DIVISION OF DUTIES

The detailed accounting and finance procedures are outlined in this Goodwill Financial Manual.    However, good internal control procedures require a division of duties so that no one individual shall originate and complete an entire transaction without the participation or review of another.    

In this regard, Goodwill has instituted a division of duties among the employees to properly protect the assets of the company and assure accurate recording of financial transactions and protection of assets.  These procedures supplement those contained in the balance of this Finance Manual and do not replace them.

Goodwill employs an Accounting Manager who reviews and records Goodwill’s daily financial transactions.  He/she reviews financial transactions for conformity to Goodwill’s policies and procedures and records transactions in the books and records of Goodwill in accordance with Generally Accepted Accounting Principals (“GAAP”).  

He/she provides financial reports and management support to the Executive director, Senior Staff, and appropriate managers.

He/she works closely with the Director of Finance and MIS (who is also the payroll administrator) on payroll matters.  All new hires, hourly wages and salary changes are established by means of a Change of Status Form originated by operating personnel, authorized by appropriate Senior Staff, reviewed by the Director of Human Resources and approved by the Executive Director and forwarded to the Payroll Department for processing. 

The Director of Communication and Transportation records all incoming checks and cash payments.  The Accounting Manager makes deposits.  The Director of Communication and Transportation makes periodic reconciliations between the recordings of the Director of Transportation and Communication and the General Ledger record of deposits.

Bank statements are reconciled monthly by the Accounting Manager and reviewed by the Executive Director who initials the statements indicating his/her approval. The Assistant to the Accounting Manager will review each month the checks that come with the banks statements for proper signatures.  

