December 2006
                                           


MONTH END CHECKLIST FOR RAISER’S EDGE ENTRY
Following are the activities that need to occur by the end of each month to be able to post contributions to the general ledger in the appropriate fiscal month.  We need to insure that critical entries have been processed in Raiser’s Edge, so that Accounting can publish accurate and timely financial reports. The goal is to be able to run a distribution report by the second business day of the month
· Batch Entry


Batches for activity received within the month need to be entered before a final distribution report can be run to post to the general ledger.  (For example: Cash deposited in March is recorded on a batch transmittal with the same deposit date.  The batch needs to be entered into RE with the same gift date as the deposit date.  Extra effort should be made at the end of the month to assure that branch deposits have been sent immediately to Financial Development, and FD immediately enters the batch.)  At the end of the month communication needs to occur between FD and Accounting to coordinate the running of monthly reports and posting of activities.  
· Payroll Deductions


Payroll deductions occur twice per month.  The payroll data should be obtained from HR immediately after each payroll date so that batches can be entered throughout the month instead of only at month end.  These batches are more lengthy and time consuming.

· Stocks/Network for Good/Cars for Heart


These types of transactions are typically more complex and more time consuming.  Some transactions are generated by a check being received, others or initiated by communication from Accounting that an ACH has been received.  After the transactions have been recorded in the donor’s record in RE, Accounting prepares a manual journal entry to record all of the appropriate general ledger account transactions. Again, due to complexity, these transactions should not be held until the end of the month.

· Miscellaneous ACH Transactions


Periodically foundations, county agencies, etc. will send a payment or contribution by ACH instead of by check.  When these are received into the bank account, Accounting notifies FD and the branch so that the entries can be made in RE.

· United Way


At least quarterly a check or ACH is received from United Way for designated gifts.  This entry is fairly complex because it involves several donors, and amounts less a UW fee.  This receipt would typically be received in the first half of the month and should be entered immediately to avoid complications at month end.
· EFTS through Y Metro


Reports will be generated by Accounting for account numbers 6410-6415 (all funds) at the end of each month reflecting EFT’s that have been processed through Y Metro.  These entries will need to be recorded in RE as “Do Not Posts”.  Although, these do not get posted to the general ledger through Raiser’s Edge, they are included in month end reports generated through Raiser’s Edge.


· Adjustments


Adjustments should be entered as promptly as possible.  They could have an impact on financial information being published.
MONTHLY CHECKLIST

(Raiser’s Edge Entry Activity)

Month ____________________

Payroll Deduction Batches   (twice per month, two batches per payroll)




CTC Payroll One






_________



Y Partners Payroll One





_________



CTC Payroll Two






_________



Y Partners Payroll Two





_________

United Way Designated Gifts (typically quarterly)



_________

Other United Way ACH’s



Notifications Received from Accounting



_________



Batch Entered and Committed




_________

Other ACH’s



Notifications Received from Accounting



_________



Batches Entered and Committed




_________

Y Metro EFT’s (every month) 


Y Metro EFT Reports (first business day of each month)
            ________(acctg)


EFT Batches entered






_________
Stock Batches 



Are all entered that have been received?



_________


Accounting to do manual Journal entry



_________ (acctg)
Cash Batches


All entered     (that have been received)       



_________


All cash batch accounted for





_________

Adjustments


All financial impact adjustments are made



_________


Adjustment report run and journal entry prepared


_________(acctg)
Check for CTC pledges


Assure that all CTC gifts have an associated pledge


_________

Audit Queries


Accounting to run audit queries before final distribution report         ________(acctg)

FD to run report checking for mismatched pledge pymts

 _________(f/d)
Distribution Report                                                                                               _________(acctg)
Reports Run  (see separate instruction page for directions)

CTC








________(acctg)

Y Partners







________(acctg)

Collection Reports 






_________(f/d)

Boys KYBO







________(acctg)

Grants








________(acctg)


Credit Card Query
(save as excel file)



________(acctg)

Other








_________

Hard Posting








_______(acctg)
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