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Housekeeping
◦ This webinar is being recorded.
◦ Slides and recording will be sent to you after the 
webinar concludes.
◦ In the event of technical difficulties, please bear with 
us!
◦ If you have a question, please use the Q&A button at 
the bottom of your screen, and we will be taking 
breaks periodically to answer your questions.
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Disclaimer
These materials were prepared solely for the purpose of general education. They are 
distributed with the understanding that Insero & Co. CPAs, LLP and its Partners and 
employees are not engaged in rendering legal, accounting, or other professional service as 
part of this presentation. Statements and opinions are those of the presenters or participants 
only. This presentation may be recorded and published without further notice.

The information contained herein is general in nature and based on authorities that are 
subject to change. Insero & Co. CPAs, LLP guarantees neither the accuracy nor 
completeness of any information and is not responsible for any errors or omission, or for 
results obtained by others as a result of reliance upon such information. Insero & Co. CPAs, 
LLP assumes no obligation to inform the reader of any changes in laws or other factors that 
could affect information contained herein. This publication does not, and is not intended to, 
provide legal, tax or accounting advice, and readers should consult their advisors 
concerning the application of laws to their particular situation.
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PLANNING
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Is there a plan?

Do people know what is 
expected of them?

Is there a calendar of key 
dates?

Is there a schedule of 
daily, weekly and monthly 
processes?
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Planning

Document daily, weekly and monthly 
processes

Assign standard completion dates
One calendar with external due dates
Who’s responsible?
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The BIG PICTURE
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Planning

 Dashboard
 Vendor and 

customer 
information 

 Standardize the 
close process

 Don’t wait until 
month end
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Planning

Delivery of information
 Know your audience
What’s key to communicate
What’s the best platform
What’s the occurrence
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Planning

 Budget
Always have one
 P&L, Balance Sheet and related CF
 Breakdown by month
 Review at least monthly

© Insero & Co. CPAs, LLP 13



Planning

Grant reporting
Create summary document
 Identify Employees/payroll coding
 Summary of grant highlights
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MONITORING
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Are goals 
shared?

Does everyone know 
what’s important?

Does everyone know your 
deadlines?

Does everyone know 
where you are at?
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Monitoring

Monitor key metrics
 Payment trends
 Include both 

financial and 
operational staff
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Monitoring

Monitor financial results
Are you on budget?
Review actual to budget each month 
 Evaluate variances
Reforecast
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Monitoring

Monitor Balance Sheet budgets
Compare cash on hand to budgeted 

cash 
Weekly cash flow tool to manage short 

term
Are other Balance Sheet accounts in 

line with budget? If not, why?
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Monitoring

Monitor grant budgets and activities
Calendar of reporting deadlines
 Schedule for completion
Assignment of staff
Date due
 Shared drive for all to view 
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AUTOMATION
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Are you utilizing 
technology?

Are you still relying on 
paper files?

Do you store all your 
critical information on a 
secure platform that is 
accessible by key team 
members?

Do you know where to 
find information if it’s 
being stored 
electronically?
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Automation

Can information easily be shared?
Ensure there is an organized method 

to how you store information.
How much of your information is done 

manually/off-line from accounting?  
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Automation

Develop and document processes 
addressing  standard procedures

Don’t get hung up on trying to 
develop a process to account for all 
the variables
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Automation

Start by creating a process workflow
What are the steps 
Who’s responsible for each step
Work together 
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Automation

Accounting system
Does it allow you to automate your 

processes?
 Is it cloud based?
 Is it secure?
Does it link with other key platforms?
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Automation

What are the critical 
functions?

What do you do daily?
What involves multiple 

layers?
Where do you waste the 

most time?
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Automation

3rd party applications
Bill payment 
Managing expense reports 
Donor management
Payment processing
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Automation

 Link to bank
Reconciliations
Download activity
Remote deposit
 Set up auto payments 

Auto generated payroll journal entry
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Automation

Pick a process improvement
Collaborate with your back-up and 

supervisor
Map out the transition
Pick a date
Execute
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DATA ACCURACY
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Do your numbers 
line up?

How often do you have 
mis-postings?

Are multiple GL accounts 
used for the same 
expenses?

How much clean up is 
done at month end?
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Data Accuracy

 Establish GL defaults 
for vendors

 Inactivate codes
 Provide up-to-date 

Chart of Accounts 
(with examples)
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Data Accuracy

Minimize using manual processes
 Enter information in the system based on 

needed output
Review A/R and A/P postings weekly
Review monthly GL postings prior to 

month end
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Data Accuracy

Compare actual to budget
Look for variances

Reconcile Balance Sheet accounts 
monthly using standard workpaper
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PEOPLE
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Are you a team?

Are all team members 
working toward the same 
goals?

Do you and your co-
workers support each 
other?

Are you an island?
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Communicate
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People

Clarify each role
Outline job duties
 Provide training
 Process documentation
 Identify and train back-up
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What’s your role?
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People

Hold people accountable
 Set aside time with your co-workers and 

supervisor on ways to streamline 
processes

 Be open to suggestions
 Embrace change 
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THANK YOU
www.inserocpa.com
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