
COMMUNITY FOUNDATION OF WEST KENTUCKY, INC. 

FINANCIAL CONTROLS PROCESS 

 

The Community Foundation of West Kentucky adheres to strict financial controls and stewardship in funds 
management, grantmaking, and expenditures. Access to funds is limited; no unauthorized person can initiate 
or fulfill financial requests, and no individual can solely approve any expenditure. Dual approvals are required, 
and the Board treasurer reviews employee approvals at the time of the expense; the full board reviews and 
approves financial reports, including expenditures and grants paid, at quarterly board meetings. The 
Foundation uses the accounting software, Foundant, which has built-in controls. 

RECONCILIATIONS 

• Bank statements are obtained via internet banking by the Chief Executive Officer (CEO), who initials 
and dates them before sending to the CFO for the bank reconciliations to be prepared.  The CFO pulls 
bank statements from online banking, CEO reviews and signs off on statements once reconciliations 
are complete. 

• Checking and investment reconciliations are prepared monthly by the CFO.   
• The CEO reviews and approves bank reconciliations.   
• The CFO maintains a manual log of all receipts and disbursements and reconciles the log to the 

Financial Accounting System. 
• The Board Treasurer periodically reviews the bank account activity via internet banking.  Items are 

primarily reviewed for reasonableness, to ensure that checks are signed by two authorized signers, and 
for any evidence of alteration. 

• The CFO presents the monthly check register at Executive Committee and full Board meetings for 
approval. 

CASH RECEIPTS 

• The CEO or designee picks up mail and logs in all receipts. 
• The Program Coordinator prepares deposit tickets and makes copies of all tickets and documentation 

of receipts, including all checks received. 
• The Program Coordinator makes bank deposits and gives all copies to the CFO for input into the 

Financial Accounting System. 
• CFO inputs receipts by donor into the Financial Accounting System and generates Acknowledgement 

Letters/Tax Receipts for donors. 
• CFO uploads all supporting documentation related to each contribution into the Financial Accounting 

System.  This documentation includes the donor’s name, amount, date, and any related restrictions. 
• CFO prepares and distributes quarterly accounting to donors and/or other responsible parties. 
• Revenues are reviewed at each quarterly Board meeting via the Budget vs. Actual Financial Reports. 

INVESTMENTS: 

Investment earnings are allocated based on the individual fund balance percentage as a total of the investment 
pool. 

CASH DISBURSEMENTS-Checks 

• The CEO and Board Treasurer approve all Invoices/Payment Requests, including those submitted by 
affiliate organizations.  



• The CFO inputs the source documents into the Financial Accounting System and generates checks and 
the check register. 

• Checks are generated weekly. 
• The CFO obtains two authorized signatures for all disbursement checks. Authorized check signers 

include the CEO and the Director of Grants, Compliance, and Special Projects. The Board Treasurer and 
President are also approved signers and are utilized as needed.  

• The CFO mails checks to vendors/recipients. 

CASH DISBURSEMENTS-Online Bill Pay 

• The CEO and Treasurer approve all Invoices/Payment Requests, including those submitted by affiliate 
organizations. 

• The CFO initiates payment into the Online Bill Pay System.  The Online Bill Pay System caps payments 
at $100,000 per check and $100,000 per ACH payment. 

• The CFO inputs source documents into the Financial Accounting System and enters the Online Bill Pay 
System check and ACH payment information after the payment is processed. 

• The Treasurer has access to the Online Bill Pay System. 

CASH DISBURSEMENTS-Grants 

• Covered under the Grantmaking Due Diligence and Expenditure Responsibility Policy. 

CASH DISBURSEMENTS-Scholarships 

• Covered under the Scholarship Policy. 

PAYROLL  

• No clock in or clock out system is used since all employees are salaried. 
• Payroll is processed every other week. 
• The CFO prints the Payroll Preview report and submits it to the CEO for approval.    
• The Payroll Preview report lists each employee’s hours and amounts. 
• Once payroll checks are approved, the payroll payments are generated in QuickBooks Online (QBO).  

That information is then used to support Accounts Payable vouchers to create the actual payment in 
the Financial Accounting System. 

• Journal entries are used to enter the payroll taxes activity in the Financial Accounting System. 
• All payroll payments are made via direct deposit. 
• QuickBooks is responsible for all payroll tax reporting. 
• Vacation accruals are also tracked via spreadsheet maintained by CFO and approved by CEO. 
• Annually the CFO adjusts the vacation payable to actual. 

FINANCIAL REPORTING AND CLOSING 

• Each quarter the CFO generates the financial reports from the Financial Accounting System and 
submits them to the Executive Director. 

• The reports include the following: 
o Operating Budget vs. Actual financial report 
o Community Fund Budget vs. Actual financial report 
o Statement of Financial Position 
o Statement of Activities 
o Statement of Cash Flows 
o Check Register 



• The CEO and the CFO review the reports.  The CFO presents the reports to the Board of Directors.   

IT CONTROLS 

• All employees have access to the new Financial Accounting System for Fund viewing purposes with 
Foundant software.     

• Passwords are required. 
• QuickBooks Online (QBO) administrative access is restricted to the CFO.  

 


