(ORGINIZATIONS NAME) Policy 
Financial Calendar
Subsections: 
Daily Tasks, Weekly Task, Bi-Monthly, Monthly Tasks, Annual Tasks
	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Functions Guideline
	CEO
	

	· Financial Functions Guideline
	CFO
	NEW

	· Clinical Functions Guideline
	CMO
	


	First Approval Date: 
	
	Next Review Due: 2009
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	Dates Revised:
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	Purpose:
	To plan for financially related tasks which must be performed on a regular basis.

	Mandated by:
	Funding Sources, Internal Controls

	Applies to:
	(ORGINIZATIONS NAME) corporate financial functions

	Definitions:
	· 

	For more information:
	n/a


Text of Policy:

(ORGINIZATIONS NAME) maintains a financial calendar to guide the financial team and ensure that financially related tasks are completed in a timely fashion and on-schedule.  The CFO establishes the financial calendar with input from the Audit / Financial Committee of the Board of Directors.

Daily Tasks:
The CFO reviews all incoming invoices, checks, and financial correspondence, initials and passes the invoices approved for payment and checks for deposit to the Finance Associate.

Scanned documents are saved to the server upon receipt by the Finance Associate.

Receipts, packing slips, and invoices are matched and kept in a “To be paid” file for weekly check runs.

The Finance Associate maintains files for bank statements, vendor invoices, reimbursement/check requests, shipping, courier and packing slips, and receipts for items and services. 
Checks and other funds received are deposited in accordance with policy Receiving Checks. Bank deposit receipts are matched with related check copies, entered into the financial software, and stored in a file for deposit records.
Program files containing proposed budgets and other documents related to specific programs are maintained by the Finance Associate and the CFO.

Weekly Tasks:
Disbursements to pay invoices are made weekly, in accordance with policy Paying Bills.
Bi-Monthly Tasks

Employee timesheets are reviewed at the end of each pay period for accuracy and completeness. 

Payroll checks are generated in accordance with policy Payroll Checks.

Liability Checks are entered into the system as part of the payroll process, and electronic payment to the IRS and other agencies are made as required. Records of these payments are printed and maintained in a physical file.

Monthly Tasks:
At the end of each month, printed and signed employee time sheets that have been reviewed and initialed by the CEO are assembled and placed in a file together with month end allocations and other related documents.

Indirect costs are allocated to the current active programs using a calculation based on the overall proportion of time that (ORGINIZATIONS NAME) employees spent on each program during that month.

Allocation spreadsheets are saved on the server and program allocations are saved on the server and printed out for inclusion in the month end financial records.

General Journal Entries are made to disburse the calculated allocated costs across the programs.

Postage and Printing logs for the month are entered into a spreadsheet and individual program costs for these items are entered into the financial software in general journal entries.

Petty cash logs are reviewed monthly and maintained in a file by the Finance Associate. If the cash level has reached $50.00 or less, a report is generated and reimbursement check made out to “Cash” is issued.  The Financial Associate or CFO then takes the check to the financial institution of record, cashes the check and replenishes the petty cash fund in accordance with policy Authority to Sign Contracts.  
The CEO reviews the bank statement in accordance with policy Reconciling Bank Statement
The CFO reconciles the bank statements in accordance with policy Reconciling Bank Statement.
Annual Tasks:
An annual budget for Income and Expense is prepared by the CFO and presented for approval at the Fall Board meeting in accordance with policy Annual Income & Expense Budget .  
An Income & Expense report is presented at the Spring Board meeting.  If revisions are required mid-year those are presented for Board approval at the Spring Board meeting in accordance with policy Annual Income & Expense Budget .

The total W-2 wages for the year are reconciled to the general ledger.

The CFO compares actual to budgeted payroll for analysis and assessment.

The CFO compares actual to budgeted program for analysis and assessment. 
