Best Practices in Financial Management
[bookmark: _GoBack]This checklist outlines common pitfalls in financial management.  It is not an exhaustive list of all state and federal regulations related to financial management and ETH grant recipients are still expected to comply with all federal and state regulations, however, an agency’s successful completion of the checklist will ensure that the most common mistakes have been avoided.  Lead Agencies should work with agencies to correct any pitfalls.
	QUESTION
	YES
	IF NO, HOW WILL THIS BE CORRECTED?

	1. Does the agency have adequate separation of duties to assure that no one individual has authority over an entire financial transaction?  (For example, is the person who requests funds different than the person who deposits the check?)
	☐	

	2. Is each state and federal funding source reported on its own entry line on the chart of accounts?  (For example, ESG, PATH, and HPP grants must each be separated when reporting.)

	☐	

	3. When recording employee salaries, are hours spent per funding source recorded? (For example, hours spent per program per employee, NOT percentage of time worked, must be recorded)

	☐	

	4. Are there significant audit findings and concerns, and if so, were steps taken to correct them?

	☐	

	5. Does the agency have adequate bond insurance to ensure coverage in the case of board or employee theft?

	☐	

	6. If required to match grant funds, is the match being adequately documented so that an auditor or monitor can find sufficient proof of matching funds?

	☐	

	7. Can the agency’s deposits be traced as to provide an audit trail, including date received and date deposited? (For example, all checks received should be entered into the ledger, taken to the bank, and documented with a deposit slip or bank statement.)  

	☐	

	8. Does the agency have an up-to-date Financial Procedures Guide?
	☐	




