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Purpose

To ensure that proper accounting records are maintained and to prevent unauthorized disclosure of the company’s financial and accounting data.

Policy

The company’s operation’s records systems will be reliable, accurate, consistent, easily understood, and lend themselves to prompt access. Among the types of records and reports which fall under the responsibility of Financial Management are:

· Balance sheets, income statement, and other financial reports

· Journals, ledgers, charts of account and budgets

· Cash receipts and deposit summaries

· Checks, cancelled checks, deposit slips, bank statements and reconciliations

· Audit reports, cost reports, tax records, and other external reports

· Accounts payable records and invoices

· Accounts receivable records

· Insurance register and policies

· Payroll records

· Fixed asset records

· Leases, tax exemption letters, and other legal documentation

Access to accounting records is restricted to authorized personnel within the company’s Accounting Department. Paper records will be stored in a security controlled location. Data will be password protected with appropriate levels of security enabled for the appropriate persons requiring access to the accounting software and other financial data.

Accounting records and data released will consist of the minimum amount of information necessary to satisfy a legitimate request for information received from a party with appropriate authorization or need. Accounting data are to be released only with the approval of the Financial Management to release such information.

Occasional reviews will be conducted regarding the appropriateness of the distribution of reports and records to ensure the adequacy of the protection of confidential information and the opportunities which may exist for reducing either the amounts, frequencies, or distribution of financial data.

Accounting records will be kept for periods in accordance with the Business Record Retention Schedule provided by the company’s auditors. No data will be purged from the accounting software without the authorization of the Financial Management.

Any paper records being discarded which include confidential information about employees or patients will be shredded.

Applicability

This policy applies to all accounting records and data, including accounts payable, payroll, grant, and patient account records.







