Index

10K report contents, 155-156

Account
Code list, 129-130
Definitions, 55-56
Reconciliation, 39
Accounting software packages, 15
Accounts payable, see Payables
Accruals
Commission, 104-105
Vacation, 107-108
Acquisitions impact on/closing,
66-68
Adjustment letterc, 155
Analytical review, 168, 169
Approvals reduction, 115-116
Audit
Committee, 161-162
Expense reports, 125-126
For 10K filings, 157-160
Inventory, 72-73
Automation impact on the fast close,
143-151

Bad debt reserve, 35
Bank account

Access, 137-138

Consolidation, 141-142
Bank reconciliation

Daily, 32-33

Final, 42

Batch siziny, 30
Billable tours review, 36
Bilha'x
Clesing, 93-99
Deferral of, 42
Mailing of, 42
Procedure, 173, 189
Process review, 22-24
Recurring invoice, 34, 93
Bills of material, 87

Cash process review, 26
Centralization of accounting, 63—68
Check posting delays, 138
Checklist

Closing activities, 44, 167, 181-183,

197-199, 201-204
Journal entries, 52
Checks, uncashed, 33
Chart of accounts
Mapping, 11
Multiple, 16
Standardization, 56-57
Closing binder, 176
Closing checklist, 167, 181-183,
197-199, 201-204
Closing process
Duration, 29
Improvement, 177-180
Problems, 13-17
Procedure, 172-176, 186-195
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Closing process (continued) Financial analysis closing tasks, 192
Review, 26-29 Financial statement error review, 40-41
Traditional, 7-17 Fixed asset close procedure, 174, 193

Commission Flexible spending account funding, 37
Accrual, 104-105 Floor stock, 79-80
Calculation, 40, 101-102 Flowcharts
Payment posting, 103-104 Billing process review, 24
Structure, 102-103 Cash process review, 26

Consolidation software, 148-149 Closing timeline, 45, 58, 67, 90, 98,

Container sizing, 80-81 109, 150

Controller closing tasks, 190 Complex enterprise close, 14

Controls Final closing process review, 27
Financial reporting controls, 165-176 Financial reporting controls, 166
Strength of, 159 Inventory process review, 25

Cost accountant closing tasks, 191 Payables process review, 23

Cost reports, 49 Payment based cixveceiving

Costing close procedure, 173-174 approval, 173

Cross docking, 79 Payroll process.review, 20

Currency reporting, 12 SEC filings, 154, 163

Cutoff, month-end, 111-112 Timeline, 28

Cycle counting, 72, 73-77 Traditional close, 8

Decentralization, 15-16 eneral ledger

Deferred closing activities, 42—43 Close procedure, 175, 194

Depreciation calculation, 39—40 Interface automation, 145

Disclosure memo, 168, 170 Gravity flow racks, 89

Drop shipping, 78-79
Incentive compensation

Electronic data interchange; 57, software, 103
123-124 Intercompany transactions, 11-12, 57,
Electronic spreadshedts; 16 179-180
EDGAR system, 162 Interest expense accrual, 36
Engineering change orders, 87 Inventory
Enterprise resources planning system, Accuracy report, 74
149-151 Cross docking, 79
Equipment setup times, 81 Drop shipping, 78-79
Error rates, 21 Obsolescence reserve, 33
Error review, 40-41 Obsolete, 85-89
Expense accruals, 54-55 Process review, 24-26
Expense report Quantity reduction, 77-84
Auditing, 125-126 Tracking system, 69-73
Automation, 127-128 Invoicing, see Billing
Fast close Journal entries
Automation, 143-144 Centralization of, 54
Benefits, 2-3 Checklist, 52
Definition, 1-2 Immaterial, 51
Impact on fraud, 17 Posting of, 55

Steps, 4-6 Procedure, 172



Recurring, 53
Standardization of, 52-53

Legal review, 160
Lockbox
Check images, 141
Receipts, 138-140
Truncation, 140-141
Lower of cost or market, 33, 84-85

Manual check elimination,
132-133
Matching, three-way, 114-115
Materials review board, 86
Metrics
For the fast close, 179-180
Reporting, 49-50
Multi-national closing tasks, 12

Negative approvals, 117

Obsolescence reserve, 33
Obsolete inventory, 85-89

Officer certification, 160-161
On-line analytical processing, 149
Order penetration point, 82-83
Overhead allocation, 33-34

Parts consolidation, 71
Payables

Closing procedure; 173, 188

Month-end cutoii, V11-112

Process review, 22
Payment automation, 131-132
Payroll close procedure, 174, 195
Pension plan funding, 36-37
Procedures

Closing, 185-195

Financial statement creation,

172-176

Lack of, 13-14

Lower of cost or market, 85
Process review

Billings, 22-24

Cash, 26

Final closing, 26-29

Inventory, 24-25

Payables, 22

Procurement cards, 117-122
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Product
Option reduction, 81-82
Reduction, 82
Public company
Closing checklist, 183
Closing tasks, 12-13, 153-164
Purchasing
Cards, see Procurement cards
Stockless, 78

Rack layout, 70
Raw material ownership, 78
Rebillable expenses
Billing of, 42, 95
Review of, 35
Recurring invoice biliings, 34
Reports
Costing, 49
Cycle conning, 74
Delivery of, 47-48
Early completion of, 41
TMonmats of, 16
1nventory accuracy, 74
Metrics, 49-50
Standardization of, 48—49
Where used, 86

Safety stock levels, 83
Sarbanes-Oxley Act, 3, 160
Securities and Exchange Commission,
153-157
Setup times, 81
Shelf life date, 88-89
Shipping log
Computerization, 94-95
Verification, 35
Sick time, 108
Signature stamp, 133-134
Soft close
Closing checklist, 197-199
Definition, 1
Software
Consolidation, 148-149
Enterprise resources planning,
149-151
Workflow management, 147-148
Spreadsheet controls, 171-172
Standardization impact on closing,
61-63
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Statements, billing, 96

Subledger transaction review, 32

Supplier
Adjustment letters, 135
Invoice data entry, 124-125
Invoice numbering, 122-123
Lead time reduction, 77
Phased deliveries, 78
Request investigation, 130-131
Statements, payment from, 134

Three-way matching, 114-115
Time clock
Bar coded, 105-106
Web-based, 106-107, 145-146
Travel expense accrual, 38-39
Travel policy, 128-129

Uncashed checks, 33
Units of measure, 71

Vacation
Accrual, 38, 107-108
Carry forward, 108-110
Virtual close, 1-2

Wage accrual, 37-38
Wait time, 20
Warehouse
Lockdown, 71
Staff training, 72
Where used report, 86
Workflow management svstem, 147-148

Year-end closing cbecklist, 201-204



