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Statement of Purpose

The purpose of the accounting policies and procedure's manual is to facilitate and ensure proper accounting procedures are followed and internal controls are maintained by the ____________Free Clinic .  Management of (INSERT CLINIC NAME OR ABBREVIATION) recognizes the importance of internal accounting and administrative control systems in establishing accountability to contributors and other grantor agencies.  Management’s perception of its responsibilities for the internal control environment are:  (a) maintaining an attitude of internal control consciousness throughout the organization and (b) ensuring adherence to the procedures detailed in this manual.

Introduction

The accounting policies and procedure's manual has two major objectives:  provision of a logical approach to the execution of procedures related to recording financial transactions, and ensuring that adequate internal controls are maintained in the organization.

Accounting Procedures 

This manual provides a step by step approach to recording and reporting financial transactions.  

Internal Control 


Internal control includes a plan of the organization, and methods and procedures adopted by management to ensure that:

a.  Resource use is consistent with laws, regulations, and organizational policy;

b.  Resources are safeguarded against loss, and misuse; and 

c.  Reliable accounting and operating data is obtained and fairly disclosed        in reports.

The internal control and structure of an organization consists of a control environment, an accounting system, and control procedures.  Control features are built into the organizational and personnel practices; financial and budgetary reporting; fiscal monitoring; and the design of the accounting system.

Adherence to the policies and procedures set out in this manual are useful tools for maintaining a sound financial management system.  However, changes in the conditions may warrant modifications to these procedures.

General Policies

Fiscal Year
The fiscal year of the ____________Free Clinic is the twelve month period beginning April 1 and ending March 31 of the following year.

Significant Accounting Policies
All grants are accounted for separately.  A general ledger package is used to compile the financial statements.  The following are the significant accounting policies.  Account classified for accounting and reporting purposes into distinct projects to ensure observance of limitations and restrictions placed on the use of resources.

Revenue

Government revenues are recognized monthly when the expenses are incurred.  Contributions and restricted grants (other than government) revenues are recognized when the payment is received.

Expenditures

Expenditures are recorded on an accrual basis.  Prepaid expenditures will be recorded only when the amount prepaid is at least $1,000.00.

Capital Assets Purchased
Capital items purchased for a value of $500.00 or more are capitalized and depreciated over the estimated useful life of the asset.  For equipment purchased with grant money, the purchase price of the assets is included in the reimbursement request to grantors agencies.  To that extent the reported financial data will be different from the general ledger which is prepared in accordance with generally accepted accounting principles.

Tax Status

The ____________Free Clinic is registered as a nonprofit Missouri Corporation and has obtained 501 (c) (3) status.  IRS Form No. 990 must be filed with the IRS before the fifteenth day of the fifth month (August 15th) following the end of the fiscal year.

Control Environment

Organization and Personnel Practices

(INSERT CLINIC NAME OR ABBREVIATION) has an organization chart that defines the composition and structure of the governing body, the executive personnel, and the staff.  The organization structure has been developed in such a manner that it facilitates planning, directing, and controlling operations.

The authority and responsibility within the organization is appropriately assigned.

The members are appointed to the Board and any related committees on the basis of the by-laws of the ____________Free Clinic.

As specified by the by-laws, meetings of the Governing Board and/or committees are conducted on a periodic basis.

Required reports mandated by organizational policy and any other special information requested by the board or appropriate committees by the Executive Director.

Financial and Budgetary Reporting

Fund Accounting

Separate funds are maintained in the accounting system for each program.  Restricted and unrestricted resources are separately identified in the books.

The purpose of maintaining separate funds are as follows:

a.  It will enable management to monitor expenditures.

b.  It will provide support for the preparation of reimbursement claims from the grantor agencies.

Criteria for Establishing a Fund

Consideration should be given to the following factors to setting up a fund:

a.  Functional reporting of expenses in accordance with the expense categories prescribed by grantor agencies.

b.  Specific requirements by grantor agencies relative to record keeping and financial management.

Once a separate fund is set up, the activities to be accounted for will be determined depending on the nature of the program or project and any specific reporting guidelines.

Interfund Transfers

Circumstances may arise which require transfers of money (or other resources) from one fund to another fund to meet current obligations.  Interfund transfers should not be made without prior approval of the Executive Director.  In addition, any transfer in excess of $2,500.00 requires approval of another Board Member (President, Vice President, Secretary or Treasurer).

Some federal financial assistance programs allow grantees to draw cash advances.  Under current regulations, money advances cannot be used to pay expenditures related to other programs administered by the grantee.

This restriction does not preclude the payment of joint expenses from one particular fund.  However, in instances where the paying fund is operated with federal assistance on a cash advance basis, the other grantee programs should reimburse it immediately.

If possible, at the end of the fiscal year all interfund receivables and payables should be closed out.

For outstanding interfund balances, an interfund payable/receivable schedule should be prepared for financial statement purposes.  

Budgeting

Expenditures incurred by (INSERT CLINIC NAME OR ABBREVIATION) are subject to budgetary controls.

Budgets are required for:

a.  Current (operating or general) fund

b.  Acquisition of property and equipment

c.  Programs

d.  Grants

e.  Fund Raising

Budgets should be sufficiently detailed to provide meaningful comparison with actual results.

The presentation format used in the budget preparation will be the same as those used in preparing financial statements.

Periodic review and comparison of budgeted expenditures versus actual is performed by the Governing Board.

The management staff has the responsibility to investigate significant differences and report to the Governing Board.  Any potential overruns of budget line items or the total budget should be reviewed, and appropriate steps should be taken to obtain approval of budget modifications from grantor agencies or to request additional funds in a timely manner.

In order to compare actual results to prior results and current budgets, interim financial statement should be prepared.

Grant Programs
(INSERT CLINIC NAME OR ABBREVIATION) administers several programs funded by private and governmental grants.  It is important that applicable requirements or laws and regulations pertinent to such programs are maintained up to date.

The staff personnel in charge of specific programs should be informed of significant changes in program requirements.

The Executive Director should periodically review the status of the following:

a.  Timely submission of reports required by grantors.

b.  Resolution of disallowed costs included in the claims.

c.  The cash flow situation of each individual grant.

Federal Internet Drawdown Procedure

The following outlines the procedure for drawdown of Federal Funds:

a. Accounting Manager prints out accounts receivable general ledger showing balances owed by each Federal grants.  A drawdown amount is determined from the general ledger and emailed to the Director of Operations.  A copy of accounts receivable general ledger is provided to the Director of Operations.
b. Director of Operations enters the Federal Division of Payment 

Management System via the internet.  The full amount of drawdown amount is requested for the next business day.

c. Confirmation of request should be printed out and attached to account managers email and filed.

d. Account Manager provides Director of Finance a receipts journal showing distribution of funds that were drawndown.  Director of Finance signs register and returns.        

Accounting Systems

General Matters

(INSERT CLINIC NAME OR ABBREVIATION) accounting records are maintained on its premises by the accounting staff.

All cash receipts and disbursements are centralized.  The major components of the accounts and records are the following:

1.  General Ledger

2.  Cash Receipts
3.  Support, Contributions, Donations, and Grants
4.  Accounts Receivable
5.  Cash Disbursements
6.  Payroll
7.  Property and Equipment
8.  Accounts Payable
9.  Debt
10.  Grant Reimbursement Requests
For Fiscal management purposes, the following filing system is maintained.

1.  All supporting documentation for disbursements is filed by vendor.  Documentary support includes:

(a)  Payment request authorization

(b)  Vendor invoice

(c)  A copy of the check stub

(d)  Packing slip for merchandise received

2.  Individual files are maintained for each grantor agency.

3.  An accounts payable file is maintained for the vendor invoices and claims to be paid.
All books and records should be maintained for at least five years or longer periods of time as specified in contract terms or as required by law.

Access to the files stored in the computer system and access to certain areas of system operations should be restricted by prescribed policies and procedures detailed in the section captioned “EDP Control”.

Accounting Policies and Procedures

Introduction

(INSERT CLINIC NAME OR ABBREVIATION) accounting policies and procedures are categorized into major system areas which are as follows:


Cash


Petty Cash


Bank Accounts


Bank Reconciliation


Procurement and Disbursements


Payroll and Fringe Benefits


Property Management


Financial Statements


Travel Expense and Travel Advance


Allowability of Costs


EDP Controls


Preparation of Reimbursement Requests

Cash Receipts
All mail received by the clinic shall be distributed by a front office administrative assistant.  Bank statements and payroll deliveries shall be delivered unopened to the Director of Finance and Administration.  All checks received will be given to the Executive Director and be immediately marked on the back with an endorsement stamp.  Contributions will be copied for the Development Assistant and/or other Development personnel (Development Director or Special Events Coordinator.  The Development Assistant enters the contribution into Raisers Edge and produces the “thank you” letter. Any checks (other than contributions) will remain with the Executive Director.  
Locked donations boxes are maintained at both the Broadway and Eastside locations.  The Eastside donations box will be emptied by the clinic coordinator and the Systems Coordinator.  The Broadway donation boxes will be emptied weekly by the Development Assistant and the Development Director.  In both instances the donations will be placed in a sealed envelope that will be signed by both individuals who emptied the box.  The donation envelopes will be turned over to the Executive Director and then given to the Accounting Manager to deposit (see below).  

Deposits will be prepared by the accounting manager weekly (or when cash on hand is in excess of $1,000).  The Executive Director will prepare an adding machine tape with amounts and total of monies received.  The tape will be provided to the Accounting Manager, along with moneys and supporting documentation received. The Accounting Manager will assign accounting codes to the receipts and enter them in the general ledger system. The Accounting Manager will prepare a deposit slip and take the deposit to the bank.  The Accounting Manager will provide the Executive Director with the original deposit receipt from the bank, and the Executive Director will verify that the total deposit was made and bring any discrepancies to the attention of the Director of Finance and Administration.  The Accounting Manager will maintain monthly deposit files.  The Development Assistant will acknowledge contributions by letter in accordance with IRS guidelines.

No disbursements are to be made from cash received and held for deposit.

If the position of Executive Director is vacant, the Director of Finance and Administration assumes the duties described above.  

Petty Cash
A petty cash fund of $437 will be maintained by the Accounting Manager at the Broadway location.  It will be the responsibility of this individual to ensure that the petty cash funds are kept in a locked box at all times.

Disbursements from petty cash may only be made for $120 or less.  Approval for emergency expenditures greater than $120 must be made by the Director of Finance and Administration.  Petty cash will be maintained on an imprest basis.

Petty cash disbursement forms should be prepared and initialed by the person requesting a disbursement.  Advances may be requested from petty cash for a specific purchase and a receipt must be returned for the amount of the purchase and attached to the disbursement form.  If the amount of the purchase is less than the amount received, the difference must be returned to petty cash, the disbursement form changed to reflect the actual expense, and the new expense amount initialed by the person returning the receipt.

The petty cash funds will be replenished at least once a month or as needed.  The Accounting Manager will prepare a check request, with related petty cash disbursement forms attached, to be approved by the Director of Finance and Administration.  The replenishment check will be made out to the custodian with “petty cash” following that person’s name.  Periodically, the Director of 
Finance and Administration will conduct an unannounced review of the petty cash funds and reconcile the actual cash on hand and disbursement forms to the total imprest cash amount.

Cash Disbursements and Procurement
All disbursements, except petty cash, will be made by check from the general operating account.  Unused checks will be maintained in a locked area.  Checks will be pre-numbered and used in numerical sequence.  Checks will be prepared from vendor invoices and check request forms, not from statements.  Spoiled checks will be marked VOID, the signature area destroyed and the check retained in numerical order in a binder.  Blank checks will not be issued.

Purchase orders should be prepared for all purchases of capital items (i.e. assets) between $500 and $25,000 and all non-routine purchases (i.e. not related to the ordinary and usual operations of the clinic).  Approvals required on purchase orders will be the same as approvals required on check requests (see below).  The purchase of capital items (i.e. assets) over $25,000 will require full board approval and will noted in the board minutes.  Signed purchase orders should be retained by the person making the purchase and turned in to the accounting manager with the check request once the items and invoice are received.

All purchase of capital items with Federal or any governmental funds over $25,000 need to adhere to the OMB-circular A-110, Article .41 - .48, Procurement procedures. In summary, the circular indicates that:
(a) Written procurement procedures must be in place and provide at minimum that (1), (2) and (3) apply.
(1) (INSERT CLINIC NAME OR ABBREVIATION) should avoid purchasing unnecessary items.

(2) Where appropriate, an analysis is made of lease and purchase alternatives to determine which would be the most economical and practical procurement for the Federal Government.
(3) Solicitations for goods and services provide for:

(i) clear and accurate description of the material, product or service to be procured.  Nothing that will unduly restrict competition in competitive procurements.

(ii) requirements which the bidder/offeror must fulfill and be consistently used for all solicitors.

(iii) A description, whenever practicable of the technical requirments performed and the minimum acceptable standards.
(iv) Specifics of “brand name or equal” when needed from solicitations.

(v) Use of products or services dimensioned in the metric system of measurement whenever practicable and economically feasible.

(vi) Use of products or services that conserve natural resources and protect the environment whenever practicable and economically feasible.

Invoices and check requests should be prepared and submitted by the person requesting/ordering a product/service.  Invoices and check requests should be approved by the Department Manager and submitted to the Accounting Assistant or Accounting Manager within three days of receipt.  Submitters should place appropriate accounting codes and amounts in the spaces provided on the bottom of check requests.

Check requests for travel-related cash advances may be submitted for up to $48 per day that an employee expects to be working out of town plus the cost of estimated ground transportation.  All cash advances must be reconciled on an expense report with receipts attached.  The expense report must be approved by the appropriate individual(s) (see below) and turned in to the Accounting Manager.  Remaining cash must be turned in to the Executive Director to be deposited.

An appropriate member of the management team must approve all check requests for their department expenditures.  Check requests of any amount made out to an employee must be approved by the employee’s supervisor.

Disbursements are made weekly, except payroll checks which will be dated the 15th and last day of the month, or earlier, if these days fall on a weekend or holiday.  Invoices will be reviewed by the Accounting Assistant or Manager for pricing errors.  Any invoices containing errors will be returned to the appropriate manager for approval before a check is prepared.  The full name of individuals and companies (i.e. not initials) will be used on all checks.  The Director of Finance and Administration will review all checks and check stubs for proper payee, amounts and account coding, and will indicate approval on the check register.

If the position of Director of Finance and Administration is vacant or the Director of Finance and Administration is not available, the Executive Director assumes the duties described above.  

Checks will be forwarded to appropriate individuals for signature, along with the approved check register and all supporting documentation.  The following individuals are authorized to sign checks: Executive Director, President, Vice President, Treasurer and Secretary.  If the Executive Director is available, he/she will sign all checks.  Checks over $2,500 require two signatures.  The Director of Finance and Administration shall contact the board members for a second signature on checks over $2,500 in the following order: Treasurer, President, Secretary and Vice President.  The Executive Director will initial the check request prior to obtaining the board member’s signature.  After the board member’s signature is obtained, the Executive Director signs the check and the check register.  The checks, check register and supporting documentation are then given to the Administrative Assistant to disburse.   
Wire transfers of any amount between bank accounts may be made by any two of the authorized signers.

The Director of Finance and Administration will receive unopened bank statements for all bank accounts excluding the BOA Operating account.  The bank statement for the Operating account will go directly to the Development Director who reviews the payer, signature(s) and endorsement on all canceled checks prior to the statement being given to the Director of Finance and Administration.  The Development Director and the Director of Finance and Administration will also determine the appropriateness of wire transfers and any other unusual account activity.  Bank statements will be reviewed, initialed and dated by the Director of Finance and Administration and the Development Director (BOA Operating).   Bank accounts will be reconciled monthly by the Accounting Manager.  Both the Accounting Manager and the Director of Finance and Administration are prevented from signing checks.  Checks outstanding will be investigated by the Accounting Manager and credited to the account originally debited.  Bank reconciliations will be reviewed monthly by the Executive Director.
Payroll and Fringe Benefits

Each employee in service is to have job specifications.  Time Sheets (used by hourly employees) should specify the date, type, and actual hours worked regarding the program or other functions to which the service relates.  Benefit Tracking forms will be used by salaried employees to track time away from work and use of benefits (sick, vacation, etc.)

Any change in the salary or rate of pay should be authorized by the Executive Director.

All time sheets must be signed by employees and initialed by the employee’s supervisor to indicate supervisory approval.  All overtime is to be pre-authorized by the employee’s supervisor.

The HR Specialist prepares the payroll for the automated payroll service.  The Director of Finance reviews the payroll, transmits the payroll to payroll processing company and approves the payroll when the checks are received.

The Director of Finance and Administration distributes the payroll checks to the appropriate Department Managers.

If an employee can not pick up their check, a note from that individual with their signature authorizing another person to pick up the paycheck must be presented.  If the person picking up the paycheck is unknown to (INSERT CLINIC NAME OR ABBREVIATION)’s staff, they must present a picture I.D.

In absence of the HR Specialist, the Director of Finance and Administration and the Accounting Manager will be responsible for processing of the payroll.

Property Management

Equipment is defined as any item having a cost of $500.00 or more at the time of acquisition and having an estimated useful life of one year or more.

Equipment acquired will be recorded separately in a Fixed Asset Register on a historical cost basis.

A physical inventory must be performed, reconciled, and documented at least once each year.  The physical inventory must be performed by a staff person(s) in addition or independent of the property records custodian.

(INSERT CLINIC NAME OR ABBREVIATION) shall safeguard equipment against loss, damage, or theft by providing adequate facilities, security, and insurance coverage.

For donated materials, pre-numbered receipts or receiving reports should be issued to the donor.

Periodic physical inventories of donated materials should be taken by someone not responsible for physical control of all materials.

Dispositions of donated materials are to be controlled by:

a.  Requisitions for materials used

b.  billing for materials sold

c.  Authorization for materials discarded

Financial Statements

(INSERT CLINIC NAME OR ABBREVIATION) shall maintain a self-balancing, double entry, accounting system which records all assets, liabilities, fund balances, revenues, expenses, and meets all current generally accepted accounting principles.

Within thirty days after the close of the month, the following statements are generated:

1.  Consolidated Balance Sheet and Statement of Revenues and Expenses

2.  Statements of Revenues and Expenses by major programs

3.  Detailed General Ledger

(INSERT CLINIC NAME OR ABBREVIATION) shall retain all documentation for audit purposes.  The expenses reported in the accounting system must agree with the expenses reported to grantor agencies.

Financial statements for each month are reviewed by the Treasurer and approved by the Board of Directors.  Monthly financial statements are filed sequentially.

Travel Expense and Travel Advance

All local travel expenses will be paid to the staff on a reimbursement basis, based on an approved Travel Expense Report.

For out-of-town travel, only transferable and refundable flight tickets should be purchased.  If a change or cancellation must be made or a refund is needed and a refundable ticket was not used, staff is responsible for any fees and/or the full amount of the ticket. Receipts for all travel expenses should be returned to the Department Supervisor and Accounting Manager attached to a Travel Expense Report.  
Travel (a maximum of $48.00 per day plus ground transportation) advances may be requested on a per diem basis using a check request form when the estimated cash expenditures are at least $48.00.  Travel advances are recorded as an employee advance when the check for the advance is disbursed.  Adjustment of expenditures in the books will be made when the report for actual expense is received.  If a travel advance was issued, a report for actual expenses must be submitted.

Travel for entertainment, tourism, etc is not reimbursable,

Detailed itemized receipts must be turned in for all meals.  If meals (breakfast, lunch or dinner) are provided at the conference, KCF will not be able to reimburse for meals purchased (by choice of the employee). 

Mileage reimbursement is at a rate of 37.5 cents per mile (effective 1/01/05).
Costs for entertainment, snacks, alcohol, medications, etc. are not allowable.

See “Travel Guidance” document for full listing of travel policies.

Cost Principles

(INSERT CLINIC NAME OR ABBREVIATION) shall utilize the Office of Management and Budget (OMB) Circular A-122, “Cost Principles for Nonprofit Organizations” to determine cost principles for federal financial assistance programs.

The cost of establishing and maintaining accounting and other information systems required for the management of federal financial assistance programs is allowable.  This includes costs incurred by central service agencies for these purposes.

Allowable advertising costs are those which are solely for purposes as follows:

a.  Recruitment of staff, and clients required for the program.

b.  Solicitation of bids for the procurement of goods and service required.

c.  Disposal of scrap or surplus materials acquired in the performance of the agreement.

d.  Other purposes required within the contractual scope of work

The costs of audits necessary for the administration and management of functions related to federal financial assistance programs are allowable.

Costs of premiums on bonds covering employees who handle agency funds are allowable.

Costs incurred for the development, preparation, presentation, and execution of budgets are allowable.

Communication costs incurred for the telephone calls or services, teletype service, wide area telephone service (WATS), centrex telpak (tie lines), postage, messenger service, and similar expenses are allowable.

Compensation for the personal services includes all remuneration, paid currently or accrued, for services rendered during the period of performance under contract agreement, including, but not necessarily compensation and benefits.  The costs of such compensation are allowable to the extent that the total compensation for the individual employees:  (a) is reasonable for the services rendered;  (b) follows an appointment made in accordance with State or local laws and rules, and which meets a merit system or other requirements;  and © is determined and supported as provided in the description below.

Costs identified under “a” and “b” below are allowable to the extent that total compensation for the employees is reasonable.

a.  Employee benefits in the form of regular compensation paid to employees during periods of authorized absences from the job, such as for annual leave, sick leave, court leave, and military leave are allowable if they are (a) provided pursuant to a leave system; and (2) the cost thereof is equitably allocated to all related activities.

b.  Employee benefits in the form of employer’s contribution or expenses for social security, employees’ life and health insurance plans, unemployment insurance coverage, workers’ compensation insurance, pension plans and severance pay are allowable.

Amounts charged to federal financial assistance programs for personnel services, regardless of whether treated as direct or indirect costs, will be based on payrolls documented and provided in accordance with generally accepted practice of the agency.  Payrolls must be supported by time and attendance or equivalent records for individual’s employees.  Salaries and wages of employees chargeable to more than one program or other cost objective will be supported by appropriate time distribution records.  The method used should produce an equitable monthly distribution or time and effort.

The cost of legal expenses required in the administration of federal financial assistance programs is allowable except as specified as Unallowable Costs.

Costs incurred for necessary maintenance, repair, or upkeep of property which neither add to the permanent value of the property nor appreciably prolong its intended life but keep it in an efficient operating condition are allowable.  The cost of materials and supplies necessary to carry out the programs is allowable.  Purchases made specifically for the federal financial assistance program should be recorded at their cost after deducting all cash discounts, trade discounts, rebates, and allowances received by (INSERT CLINIC NAME OR ABBREVIATION).  Withdrawals from general stores or stockrooms should be charged at cost under recognized method of pricing consistently applied.  Incoming transportation charges are recorded as part of supply costs.  

Costs for the recruitment, examination, certification, classification, training, established of pay standards, and related activities for federal financial assistance program personnel are allowable.

Costs for printing and reproductive services necessary for program administration, including but not limited to forms, reports, manuals, and informational literature, are allowable.

The costs of procuring goods, facilities or services, including solicitation of bids, preparation and award of contracts, and all phases of contract administration in providing goods, facilities and services for federal financial assistance programs, is allowable.  

Taxes or payment in lieu of taxes which (INSERT CLINIC NAME OR ABBREVIATION) is legally required to pay are allowable.

The cost of in-service training provided for employee development, which directly or indirectly benefits federal financial assistance programs is allowable.  Costs incurred for freight, express, postage and other costs relating to either goods purchased, delivered, or moved from one location to another are allowable.

Travel costs are allowable for expenses for transportation, lodging, subsistence, and related items incurred by employees who are on official business.

The cost of data processing services for federal financial assistance programs is allowable.

Costs of insurance required, or approved and maintained pursuant to the grant agreement, are allowable.

Costs of other insurance in connection with the general conduct of activities are allowable subject to the types, extent, and nature of coverage are secured ion accordance with general State or local government policy and sound business practice.

The cost of management studies to improve the effectiveness and efficiency of grant management for ongoing programs is allowable.

Costs of professional services (e.g. legal, accounting, etc.) rendered by individuals or organizations not a part of (INSERT CLINIC NAME OR ABBREVIATION) are allowable.

Unallowable Costs

Costs resulting from a violation of or failure to comply with Federal, State, or local laws and regulations are not allowable.

Costs for entertainment are not allowable.

Costs of legal services by the chief legal officer or staff of a local government solely for the purpose of discharging general responsibilities as a legal officer is no allowable.

Costs of insurance offering protection against bad debts established by the Federal or State Government are not allowable.

Costs of legal expenses for the prosecution of claims against the Federal or State Government are not allowable.

Any cost specifically prohibited by the contract agreement are unallowable.

Electronic Data Processing Controls

The following control procedures will be used:

a.  Utilize password for access to the system

b.  Utilize backup procedures each time any financial information is input in the system

Access to disks will be permitted to only authorized personnel.

The user’s manual for the general ledger package will be made available to the staff that process financial information.

The Executive Director and Treasurer will approve any specifications for the new systems and modifications to existing applications systems.

Preparation of Reimbursement Requests

Reimbursement requests for the contracts administrated by (INSERT CLINIC NAME OR ABBREVIATION) shall be prepared in accordance with the guidelines contained in the grant agreement.
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