
$502500  $799,105 $(3,395) —0.42%
$22,500 §3445  $(19,055)  —84.69%
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——>Entry created by the Cash Receipts software

Entry Date [04730/20x4  [To record the transfer of funds

[Pocount Descrpton Debi Crodt
1010 [Cash in bank - Operating [~ 10000.00 [

[1070 [Cash - Savings Account [ ["10000.00

Totals 10000.00 1000000
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——>Entry created by the Cash Receipts software

Entry Date [04730/20x4  [To record the return of a deposit

[Fecount Descrpton Debi Credt
1010 [Cash in bank - Operating I 100.00 [

[1330 [Deposits Receivable [ [ 100.00

Totals 100.00 100.00
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RN EOOAL NERNERTIL

QUARTERLY CASH FLOW FORECAST

FISCAL YEAR 20x5

OPENING CASH BALANCE:

CASH INFLOWS:
Revenue 1
Revenue 2
Revenue 3
Revenue 4
Revenue 5
Revenue 6
Revenue 7

TOTAL CASH INFLOW

TOTAL CASH AVAILABLE

CASH OUTFLOWS:
Payroll
Payroll Taxes
Health Insurance
Employee Benefits
Consultants
Rent
Other Costs
Capital Purchases
Loan Repayments
TOTAL CASH OUTFLOW

CLOSING CASH BALANCE

Fuist Seconn Tawo  Fourm
QUARTER  QUARTER  QUARTER __ QuaRriR Toma
$270,649 $5,504  $(114,984) $(135,469)  $270,649
§941558 912502 $962785 $1,001,206 $3,818231

400156 361994 358374 379,876 1500400
306001 285203 200999 285645 1,167,938
235385 215111 225866 232642 909,004
188306 179,041 188,889 185111 741347
164767 148205 154968 160392 628422
117,680 111358 114,698 118139 461,884

§2353862 32,213,684 §2,296579 §2363,101 $9,227,226

$2624511 $2222,188 $2,181505 $2227,632 $9,497,875

$1,175265 $1,067,750 $1,080,655 $1,060,765 $4,384,435
146130 127,630 130,567 121637 525964
110,500 97,650 100475 93,767 402392
233,187 206975 210625 197,650 848,437
238333 175000 165000 135750 714,083
65,000 60,000 62500 62500 250,000
541666 487,500 467,575 425750 1,922,491
— 15,000 — 25000 40,000
105,026 99,667 99,667 101567 406,827
$2,616007 32337172 $2317,064 $2,224386 _$9,494,629
$8,504  $(114,984) $(135469)  $3,246 $3,246
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———>-Entry created by the Cash Disbursements software

Entry Date [03/31/20x4  [Record payroll with travel reimbursement (simplified)

= Dovoipion Dot |
[7220 [Wage Expense [ 50000 r

[2730 [Taxes Withheld [ [~ 12500
[8310 [Travel [ 2500 [

[1010 [Cash in bank - Operating [ [ 20000

Totals 525.00 525.00
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———>Eniry created by the Cash Disbursements software.

Entry Date [03/31720x4  [To record the payrol tax payment

[Fecourt Descrpton Debi Credt
[2130 [Taxes Withheld ["1100.00 [
[1010 [Cash in bank - Operating I [ 1100.00

Totais [ 1100.00 1100.00






