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Accident investigation and reporting,
221-223
Accounting
double entry, 21
entries
adjusting, 28
year-end closing, 29
fund, 10
single entry, 21
software, 23
standards, 10-11
Accounting basis
accrual, 11
cash, 11
modified accrual, 11
Accounts receivable
collection practices, 133
Accounts, types of
assets, 14
liabilities, 15
net assets, 16
statement of Functional expense,
19
statement of Revenue, 17
Actual cash value, 215
Accrual basis of accounting, 11
Aging receivables, 133
Alternative investments
derivative, 174
futures contract, 174
hedge fund, 174
options
call, 174
credit default, 174
pure interest, 174
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put, 174
swap, 174
American Institute of Certified Public
Accountants, 58
American Institute of chilanthropy, 72
Annuity, 178
Audit
committee, 45
comimn erms, 74
cao-dirator, 44—45
opitiions
disclaimer, 66
diverse, 66
qualified, 66
unqualified, 66
program, 58
process
plan the audit, 49-55
prepare the audit program, 57
prepare the financial reports,
58-59
prepare the financial statements,
56-57
trail, 74
types
financial, 43
internal, 43
performance, 43
Auditor
non-audit services, 47, 51
selection of, 25
engagement letter, 52-55
peer review letter, 49-50
request for proposals, 4648
Asset manager, 159-160
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Auto liability, 213
Automated clearinghouse system
(ACHD, 134

Bank
account analysis, 194
obligations, 171-172
request for proposals (RFP), 186
selection of, 186-192
Bank services
core services
account reconciliation, 187-88
bill payment, 187
CD-ROM check imaging, 189
electronic funds transfer, 188
payroll, 187
purchase card payments, 189
security, 188
statement/account analysis, 188
secondary services
401 (k) and 403 (b) plan
management, 190
credit, 190
custodial, 190
investment assistance, 190
lockbox, 189-190
zero balance account, 189
Banker’s acceptance, 172
Banks, types of
Tier I, 186
Tier 11, 186
Tier III 187
BBBWise Giving Alliance, 43, 71,
88
Better Business Bureau, 88-89
Bids
invitation for, 145
limit, 144
Board of directors, 2-3
Bonds
bid, 145
municipal, 201
payment, 145
performance, 145
Budget
amendment, 120
calendar, 102

committee, 100
cutback, 120-121
letter of transmittal, 118
measures
efficiency, 115
inputs, 112
outcome, 113
outputs, 112
process, 112
monitoring, 120
position request form, 111
reserve policy, 101
types of,
line-item, 112
program—performairnice, 112

CAMELS, 192
Capital
asset, 159
budge<. o/
expense, 112
Capialization
curaight line method, 22
accelerated method, 22
Cash basis of accounting, 11
Cash budget
estimation methods, 135
Cash management program
expedite cash flow, 132-135
prepare a cash budget, 136
revenue inventory, 127-132
Certificate of deposit (CD), 172
Certificate of insurance, 216
Certified Public Accountant (CPA)
Adviser, 9, 23
Centralization of purchasing, 141
Charities Review Council of Minnesota,
88
Charity, 1
Charity Navigator, 71-72
Chart of accounts, 13
Claims
handling, 222
litigation, 222-224
measures of performance, 224
Collateralization of deposits, 195
Commercial paper, 172
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Committee of Sponsoring
Organizations (COSO)
features of,
control environment, 32-34
effectiveness monitoring system,
39—41
information/communication
system, 38-39
internal controls, 35-38
risk assessment, 35
Compensation-classification study,
107
Compensatory time, 111
Communication of significant
deficiencies and material
weaknesses, 63
Coinsurance, 215
Conflict of interest
examples of, 137
situations, 140
ways to avoid, 139
Contract
administration, 156
award, 144
problems with, 157
project manager, 156
reimbursement methods, 156
review, 222
scope of work, 154
types of,
fixed price, 156
fixed price with an inflation
escalator, 155
fixed price with incentive and/or
penalty, 156
service, 154
Control deficiency, 32
Controls over
accounting, 36
information management, 36,
40
physical assets, 38
staffing, 35
travel, 37, 41
Corporate note or bond, 172
Cost allocation plan, 22
Current ratio, 91-92

Days cash on hand, 91
Days in accounts receivables, 93
Debt financing, 203
Debt instruments
features of, 199-200
types of,
lease, 202
line of credit, 200
loan, 201
mortgage, 201
municipal bond, 201-202
taxable bond, 202
Debt service ratios, 95
Donor contributions, types of
permanently restrictec; 11
temporarily restriete, 11
unrestricted, 17

Economic ord<: quantity, 161
Electroni¢ tends transfer, 188
Emergency purchase, 141
Empioyee wellness programs, 111
I.quity investments

index funds, 172

stocks, 172
Executive director, duties of, 4

Family and medical leave, 109
FASB statement, 124, 182
Federal grant cost allocation, 22
Fedwire, 188
Financial Accounting Foundation, 10
Financial Accounting Standards Board,
10
Financial audit, alternatives to
agreed upon procedure(s), 67
compilation, 67
independent review, 67
Financial statements
notes to, 78
preparation of, 56, 59
types of,
activities, 79-80
cash flows, 80
financial position, 79
functional expenses, 84
monthly, 120
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Fiscal condition, analysis of
debt service ratios, 95
fundraising efficiency ratio, 88-90
funds management ratios, 94-95
liquidity indicators, 91-94
margin ratios, 94
program efficiency ratio, 86-88
unrestricted net assets, 90-91
Fiscal year, 10
Fixed time deposit, 172
Foundation, 2
Fraud
triangle, 33
types of, 34
Fringe benefits, types of
mandatory
family and medical leave, 109
health care insurance, 110
overtime, 109
social Security and Medicare, 109
unemployment compensation, 109
workers compensation insurance,
109
optional
compensatory time, 111
leave, 110
pensions, 110
wellness program, 111-112
Functional expense cost allocation, 18
Fund development, 124
Fundraiser selection;124
Fundraising
efficiency ratio, 28
expenses, 18
software, 23
Funds management ratios, 94

Generally accepted accounting
principles (GAAP), 10
Generally accepted accounting
standards (GAAS)
fieldwork standards, 58
general standards, 58
reporting standards, 58
Grants
restricted, 129
unrestricted, 129

Gratuity, 139
Green purchasing, 142
Guide Star, 71

Harassment, 211
Hedge fund, 174
Health care
types of plans, 110
Hold- harmless clause, 216
Human resource management policy,
108

Index fund, 174
Insurance
agent, 217
broker, 217
policies, types ot -219-220
policy provisions, 221
Internal conti<!
definiior. of, 31
risks, 35
Inteinial Revenue Service (IRS) Form
290, 68-69
EZ, 69
N, 69
Inventory
issuance, 161-163
stocking, 161
turnover ratio, 163
Investment
adviser, 166
committee, 165
float, types of
availability, 181
federal Reserve, 181
mail, 181
processing, 181
institutions, 169
instruments, 170-174
manager, 165
mix, 167
policy, 165166
reporting and accounting,
182
risks
credit or default, 168
interest rate, 168
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liquidity, 168

market or price, 168
strategies

active, 170

passive, 170

Journal

entry, 24

sample of, 27

types of
accounts payable, 26
accounts receivable, 26
cash disbursements, 26
cash receipts, 26
general, 26

Leadership in Energy and
Environmental Design (LEED),
142
Lease, 202
Leave, 110-111
Ledger, types of
operating, 26
payable, 26
payroll, 26
property records, 26
receivables, 26
Liability accounts, 15
Life cycle costing (LCC), 141—142
Line items, 112-113
Line of credit
committed, 200
standby, 200
uncommitted, 200
Liquidity indicators, 91
Loan
revolving credit agreement, 201
swap, 201
term loan, 201
Lockbox
retail, 134
wholesale, 134

Management and general expenses, 18

Management letter, 41
Margin ratios, 94
Material weakness, 32

Mission statement, 3, 98

Modified accrual basis of accounting,
11

Money market daily accounts, 172

Monthly financial statements, 29

Mortgage, 201

Municipal bond, 201

Negotiable order of withdrawal
(NOW), 172
Net asset accounts, 16
Nonprofits, types of
501(0) (3), 1
501(c) (4), 1

religious, 1

Office of Managemc¢ac and Budget
(OMB) Circular A-122, 22

Office of Management and Budget
(©OMis) Circular A-133, 63, 67

Opiniori letter, 63

Overame, 109

Feer review letter, 49
Pensions, 110
Performance measures, types of

efficiency, 115

input, 112

outcome, 113

output, 112

process, 112
Petty cash, 147
Positive pay, 188
Preventive maintenance, 208
Program efficiency ratio, 86-88
Program expenses, 17
“Provided by client” list, 55
Prudent Investor Rule, 167
Purchase

card, 143

discounts, 146

order

specifications, 144

splitting of, 144

Quick ratio, 92
Quotations, 144-145
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Reasonable basis for the opinion,
58
Records retention, 214
Repurchase agreement, 172
Reserves
designated, 101
policy, 102
undesignated, 101
Revenue
forecasting methods
average change, 104
break-even analysis, 105-106
deterministic, 104
extrapolative, 104
penultimate, 104
qualitative, 104
reliability, 128
types of, 103, 128-132
Revenue accounts, 17
Reverse positive pay, 188
Riley v. National Federation for the
Blind, 123
Risk
assumption
deductible
aggregated stop-loss, 215
disappearing, 215
straight, 215
self-insurance, 214
unwitting
elimination, 207-296
identification, 265297
reduction, 208-214
types of, 205

Safety committee, 208
Sarbanes-Oxley Act (SOX), 44
Securities
performance evaluation of,
182-183
safeguard of, 181-182

Separation of duties
cash management, 37
non-payroll disbursements, 39
payroll, 38
Significant deficiency, 32
Social Security and Medicare, 109
Socially responsible investing, 170
Source documents, 24
Special events
management, 130
revenue, 130
Standardization of goods, 141
Statements of Financial Accounting
Standards, 10
Statement on Auditing Standards (SAS)
No. 70, 169
No. 99, 32
No. 112, 32
No. 114,/59-50
No. 115,31, 60
Strate31C plan, 99
Strenigths, weaknesses, opportunities
and threats (SWOT) analysis, 99
Super NOW account, 172
Swap, 174

Taxable bond, 202
Trial balance, 28

Unemployment compensation, 109

United Way, 101

U.S. Government Agency securities,
171

U.S. Treasury securities, 171

Whistle blower protection, 140
Work papers, 58

Worker’s compensation, 109
Working capital, 92

Zero balance account, 189
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