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X — The requirements herein apply only to the GCBH Central Office and its functions.

— The requirements herein apply, verbatim, to GCBH and its network providersz.

— The requirements herein apply both to GCBH and its network providersz. Additionally, network providers
must have internal documents outlining their processes for implementing the requirements, insofar as they
relate to actions for which network providers are responsible.

PURPOSE: To define processes for assuring that key financial activities are not carried out by
a single individual.
DEFINITIONS
I. None

POLICY

A. GCBH structures its accounting procedures to assure their compliance with legal and
contractual requirements, and assures the segregation of duties to protect against
fraudulent practices.

PROCEDURE

1. CASH RECEIPTING

1.1. Mailis opened by the Office Assistant ; checks are endorsed with the following: “For
Deposit Only,” Greater Columbia RSN, Bank Account #.

1.2. The Office Assistant routes the checks and supporting documentation to the Staff
Accountant.

1.3. The Accountant prepares deposit slips, makes deposits, and requests a transaction
receipt from the bank.

1.4. The Accountant forwards the white bank transaction receipt and the yellow deposit
slip to the Chief Financial Officer.

1.5. The Chief Financial Officer completes the General Receipt/Transmittal and emails it
to the Benton County Treasurer and copies the email to the Accountant.

1.6. The Chief Financial Officer gives the paper documentation to the Accountant for
filing.
1.7. The Benton County Treasurer sends a receipt for the transaction with a receipt
number to the Staff Accountant by mail.
2. VOUCHER/WARRANT PROCESSING POLICY:

2.1. Mail is opened by the Office Assistant. All invoices are stamped with the date
received.
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2.2. Invoices and statements are routed to the Accountant.
2.3. The Accountant prepares the vouchers.

2.4. The Vouchers are prepared, reviewed by the Auditor, and approved by the Chief
Financial Officer.

2.5. The Accountant copies all vouchers and mails the summary cover sheet of the
vouchers to the Benton County Auditor for warrant processing. The supporting
documentation is kept at the GCBH Finance Office.

2.6. The Warrants are processed and received from the Benton County Auditor’s Office.
The Office Assistant or Auditor and the Accountant reviews the warrants, the warrant
register and the voucher approval printouts generated by the Benton County
personnel for accuracy and unusual items. Warrants are verified against amounts
vouchered; inquires are made to the Staff Accountant and the Benton County Auditor
regarding any discrepancies or unusual items.

2.7. The Office Assistant or Auditor mails the warrants to the vendors. The Staff
Accountant files the warrant register and the voucher approval printouts.

3. PAYROLL PROCESSING:

3.1. Employee monthly time sheets are totaled, reviewed for accuracy, and reviewed for
supporting leave request documentation by the Accountant.

3.2. The Accountant transfers each employee’s hours by work code from the employee
monthly time sheet to the “Benton County Payroll Timesheet.” The Staff Accountant
calculates each employee’s monthly wages and reports them on the “Benton County
Payroll Timesheet.”

3.3. The Chief Financial Officer reviews the “Benton County Payroll Timesheet” and
employee time sheets for accuracy and unusual items.

3.4. The Director approves the employee time sheets and “Benton County Payroll
Timesheet.”

3.5. The Accountant submits the “Benton County Payroll Timesheet” to the Benton County
Auditors Office. The Accountant copies the Benton County Payroll Timesheet” for the
GCBH files.

3.6. The Accountant updates the employee leave accrual records.

3.7. The Benton County Auditors office processes and mails the payroll warrants to local
county office where they are picked up by the Accountant who then reviews the
payroll warrants for accuracy and unusual items.

APPROVAL

IS/ William Wilson 04/03/08

William Wilson, DrPH
Director
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