Montana Shares Best Practices Financial Checklist

This is a checklist of best practices for organizational finance. New members are not required to meet all of these practices. We would like to know what practices are in place now. If we can help you improve your practices, we will.
Please check each item that is used in your organization.
1) Compliance

a)  FORMCHECKBOX 
Annually comply with IRS reporting regulations (filing 990, 990EZ or e-postcard filing on time)
b)  FORMCHECKBOX 
Annually comply with charitable organization reporting requirements of Montana Secretary of State (keeping the registration to do business in Montana current at all times).
c)  FORMCHECKBOX 
Have a system in place that allows individuals to report misconduct, without harmful consequence for doing so (commonly referred to as a “whistleblower policy”). 
2) Financials

a)  FORMCHECKBOX 
Provide written financial reports to your board of directors at least four times per year.  (showing income and expenses as well as cash flow and balance sheet showing the assets and liabilities)
b)  FORMCHECKBOX 
Develop an annual budget that is approved by your board and make a regular comparison of budget to actual.
3) Cash and Receipts

a)  FORMCHECKBOX 
Individuals handling receipts are covered staff under organization’s insurance (i.e., employee dishonesty insurance is included in your insurance policy for the organization) or are bonded.

b)  FORMCHECKBOX 
All receipts $250 or more are acknowledged in writing
c)  FORMCHECKBOX 
There is a written procedure related to receipts.
d)  FORMCHECKBOX 
Two or more persons are involved with the following procedures: open the mail and total receipts; prepare the deposit; reconcile the deposit
4) Disbursements 

a)  FORMCHECKBOX 
The board of directors authorizes all bank accounts and check signers.

b)  FORMCHECKBOX 
Program manager or non-accounting personnel approve expenditures.

c)  FORMCHECKBOX 
No checks are signed in advance or made payable to cash.

d)  FORMCHECKBOX 
All check numbers are accounted for (any voided checks are retained for the records)
5) Assets 

a)  FORMCHECKBOX 
Cash management system is in place to maximize interest earned.

b)  FORMCHECKBOX 
Investment policy is in place and approved by the board of directors.

c)  FORMCHECKBOX 
Accounts receivable are monitored and reconciled to source.

d)  FORMCHECKBOX 
Inventory and/or detailed records are maintained for property assets.

e)  FORMCHECKBOX 
Insurance coverage is adequate to cover any losses and includes employee dishonesty coverage.
6) Payroll and Other Liabilities

a)  FORMCHECKBOX 
Payroll taxes and other employee liabilities are paid at least quarterly.   (There are no past due state or federal taxes.)

b)  FORMCHECKBOX 
Grant funds are reserved for specific purposes and tracked accordingly, as restricted or unrestricted as appropriate.

c)  FORMCHECKBOX 
Designated individuals are responsible for assuring compliance with the terms and conditions of all grants, restricted contributions, endowments, etc that are received.
7) Documentation 

a)  FORMCHECKBOX 
Have a document retention and destruction policy in place.
b)  FORMCHECKBOX 
Have a quorum at all board meetings and keep as permanent records minutes of all meetings, financial and membership information.
c)  FORMCHECKBOX 
Supporting documentation is required for each expenditure and receipt.

d)  FORMCHECKBOX 
Time sheets for employees are maintained

e)  FORMCHECKBOX 
Personnel records document:

i) Time sheets, hirings and firings approved by responsible parties

ii) Vacation, sick leave and overtime accruals and usage authorized.

iii) Pay increases made according to proper authorization

f)  FORMCHECKBOX 
Physical controls exist over personnel records that prevent their loss or use by unauthorized personnel.

 Signed and dated: _____________________________________________
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