accounting policy and procedure manual

The Ultimate Guide to Creating an Effective
Accounting Policy and Procedure Manual

Are you tired of inconsistent accounting practices causing headaches and
hindering your business growth? A well-defined accounting policy and
procedure manual is the antidote. This comprehensive guide will walk you
through everything you need to know to create a robust and effective manual
that streamlines your processes, minimizes errors, and ensures compliance.
We'll delve into the essential components, offer practical tips, and provide
a sample outline to get you started. By the end, you'll be equipped to
develop a manual that strengthens your financial management and provides a
clear roadmap for your accounting team.

Why You Need an Accounting Policy and Procedure
Manual

Before diving into the specifics, let's highlight the critical importance of
having a comprehensive accounting policy and procedure manual. This document
serves as the bedrock of your financial operations, providing a single source
of truth for all accounting-related activities. The benefits are numerous and
far-reaching:

Consistency and Accuracy: A well-structured manual ensures everyone follows
the same accounting methods, significantly reducing errors and
inconsistencies in financial reporting.

Improved Efficiency: Standardized procedures streamline workflows, saving
time and resources. Employees know exactly what to do and how to do it,
minimizing confusion and wasted effort.

Enhanced Compliance: A detailed manual ensures adherence to relevant
accounting standards (e.g., GAAP, IFRS), reducing the risk of penalties and
legal issues.

Better Internal Control: Clearly defined procedures strengthen internal
controls, minimizing fraud and mismanagement.

Facilitates Training: The manual serves as an invaluable training tool for
new employees, accelerating their onboarding process.

Improved Auditability: A well-documented system simplifies audits, making the
process smoother and less time-consuming.

Succession Planning: In the event of staff turnover, the manual ensures
continuity of accounting practices, minimizing disruption.

Enhanced Decision Making: Access to clear, consistent information empowers
informed decision-making based on reliable financial data.

Key Components of an Effective Accounting Policy and
Procedure Manual

Creating a truly effective manual requires careful consideration of several
key elements. Let's explore the critical components:

1. Introduction and Purpose: The introduction should clearly state the



manual's purpose, its intended audience, and the overall goals it aims
to achieve. It should also emphasize the importance of adhering to the
policies and procedures outlined within.

Chart of Accounts: A detailed chart of accounts is crucial. This section
should clearly define each account, its purpose, and how it's used
within the accounting system. This ensures consistent categorization of
transactions.

Revenue Recognition Policy: This section outlines the specific methods
used to recognize revenue, adhering to relevant accounting standards. It
should cover everything from initial contract review to revenue
recognition timing.

Expense Recognition Policy: This mirrors the revenue recognition
section, providing clear guidelines on how expenses are recorded and
categorized. It should address accruals, deferrals, and capitalization
policies.

Accounts Receivable Procedures: This section outlines the process for
managing accounts receivable, including invoicing, payment processing,
and debt collection. It should detail procedures for handling disputes
and bad debts.

Accounts Payable Procedures: This covers the process of managing
accounts payable, from receiving invoices to payment processing. It
should address procedures for invoice verification, approval workflows,
and payment methods.

Inventory Management Procedures: If applicable, this section outlines
the methods used to track and manage inventory, including inventory
valuation methods and stocktaking procedures.

Fixed Asset Management Procedures: This section details the processes
for recording, depreciating, and managing fixed assets. It should cover
capitalization thresholds, depreciation methods, and asset disposal
procedures.



1. Payroll Procedures: This outlines the complete payroll process,
including data entry, tax calculations, and payment disbursement. It
should emphasize compliance with relevant labor laws and regulations.

1. Bank Reconciliation Procedures: This section describes the steps

involved in reconciling bank statements with internal records, ensuring

accuracy and identifying discrepancies promptly.

1. General Ledger Procedures: This section details the procedures for
maintaining the general ledger, including journal entries, closing
processes, and financial reporting.

1. Internal Controls: This section should outline specific internal

controls designed to safeguard assets, ensure data accuracy, and prevent

fraud.

1. Compliance and Regulatory Requirements: This section outlines the

company's compliance with relevant accounting standards, tax laws, and

industry regulations.

1. Revision and Update Policy: The manual should have a clear policy on how
and when it will be revised and updated to reflect changes in accounting

standards, company policies, or legal requirements.

Sample Accounting Policy and Procedure Manual
Outline: "Acme Corporation Accounting Manual"
I. Introduction:

Purpose and Scope

Intended Audience

Importance of Compliance

II. Chart of Accounts:

Detailed list of accounts with descriptions
Account numbering system

ITII. Revenue Recognition:

Methods used (e.g., accrual, cash)
Specific examples and scenarios



IV. Expense Recognition:

Methods used (e.g., matching principle)
Capitalization vs. expense policies

V. Accounts Receivable:
Invoicing procedures

Payment processing

Debt collection methods

VI. Accounts Payable:

Invoice processing

Payment authorization

Vendor management

VII. Inventory Management (If applicable):
Inventory tracking methods
Valuation methods
Stocktaking procedures

VIII. Fixed Asset Management:
Capitalization policy
Depreciation methods

Asset disposal procedures

IX. Payroll Procedures:
Payroll processing steps

Tax withholding procedures
Compliance with labor laws

X. Bank Reconciliation:

Step-by-step reconciliation process
Handling discrepancies

XI. General Ledger:

Journal entry procedures
Month-end/year-end closing processes
Financial reporting procedures

XII. Internal Controls:

Segregation of duties

Authorization procedures

Fraud prevention measures

XIII. Compliance and Regulatory Requirements:
Adherence to GAAP/IFRS

Tax compliance

Industry-specific regulations

XIV. Revision and Update Policy:



Frequency of updates
Process for updating the manual

Detailed Explanation of Key Sections (Examples):

Revenue Recognition: This section needs to clearly define the company's
revenue recognition policy, outlining the specific criteria that must be met
before revenue is recognized. This might include specifics on percentage-of-
completion methods, the point at which services are deemed complete, and how
to handle returns or allowances. Providing concrete examples will improve
understanding and consistency.

Accounts Payable Procedures: This section should cover the entire invoice
processing workflow. This includes explaining how invoices are received,
verified, coded to the correct accounts, approved by authorized personnel,
and eventually processed for payment. It should also define the process for
handling invoice discrepancies or disputes.

Internal Controls: This section should detail the specific internal controls
implemented to mitigate risks. This might include segregation of duties
(e.g., separating authorization, recording, and custody of assets), mandatory
vacations, and regular internal audits. These controls should be directly
tied to the specific risks identified in the business.

FAQs

1. How often should I update my accounting policy and procedure manual? At
least annually, or more frequently if there are significant changes in
accounting standards, company policies, or regulatory requirements.

1. Who should be involved in creating the manual? Key personnel from
accounting, finance, and legal departments should be involved to ensure
comprehensive coverage and compliance.

1. What software can I use to create and manage my manual? Word processing
software (e.g., Microsoft Word, Google Docs) or dedicated document
management systems can be used.

1. How long should my accounting policy and procedure manual be? The length
will vary depending on the complexity of your business operations, but
it should be comprehensive enough to cover all key areas.

1. Can I use a template? Using a template can be a good starting point, but
it's crucial to tailor it to your specific business needs and
circumstances.



1. What are the legal implications of not having a proper manual? Lack of
proper procedures can lead to inconsistencies, errors, and non-—
compliance, potentially resulting in penalties and legal liabilities.

1. How can I ensure employees understand and follow the manual? Provide
training and regular updates, and make the manual easily accessible.

1. How do I ensure the manual stays current? Establish a clear revision and
update process, assigning responsibility for maintaining the manual's
accuracy and timeliness.

1. What should I do if there's a conflict between the manual and a specific
accounting standard? Consult with an accounting professional to resolve
the conflict and ensure compliance with relevant regulations.

Related Articles:

1. GAAP vs. IFRS: A Comprehensive Comparison: This article compares and
contrasts Generally Accepted Accounting Principles (GAAP) and
International Financial Reporting Standards (IFRS), helping businesses
choose the appropriate accounting framework.

1. Best Practices for Internal Controls: This article delves into best
practices for implementing robust internal controls to prevent fraud and
ensure financial accuracy.

1. Streamlining Accounts Receivable Processes: This article provides
actionable tips and strategies for improving efficiency and reducing
delays in accounts receivable management.

1. Effective Inventory Management Techniques: This article explores various
techniques for effective inventory management, minimizing costs and
maximizing profitability.



1. Understanding and Implementing Fixed Asset Depreciation: This article
explains different depreciation methods and helps businesses choose the
most suitable approach.

1. Payroll Compliance: A Guide to Avoiding Penalties: This article guides
businesses through navigating payroll tax laws and avoiding costly
penalties.

1. Bank Reconciliation Best Practices: This article details the best
practices for accurate and efficient bank reconciliation.

1. The Importance of a Strong Chart of Accounts: This article emphasizes
the importance of a well-designed chart of accounts for accurate
financial reporting.

1. Developing an Effective Accounting Department Workflow: This article
provides strategies for optimizing workflow within the accounting
department, improving efficiency and accuracy.

accounting policy and procedure manual: Accounting Policies and Procedures Manual Steven
M. Bragg, 2007-09-17 Now in a fifth edition, Accounting Policies and Procedures Manual: A
Blueprint for Running an Effective and Efficient Department is a how-to guide on creating an
effective and efficient accounting department policies and procedures manual. Written by Steven
Bragg, the foremost authority in accounting and controllership issues, the new edition includes: A
new, complimentary Web site providing readers with the foundation for creating or enhancing their
accounting department policies and procedures manual More coverage of accounting procedures
including inventory, billing, cash receipts, pricing, order entry, credit, collections, sales returns,
capital budgeting, cash forecasting, payroll, and closing the books Accounting Policies and
Procedures Manual is the tool every accounting department needs to regularize and systematize its
procedures to match the best in the industry.

accounting policy and procedure manual: Policies and Procedures Manual Michelle

Harris, 2017-03-23 A complete set of policies and procedures [WITH DOWNLOADABLE FILES
INCLUDED] for your organization whether you''re just starting out or need to add some control to
your existing operations. Policies and procedures are an integral part of eliminating fraud, reducing
operational errors and reducing inefficiencies. The Complete Set includes the following policies and
procedures: CORPORATE AND GENERAL Policy Review Ethics Policy Segregation of Duties Account
Reconciliation Policy Internal Control Over Spreadsheets Relationship with External Auditors
Standard Document Retention Policy Physical and Data Security Facility Environmental Protection
HUMAN RESOURCES Employee Standards of Conduct Business Expense Reimbursement Policy
Company Car and Car Allowance Policy Employee Training Policy Misappropriation of Assets and
Other Dishonest Acts Employee Dress Code Virtual or Remote Work Policy Flexible Work Schedule



Policy Personal Leave Vacation Policy Leave of Absence with Pay Leave of Absence without Pay
CASH AND BANKING Cash & Bank Accounts Bank Account Reconciliation Petty Cash Funds
Employee Advances Unclaimed Property Credit Card Policy ACCOUNTS RECEIVABLE Customer
Accounts Receivable Customer Credit Procedures Write-off of Uncollectible Receivables Bad Debt,
Cash Discount and Unsaleable Allowances Accounts Receivable Reconciliation Intercompany
Accounts INVENTORY Inventory Accounting and Control Inventory Reserves Cycle Counting
Physical Inventories FIXED ASSETS Fixed Asset Accounting Policies Capital Project Requests
Additional Capital Request Capital Post-Completion Review Disposal or Impairment of Property
Depreciation and Useful Life Accounting for Leases OTHER ASSETS Prepaid Expenses Other Assets
Goodwill and Trademarks LIABILITIES Accounts Payable Policy Vendor Invoice Approval Material
Returned to Vendors Customer Credits Issued Sales and Use Tax on Purchases Payroll Accrual
Liability Accruals - Expense, Inventory and Capital Recognition Bonus Awards, Incentives Awards &
Sales Commissions INCOME STATEMENT Revenue Recognition of Shipments Revenue Recognition
of Services Inventory Costing and Valuation Control of Trade Marketing Programs Membership &
Association Fees Interest and Other Income Non-Recurring and Unusual Gains and Losses Profit or
Loss on Sale of Assets Key Performance Indicators COMPUTER INFORMATION SYSTEMS Disaster
Recovery Policy and Procedure Backup Requirements Software Maintenance and Licensing Policy
Computer System Use Responsible Use of Company Email Use of Company Internet Company
Printer Policy Access Control Policy Computer & Electronic Equipment Disposal Password Policy
OverviewSo you''ve created a successful business - investing countless hours, volumes of energy and
sweat and maybe even a few tears. Now it"'s time to protect that business from lost profits, errors
and even fraud. A solid set of policies and procedures can provide a foundation for a strong and
successful operation - resulting in increased efficiencies, increased profit, and reduced risk of error
and fraud.This complete set of policies is a simple step in implementing policies and procedures in
your organization. The information presented provides a building block to create policies and
procedures that fit your unique organization.

accounting policy and procedure manual: Accounting Policies and Procedures Manual
Bizmanualz, 2004 Accounting Policies and Procedures Manual - Easily create your accounting Policy
Manual to Control Cash, Assets, Purchasing, and Department Administration Procedures. This
Manual can help you quickly create and implement a system of accounting policies and procedures.
These easily editable procedures provide the internal control needed to protect your business, as
well as comply with generally accepted accounting practices and regulations like Sarbanes-Oxley.
Thoroughly researched and reviewed by industry experts, these pre-written policies and procedures
are based on years of experience in areas such as travel and expense, receiving, procurement,
purchasing, shipping, auditing, accounts payable and receivable, and cash drawer practices.
Developing policies and procedures are listed as a key control activity in the COSO publication
Internal Control - Integrated Framework. The Securities and Exchange Commission (SEC) and the
Public Company Accounting Oversight Board (PCAOB) both point to this COSO document as an
example of internal controls that comply with Sarbanes-Oxley requirements. Designed for busy
professionals like CFOs, Controllers, Accounting Managers, and Business Owners, the Accounting
Policies and Procedures Manual can save you hundreds of hours in research, development, writing,
and review of needed procedures for control and compliance. It will improve business performance
by developing consistency and standards. It contains 39 accounting procedures that cover over 150
accounting activities, 54 supporting accounting forms and a guide to embezzlement prevention. This
new edition also includes updated and complete job descriptions for every job referenced in the text.
There is no need to start from scratch...it has already been done for you.

accounting policy and procedure manual: Accounting and Finance Policies and
Procedures Rose Hightower, 2008-07-21 Policies and procedures are the foundation of internal
controls for organizations. Taking a complicated subject and breaking it into manageable
components, this book enables you to hit the ground running and significantly accelerate your
completion of a solid policies and procedures program. Comprehensive and practical, this useful



book provides you with sample documents you can personalize and customize to meet your
company's needs.

accounting policy and procedure manual: Policies and Procedures Manual for Accounting
and Financial Control Douglas W. Kurz, 2003-05

accounting policy and procedure manual: Accounting and Finance Manual United States.
Defense Logistics Agency, 1980

accounting policy and procedure manual: Policies and Procedures Manual for
Accounting and Financial Control Douglas W. Kurz, Dawn K. Rhodes, 2000-07

accounting policy and procedure manual: Internal Controls Policies and Procedures Rose
Hightower, 2008-10-13 Drawing on her many years as a consultant to numerous companies big and
small, author Rose Hightower infuses Internal Controls Policies and Procedures with her wealth of
experience and knowledge. Instead of reinventing the wheel, your company can use this useful
how-to manual to quickly and effectively put a successful program of internal controls in place.
Complete with flowcharts and checklists, this essential desktop reference is a best practices model
for establishing and enhancing your organization's control framework. These manuals are favorites
for organizations and companies that need a foundation and grounding to ensure an internal control
posture of integrity, credibility, method, process and process: or a reminder of its importance. URLs
were included when first published to encourage the dissemination and distribution of relevant
chapters to those interested and in charge of the specific departments. Although times have
changed, the principles professed are sound and solid for today’s accounting and business
environment. Implementing these cornerstones will produce a principled manageable approach.
These manuals can be used by accounting individuals, finance departments, sole proprietor
businesses, large corporations, accounting / auditing students and any others interested in specific
topics or general disciplines. The discipline for the oversight processes and procedures are
important when introducing or implementing auditing practices whether in accounting or
throughout the organization. These manuals should be used together to provide the basics when
setting up a department or specific process discipline, for learning about the strengths, weaknesses
and opportunities within the specific focus areas.

accounting policy and procedure manual: The Accounting Procedures Guidebook Steven M
Bragg, 2018-07-11 The typical business needs a system of policies and procedures in order to reduce
errors, minimize fraud, and maintain tight control over its operations. The Accounting Procedures
Guidebook contains the detailed procedures and forms needed for every accounting system, from
accounts payable to treasury, as well as for such operational areas as order entry, shipping,
purchasing, and receiving. Procedures are separately stated for manual and computerized
accounting systems. The book also addresses how to create and enforce procedures, as well as when
to update them. In short, this book provides the baseline policy and procedure information needed to
enhance the operations of any business.

accounting policy and procedure manual: Accounting Policies and Procedures Manual
Steven M. Bragg, 2012-06-19 Now in a fifth edition, Accounting Policies and Procedures Manual: A
Blueprint for Running an Effective and Efficient Department is a how-to guide on creating an
effective and efficient accounting department policies and procedures manual. Written by Steven
Bragg, the foremost authority in accounting and controllership issues, the new edition includes: A
new, complimentary Web site providing readers with the foundation for creating or enhancing their
accounting department policies and procedures manual More coverage of accounting procedures
including inventory, billing, cash receipts, pricing, order entry, credit, collections, sales returns,
capital budgeting, cash forecasting, payroll, and closing the books Accounting Policies and
Procedures Manual is the tool every accounting department needs to regularize and systematize its
procedures to match the best in the industry.

accounting policy and procedure manual: Accounting Manual for Federal Credit Unions
United States. National Credit Union Administration, 1974

accounting policy and procedure manual: Accounting Policy and Procedures Manual Iowa.




Department of Revenue & Finance, 1988

accounting policy and procedure manual: Standards for Internal Control in the Federal
Government United States Government Accountability Office, 2019-03-24 Policymakers and
program managers are continually seeking ways to improve accountability in achieving an entity's
mission. A key factor in improving accountability in achieving an entity's mission is to implement an
effective internal control system. An effective internal control system helps an entity adapt to
shifting environments, evolving demands, changing risks, and new priorities. As programs change
and entities strive to improve operational processes and implement new technology, management
continually evaluates its internal control system so that it is effective and updated when necessary.
Section 3512 (c) and (d) of Title 31 of the United States Code (commonly known as the Federal
Managers' Financial Integrity Act (FMFIA)) requires the Comptroller General to issue standards for
internal control in the federal government.

accounting policy and procedure manual: Accounting Guide AICPA, 2019-11-19 It is critical
to understand the complexities of the specialized accounting and regulatory requirements needed
for the broker-dealer industry. This comprehensive guide has been designed to be beneficial for a
wide range of professionals within the broker-dealer industry. Updates to this edition are to conform
the content to current accounting standards and regulatory requirements. The updates include: SEC
Release No. 34-86073, Amendment to Single Issuer Exemption for Broker-Dealers; ASU No.
2018-09, Codification Improvements; and, SEC Release Nos. 33-10532; 34-83875; IC-33203,
Disclosure Update and Simplification. In addition, this edition features a new example disclosure
note for revenue from contracts with customers, which has been added to the guide's illustrative
financial statements and footnote disclosures.

accounting policy and procedure manual: ISO 22000 Standard Procedures for a Food
Safety Management System Bizmanualz, 2008 Collection of guidelines, forms, and legal
documents designed to assist companies in the food industry to gain ISO certification.

accounting policy and procedure manual: Ask a Manager Alison Green, 2018-05-01 From
the creator of the popular website Ask a Manager and New York’s work-advice columnist comes a
witty, practical guide to 200 difficult professional conversations—featuring all-new advice! There’s a
reason Alison Green has been called “the Dear Abby of the work world.” Ten years as a
workplace-advice columnist have taught her that people avoid awkward conversations in the office
because they simply don’t know what to say. Thankfully, Green does—and in this incredibly helpful
book, she tackles the tough discussions you may need to have during your career. You'll learn what
to say when ¢ coworkers push their work on you—then take credit for it * you accidentally trash-talk
someone in an email then hit “reply all” ¢ you're being micromanaged—or not being managed at all
* you catch a colleague in a lie * your boss seems unhappy with your work ¢ your cubemate’s loud
speakerphone is making you homicidal ¢ you got drunk at the holiday party Praise for Ask a
Manager “A must-read for anyone who works . . . [Alison Green’s] advice boils down to the idea that
you should be professional (even when others are not) and that communicating in a straightforward
manner with candor and kindness will get you far, no matter where you work.”—Booklist (starred
review) “The author’s friendly, warm, no-nonsense writing is a pleasure to read, and her advice can
be widely applied to relationships in all areas of readers’ lives. Ideal for anyone new to the job
market or new to management, or anyone hoping to improve their work experience.”—Library
Journal (starred review) “I am a huge fan of Alison Green’s Ask a Manager column. This book is even
better. It teaches us how to deal with many of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a sense of humor.”—Robert Sutton, Stanford
professor and author of The No Asshole Rule and The Asshole Survival Guide “Ask a Manager is the
ultimate playbook for navigating the traditional workforce in a diplomatic but firm way.”—Erin
Lowry, author of Broke Millennial: Stop Scraping By and Get Your Financial Life Together

accounting policy and procedure manual: Accounting Policies and Procedures Stephen
Avery, 2014-05-08 DEMAND THE 3RD EDITION -- Now 361 pages (3rd edition May 2014) is the first
guide to implementing a complete set of policies and procedures for small government contractors



working with the Defense Contract Audit Agency (DCAA), the Defense Contract Management Agency
(DCMA) and other government agencies. The work covers major areas to include: Billing,
Timekeeping, Cost Accounting, and 35 additional areas relevant to small company financial
management and contractor compliance. The format is simple: Government Requirements: Statute,
Regulations, and Guidance are replicated within the work and directly associated with the relevant
section such as Timekeeping or Billing. Discussion: The government requirements are discussed and
explained in terms that small contractors can translate into real business practices. Sample Policies
and Procedures: Page after page of usable polices and procedures supplemented by flowcharts are
included for each subject area. Registered purchasers of the new book from Amazon receive
electronic copies of the entire sample polices and procedures to include the flowcharts for their
customization. Electronic copies of the policies and procedures are available to registered owners of
the book purchasing the current edition (new) from Amazon directly. Purchase of used copies or
copies from vendors other than Amazon on the Amazon website do not qualify for electronic copies
or updates. Contact the author at mail@dcaacompliance.com with additional questions about
receiving the electronic copies.

accounting policy and procedure manual: Policy and Procedures Manual for Guidance of
Federal Agencies: Accounting principles and standards and internal auditing guidelines United
States. General Accounting Office, 1957

accounting policy and procedure manual: Financial Accounting for Local and State
School Systems , 1981

accounting policy and procedure manual: Federal Information System Controls Audit
Manual (FISCAM) Robert F. Dacey, 2010-11 FISCAM presents a methodology for performing info.
system (IS) control audits of governmental entities in accordance with professional standards.
FISCAM is designed to be used on financial and performance audits and attestation engagements.
The methodology in the FISCAM incorp. the following: (1) A top-down, risk-based approach that
considers materiality and significance in determining audit procedures; (2) Evaluation of entitywide
controls and their effect on audit risk; (3) Evaluation of general controls and their pervasive impact
on bus. process controls; (4) Evaluation of security mgmt. at all levels; (5) Control hierarchy to
evaluate IS control weaknesses; (6) Groupings of control categories consistent with the nature of the
risk. Illus.

accounting policy and procedure manual: The Book of Company Policies National
Institute of Business Management, 2001

accounting policy and procedure manual: Government Auditing Standards - 2018
Revision United States Government Accountability Office, 2019-03-24 Audits provide essential
accountability and transparency over government programs. Given the current challenges facing
governments and their programs, the oversight provided through auditing is more critical than ever.
Government auditing provides the objective analysis and information needed to make the decisions
necessary to help create a better future. The professional standards presented in this 2018 revision
of Government Auditing Standards (known as the Yellow Book) provide a framework for performing
high-quality audit work with competence, integrity, objectivity, and independence to provide
accountability and to help improve government operations and services. These standards, commonly
referred to as generally accepted government auditing standards (GAGAS), provide the foundation
for government auditors to lead by example in the areas of independence, transparency,
accountability, and quality through the audit process. This revision contains major changes from,
and supersedes, the 2011 revision.

accounting policy and procedure manual: Church Accounting Lisa London, 2020-11 The
must-have reference guide for small and growing churches to understand church accounting basics
in a reader-friendly format has been updated and expanded!CPA Lisa London and premier church
accounting blogger, Vickey Richardson, help you understand what you need to know to manage the
finances and keep your religious organization out of trouble with the IRS.Topics include how
to:?Meet the IRS definition of a church?Determine whether to file for a 501c3 or not?Organize and



retain accounting records?Establish controls to keep the money safe and guard against
errors?Record and acknowledge donations of cash, stock, vehicles, in-kind, and more?Setup and
maintain a benevolence fund?Create an accountable reimbursement plan?Handle mortgage
payments?Calculate and file payroll?Structure pastor payroll and housing allowances?Budget for the
next year?Recognize if you owe Unrelated Business Income Tax (UBIT) ?How to fill out the 990N and
990EZ,?And so much more.Lisa London CPA is the author of The Accountant Beside You series of
resources for the non-accountants in nonprofits, religious organizations, and small businesses to
understand their accounting needs. She has decades of experience in auditing and consulting large
and small organizations.Vickey Richardson is the founder and manager of Vickey's Bookkeeping,
Inc., an accounting firm specializing in assisting churches. She is best known for her popular
website, FreeChurchAccounting.com.

accounting policy and procedure manual: Accounting and Finance Policies and Procedures,
(with URL) Rose Hightower, 2008-04-25 Policies and procedures are the foundation of internal
controls for organizations. Taking a complicated subject and breaking it into manageable
components, this book enables you to hit the ground running and significantly accelerate your
completion of a solid policies and procedures program. Comprehensive and practical, this useful
book provides you with sample documents you can personalize and customize to meet your
company's needs.

accounting policy and procedure manual: Financial Operations and Accounting Procedures
for Insured Multifamily Projects United States. Department of Housing and Urban Development.
Office of Housing, 1992

accounting policy and procedure manual: Baby Steps Millionaires Dave Ramsey, 2022-01-11
You Can Baby Step Your Way to Becoming a Millionaire Most people know Dave Ramsey as the guy
who did stupid with a lot of zeros on the end. He made his first million in his twenties—the wrong
way—and then went bankrupt. That’s when he set out to learn God’s ways of managing money and
developed the Ramsey Baby Steps. Following these steps, Dave became a millionaire again—this
time the right way. After three decades of guiding millions of others through the plan, the evidence
is undeniable: if you follow the Baby Steps, you will become a millionaire and get to live and give like
no one else. In Baby Steps Millionaires, you will . . . *Take a deeper look at Baby Step 4 to learn how
Dave invests and builds wealth *Learn how to bust through the barriers preventing them from
becoming a millionaire *Hear true stories from ordinary people who dug themselves out of debt and
built wealth *Discover how anyone can become a millionaire, especially you Baby Steps Millionaires
isn’t a book that tells the secrets of the rich. It doesn't teach complicated financial concepts reserved
only for the elite. As a matter of fact, this information is straightforward, practical, and maybe even
a little boring. But the life you'll lead if you follow the Baby Steps is anything but boring! You don’t
need a large inheritance or the winning lottery number to become a millionaire. Anyone can do
it—even today. For those who are ready, it’'s game on!

accounting policy and procedure manual: Sample Business Procedures for Company
Management Bizmanualz, 2008-12 If you need to develop policies and procedures for numerous
areas of your business, then Sample Business Procedures for Company Management is an invaluable
tool. It includes more than 90 procedures covering functional areas such as accounting,
administration, customer service, computer and networks, disaster recovery, engineering,
environmental, finance and credit, human resources, manufacturing, purchasing, sales and
marketing, shipping, and security. No other product available today can assist you in developing
policies and procedures in so many different areas of your organization. Creating a system of
policies and procedures is much easier with templates and examples based on thoroughly
researched best practices. Well written policies and procedures can increase consistency and
productivity as well as improve performance by establishing clear guidelines and communicating
organizational knowledge. With Sample Business Procedures for Company Management you can
create policies and procedures for your organization in a fraction of the time, and be confident
because they were written by professionals and reviewed by experts in the field. There is no need to



start from scratch... it's already done for you!

accounting policy and procedure manual: The Accounting Controls Guidebook Steven M
Bragg, 2021-04-25 Controls are an essential ingredient of the modern business, since they can
reduce error rates, minimize fraud, and ensure that procedures are completed in a consistent
manner. The Accounting Controls Guidebook reveals the controls you need for every accounting
system, from billings to financial reporting, in addition to such operational areas as order
processing, shipping, and receiving. Controls are separately stated for manual and computerized
accounting systems. The book also addresses types of controls, control principles, the proper
balance of control systems, and how to construct a system of controls. In short, this is the essential
desk reference for the accountant who wants to install and maintain a well-constructed system of
controls.

accounting policy and procedure manual: Accounting Best Practices Steven M. Bragg,
2003-10-07 New best practices for the evolving business Everyone knows that adopting accounting
best practices can improve efficiency and reduce error rates in the accounting department, but less
obvious are the benefits gained from better reporting of information to other parts of the company.
More accurate data reported faster can play an integral role in both short- and long-term strategic
planning. Accounting guru Steven Bragg explains how to leverage this and other opportunities in his
authoritative Accounting Best Practices, Third Edition. Bragg adds over sixty new best practices to
his benchmark resource, concentrating primarily on the areas of: Internal auditing Accounts payable
Finance Payroll Bragg highlights the dos and don'ts of best practices implementation, and a new
reference system renders the expansive collection of best practices readily accessible. Accounting
and financial managers, internal and external auditors, and consultants will find Accounting Best
Practices, Third Edition to be a peerless resource.

accounting policy and procedure manual: Petroleum Accounting Dennis Jennings, John
Brady, Rich Shappard, Craig Friou, 2020-06-30 This new edition covers many significant changes
impacting the petroleum industry including important updates such as current industry practice
issues from a proprietary survey conducted by the Institute of Petroleum Accounting, and practical
guidance on new standards of revenue recognition, joint arrangements, consolidated financial
statements, and disclosure of interests in other entities which are of critical importance to those
involved or interested in the petroleum industry.New chapters covering midstream operations,
master limited partnerships, and SEC considerations have been added. The updated text will also
address numerous operational issues that continue to evolve with the demand for capital, inherent
industry risks, and the impacts of product price fluctuation.

accounting policy and procedure manual: Policy and Procedures Manual for Guidance of
Federal Agencies: The United States General Accounting Office United States. General Accounting
Office, 1957

accounting policy and procedure manual: Wiley GAAP Policies and Procedures Steven M.
Bragg, 2008-01-28 Now fully updated and at your fingertips the most practical, authoritative guide
to implementing GAAP Get the answers you need to prepare financial statements and keep up to
date on the latest FASB requirements. Now fully revised and updated, Wiley GAAP Policies and
Procedures, Second Edition is an ideal companion to the Wiley GAAP guide and provides the
practical application information essential to ensuring that a company's accounting systems are fully
capable of incorporating the most recent GAAP. A concise version of the more detailed GAAP found
in the Wiley GAAP guides, Wiley GAAP Policies and Procedures, Second Edition features handy,
illustrative decision trees showing how to determine which GAAP ruling to use in a variety of
situations, eliminating hours of time wading through detailed GAAP rulings and presents: * New
chapters on interim reporting, segment reporting, and accounting changes and correction of errors *
Updated content on FAS No. 151, Inventory Costs, FAS No. 153, Exchanges of Non-monetary Assets,
FAS No. 154, Accounting Changes and Error Correction, FAS No. 156, Servicing of Financial Assets
* Implementation on nineteen newly issued EITFs * Specific accounting policies that comply with
GAAP, especially in terms of creating controls that mesh with GAAP * The most common accounting




transactions modified to work within GAAP restrictions * Specific controls that allow the maximum
level of control over accounting systems while remaining in compliance with GAAP * Templates for
forms and reports that can be used in a GAAP-compliant accounting system * Numerous examples of
footnotes that can be used to describe GAAP-mandated financial disclosures * Hundreds of
GAAP-compliant journal entries for most accounting transactions Wiley GAAP Policies and
Procedures, Second Edition is a valuable tool for CFOs, controllers, accounting managers, and
general ledger accountants who need to ensure that their company properly treats all types of
accounting transactions in accordance with GAAP.

accounting policy and procedure manual: Accountants' Guidebook Steven M. Bragg,
2017-03-26 The accountant is responsible for many activities, which may require years of training
and experience to fully comprehend. The Accountants' Guidebook provides a practical knowledge of
how to complete many accounting tasks, while also imparting an understanding of the more critical
accounting standards. The book is intended to accelerate the learning curve of the professional
accountant. Topics covered include accounting procedures, GAAP for common transactions, closing
the books, producing financial statements and other reports, collection tactics, payroll management,
budgeting, and much more.

accounting policy and procedure manual: Computer & It Policies and Procedures
Manual Inc Bizmanualz, 2014-01-01 Computer & IT Policies and Procedures - Easily Create Your IT
Policy Manual to Manage IT Security, IT Assets, and Software Development Procedures Template.
This manual can help you gain control and reduce the complexity of your organization's computer &
information technology systems and infrastructure. Thoroughly researched and reviewed by industry
experts, these pre-written policies and procedures are based on industry best practices and
standards such as COBIT and ISO 17799. Standard policies and procedures to guide IT activities in
your organization can reduce cost and improve performance by enhancing consistency, establishing
clear criteria for hardware and software, and through conducting regular vendor evaluations. You
could spend hundreds or even thousands of hours researching and writing IT procedures for your
organization, but it has already been done for you. Designed for busy professionals like IT and
Network Managers, CIOs, System Engineers, and Business Owners, the Computer & IT Policies and
Procedures Manual covers key areas such as security policy, asset classification and control,
physical and environmental security, communication and operations management, access control,
systems and software development and maintenance, business continuity management, and
compliance. This new edition also includes updated and complete job descriptions for every job
referenced in the text. Computer & IT Policies and Procedures Manual can save you hundreds of
hours in researching, compiling, and writing policies and procedures for financial compliance. There
is no need to start from scratch. It has already been done for you!

accounting policy and procedure manual: Audits of Property and Liability Insurance
Companies , 2000

accounting policy and procedure manual: Internal Controls Policies and Procedures
Rose Hightower, 2008-12-03 Drawing on her many years as a consultant to numerous companies big
and small, author Rose Hightower infuses Internal Controls Policies and Procedures with her wealth
of experience and knowledge. Instead of reinventing the wheel, your company can use this useful
how-to manual to quickly and effectively put a successful program of internal controls in place.
Complete with flowcharts and checklists, this essential desktop reference is a best practices model
for establishing and enhancing your organization's control framework. These manuals are favorites
for organizations and companies that need a foundation and grounding to ensure an internal control
posture of integrity, credibility, method, process and process: or a reminder of its importance. URLs
were included when first published to encourage the dissemination and distribution of relevant
chapters to those interested and in charge of the specific departments. Although times have
changed, the principles professed are sound and solid for today’s accounting and business
environment. Implementing these cornerstones will produce a principled manageable approach.
These manuals can be used by accounting individuals, finance departments, sole proprietor



businesses, large corporations, accounting / auditing students and any others interested in specific
topics or general disciplines. The discipline for the oversight processes and procedures are
important when introducing or implementing auditing practices whether in accounting or
throughout the organization. These manuals should be used together to provide the basics when
setting up a department or specific process discipline, for learning about the strengths, weaknesses
and opportunities within the specific focus areas.

accounting policy and procedure manual: Organisation and Management of NGOs Dr S
Joseph Xavier, NGOs have undergone a metamorphosis in the past few decades. This book implies
the pre - dominant position played by NGO’s have an enormous potential to make a difference in
each aspect of every business, organization and society. Keeping these ever changing developments
in mind, this book has been designed to address the conventional and contemporary aspects of the
subjects. This book provides a comprehensive coverage of the organization and management of
NGO'’s.

accounting policy and procedure manual: 2019 Accounting Practices and Procedures
Manual Naic, 2019-03-15

accounting policy and procedure manual: Policy and Procedures Manual for Guidance
of Federal Agencies: Audit United States. General Accounting Office, 1957

accounting policy and procedure manual: Financial Accounting and Reporting Barry
Elliott, Jamie Elliott, 2011 Financial Accounting and Reporting is the most up to date text on the
market. Now fully updated in its fourteenth edition, it includes extensive coverage of International
Accounting Standards (IAS) and International Financial Reporting Standards (IFRS). This
market-leading text offers students a clear, well-structured and comprehensive treatment of the
subject. Supported by illustrations and exercises, the book provides a strong balance of theoretical
and conceptual coverage. Students using this book will gain the knowledge and skills to help them
apply current standards, and critically appraise the underlying concepts and financial reporting
methods.
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