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County Accounting Manual 
 
Safeguarding Cash  
Special Controls Checklist 

Contents: 
Documentation 
Checklist for CPD 
Checklist for Concil Officer 

 
• To detect errors, checks and balances should be built into the standard operating  procedures of 

the accounting system.  One person should verify or review the work of another person. 
• The comparison of invoices (and/or purchase orders) and checks, receipts and deposits are 

recommended practices for all extension offices. 
• To exercise tight financial control, all pre-numbered documents (receipts and checks) should 

be accounted for. 
• A Bank Reconciliation is a method of comparing the bank’s record of deposits and charges 

against the Checking or Savings Register in the accounting system. 
• Another important factor in error detection is the tracking of a transaction in the accounting 

system by examining documents, reports, and data entries.  This is referred to as the Audit Trail.   
Changes to accounting transactions are recorded in the accounting system in an Audit Trail 
Report. 

 
 

Documentation 
Required documents provided by 
Bookkeeper 

Reports from QuickBooks 
Typed reports are not recommended 

Payroll Time Sheet (or Employee 
Payroll Report) 
Receipt book 
Handwritten or Printed Checks 
Invoices and/or Purchase Orders 
Bank Statement 
Deposit slips 
Petty Cash Box, if used 
 

Validation Reports: 
Bank Reconciliation Report 
Checks – Summary List (or Checks Detailed list) 
Deposit Detail 
Checking (and Savings) Register 
Missing Checks 
Voided Checks (if necessary) 
Audit Trail (if necessary) 
Decision-making Report: 
Monthly (or YTD) Income & Expense Funds 
Budget vs. Actual Report 
Funds (Classes) Balances 
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Checklist for Month of                              _________ ____________ 
Step Numbers are referenced in sample illustrations.  See End-of-Month Checklist 
 
For the County Program Director: 
Did you….. 

  Open the bank statement and examine the check numbers?  Any check numbers out of range?  
  Verify Payroll Time sheet for correct hours, rate and deductions? 
  Verify each Invoice or bill (and Purchase Order, if used) to Payees on Checks-Summary List?  Step 1 
  Verify each Receipt in receipt book to the Deposit Detail Report?   Step 2 
  Review the Missing Checks Report? (see Step 6 if check #s are missing or duplicated) 
  Review the Monthly (or YTD) Income & Expense Funds Summary Report.   Step 3 
  Review the Checking & Savings Registers?  Do Balances match with Funds Balance Rpt. or Balance  

       Sheet? Step 4 
  Review the Budget vs. Actual Report to monitor status of Classes (Funds)? 
  Did a Council Officer review, initial, and date the bank reconciliation report? 
  Sign this Checklist Document? 

 
Optional (if necessary): 

  Examine the Petty Cash box and appropriate documents? 
      Total Cash plus Total Receipts = Petty Cash Balance. 

  Review Voided Checks Report? 
  Review Audit Trail Report?  Step 6 

 
 
For the Council Officer: 
Did you…. 

Review the Bank Statement and Bank Reconciliation Report as follows: 
  Do Payee names and amounts on Cleared Checks match the Payee Names and amounts 

       on prior or current Checks-Summary Lists? 
  Do amounts on Cleared Deposit documents match amounts on prior or current Deposit Detail 

      Reports and Deposit stubs?  
   Does Reconciled Bank Account balance match the Checking & Savings Register balance 
                 Reports? Steps 4, 5 

  Did the County Program Director verify or approve Invoices or bills and Receipts? 
  Co-sign the Checks with another Council Officer? 
  Sign this Checklist Document? 

 
Signatures *** File this Document in the Accounting Records Binder or Folder *** 
 
 
 
       County Program Director        Date   Council Officer   Date 
 
 
 
 



End of Month checklist       Page 1  of  5 
November 13, 2001 

 

County Accounting Manual 
 
End of Month Checklist 
Use with “Safeguarding Cash – Special Controls 

Contents: 
Verify Invoice 
Verify Receipt 
Verify Net Income 
Match Ending Class Balances 
Bank Reconiliation 
Audit Trail 

STEP  1 - Verify each Invoice or bill (and Purchase Order, if used) to Payees on the Checks Summary 
List. 

 

 
 

STEP  2  -  Verify each receipt in the Receipt Book with the Deposit Detail Report and the money in 
the Cash Drawer. 
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STEP  3 - Verify Monthly Net Income report with the Monthly Income & Expense Funds Report.  
These two reports should show the same Monthly Net Income. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 

Deposits:……………. +  $3,278.36 
Checks:……………….-  $3,347.97 
Monthly Net Income.....=    ($69.61)  

Equals the Monthly Net Income Report – Monthly and Monthly Income & Expense Funds Summary. 
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STEP  4 - The QuickBooks Check Book Register Ending Balance(s) should equal the Funds 
(Classes) Balances Report.   If the Register Balance and the Report Balance do not match, determine if 
there are any outstanding payables such as Federal, State, Local, or Employee Benefit Liabilities. 
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STEP  5 - Reconciliation of Bank Statements: 
 

1. Reconcile the Bank Statement with the QuickBooks Checking account. 
2. Print the full QuickBooks Reconciliation Report and attach it to the bank statement. 
3. The amounts for the outstanding checks and deposits can be found on the QuickBooks Full Reconciliation 

Report.  The ending bank Balance minus the outstanding checks plus outstanding deposits should equal 
the QuickBooks checkbook Ending Balance. 

 
First Commercial Bank Reconciliation Report – 8/31/2001 

Bank Balance This Statement:……..$13,295.82 (Includes interest of $16.94) 
Less Unreported Monthly Interest: $     16.94 
Less Checks Outstanding:………….  $3,391.04   
Sub-Total:……………………………$9,887.84 
Add Deposits Outstanding:…………..$3,260.87   
Checking Register Balance:… …..…$13,148.71   
 

QuickBooks Full Reconciliation Report – 8/31/2001 
Checking – First Commercial Bank account reconciled for the period ending 08/31/2001 
 
Cleared Transactions: 
 
Previous Balance       $12,875.53 
 
Cleared Checks and payments   17 Items -$2,744.65 
Cleared Deposits and Other Credits     2 Items   $3,164.94 
 
Cleared Balance       $13,295.82 
 
Uncleared Transactions 
 
Uncleared Checks and Payments   20 Items -$3,391.04 
Uncleared Deposits and Other Credits    1 Items  $3,260.87 
 
Account Balance as of 08/31/2001 (statement Closing Date) $13,165.65 
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STEP  6 - Audit Trail Report:  To review and identify any Voided Checks. 
 
 

 
 
Missing Checks Report:  To review and identify any Duplicate or Missing Checks.  
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Contents: 

 

County Accounting Manual 
 

Accounting Checklist 
Receipts & Deposits 
Petty Cash 
Checks & Disbursements 
Payroll 

Bank Statemenmt & 
Reconciliation 
Reports - Council 
Quarterly Reportss 
Annual Reports 

Recommendation:  Enter QB transactions on a weekly basis. 
 Jan. Feb. Mar Apr. May June July Aug Sept Oct Nov Dec. 

Receipts & Deposits             

All money (checks & cash)  should be entered in the Receipt book, 
including soil, publs, grants, workshop fees, county commision check, 
etc. 
Write the Class code and account number on Receipts.  Include 
Customer check number, when appropriate. 

            

Review  Receipts weekly to determine if deposit is required             
Match cash and check totals from cash box with total receipts.  Before 
bank deposit, enter all income from receipt book in QB.    Print 
Deposit Report.  Prepare Bank deposit slip. 

            

Authorized  person makes bank deposit and gives bank deposit slip to 
bookkeeper.  Bookkeeper attaches bank form to QB Deposit report and  
files documents. 

            

Petty Cash Fund             

On a weekly basis, total the cash  and purchase receipts in Petty Cash 
box.  Combined Total should always equal designated Petty Cash 
Amount.  Enter purchases in QB Petty Cash Register. 

            

Print QB Petty Cash Report and file.             
Replenish Petty Cash Fund by entering Check transaction in  the 
Checking Register 

            

Create Deposit of Petty Cash money in Petty Cash Register.             
Checks and Disbursements             

Scrutinize each vendor invoice or bill upon receipt.   
Review all vendor statements and refer to past months for prior 
balances paid.  Avoid paying invoice twice. 

            

Prepare Purchase order or voucher for each Vendor invoice or bill.  
Write class and account numbers on Purchase or voucher.  Attach 
invoice to purchase order or voucher and place in “Outstanding Bills” 
folder. 

            

Review purchase orders or vouchers along with appropriate invoices or 
bills with CPD. 

            

Enter QB Check transactions in Checking Register.               
Present Vendor invoices and List of Checks to CPD.             
Present Checks and List of Checks to Council Officers for signatures.             
 



Accounting Checklist       Page  2  of  3 
November 30,  2001 

 
Checks and Disbursements (continued) Jan. Feb. Mar Apr. May June July Aug Sept Oct Nov Dec. 

Mark Purchase Orders or Vouchers as “Paid.”  Include check number 
and date paid.  File Invoices or Bills along with Purchase Orders or 
Vouchers in a monthly Folder. 

            

Payroll             

Collect employee  timesheet, signed by  both CPD and employee.               
Prepare Word payroll voucher to calculate wages and taxes.  Enter 
paycheck data in QB. 

            

Print Paychecks.or  print payroll data.             
Process QB payroll liability Checks:  Taxes & benefits.             
Prepare appropriate Tax Deposit forms and Benefits forms and attach 
to payroll liability checks. 

            

Bank Statement & Reconciliation             

Enter interest earned in QB bank registers as shown on checking and 
savings bank statements.  Don’t forget CLASS code! 

            

Reconcile bank statement.  This should be a joint effort by 
Bookkeeper, Treasurer and/or CPD. 

            

Reports – File in Council Financial Records Binder             

Print County Commission Report and present to CPD and/or Council 
Officer for signatures.   Send report to appropriate department at 
County Courthouse. 

            

Print List of all Deposits for the month.             
Print List of all Checks written for the month.             
Print Ledger Report             
Print Funds Class Balance Report as of  the end of reporting period.             
Print Monthly Income and Expense Funds Report             
Refer to Financial Reports Distribution Chart in section 4 of 
Accounting Procedure Binder for additional reports, or print reports as 
requested by CPD and Council. 

            

Quarterly Transactions and Reports             

Process Missouri Payroll Tax liability check for 3 months withholding.  
Prepare tax document. 

            

Process other outstanding  Payroll Tax or Benefit Liability check, if 
appropriate.  Prepare appropriate documents. 

            

Process Quarterly Federal 941 Form in QB.             
Prepare Missouri Employment Security Quarterly form. 
Enter Employment Tax Check in QB, if appropriate.  Attach check to 
Form. 

            

Send Quarterly Income & Expense Report to Regional Director             
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 Jan. Feb. Mar Apr. May June July Aug Sept Oct Nov Dec. 

Annual Transactions and Reports             

Process Employee W2 forms from QB.             
Process Employer W3 form from QB.             
Review all cash on hand and deposit before end of year.             
Review all outstanding Vendor Invoices and enter QB check 
transactions, if appropriate, to pay bills before end of year. 

            

Review current Class Balances with CPD to determine if balance 
transfers are required. 

            

Print Year-to-Date Ledger Report for each Class.             
Print Balance Sheet Report             
Print Year-to-Date Income and Expense Summary Report.             
Print Year-to-Date Payroll Report.             
Review monthly reports in Binder and print any reports that are 
missing. 

            

Perform the End of Year Procedure.             
Any or all items in this checklist can be changed or adapted to specific county schedules based on extension council policies and 

procedures and county program director instructions. 
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