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Learning Objectives 

• Specify the situations in which procedures should or should not be employed, and the 
best procedure format to use. Also note the constituencies most interested in the de-
velopment of procedures. 

• Specify the uses of order forms and return merchandise authorizations, and the appli-
cation of verification techniques in the order entry process flow. 

• Identify the clauses and documents used in a credit review, as well as the triggering 
events for credit changes. 

• Specify the documents required in the shipping process flow. 
• Specify the flow of documents required to produce a customer invoice. 
• Specify the uses to which a credit memo can be put, and the positions involved in the 

collection process. 
• Identify the steps in the cash receipts process flow. 
• State the authorizing documents used to order goods and services, as well as the steps 

in the purchasing process. 
• Specify the control points in the analysis and processing of procurement card state-

ments. 
• Identify allowable items to include in an expense report and situations in which per 

diem payments are made. 
• Recognize the situations in which the petty cash amount should be altered, and actions 

to take if a variance is found. 
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• Recognize the documents used to control the inflow of goods to a business, and the 
contents of inventory tags. 

• Specify the reasons for using three-way matching and the variations on this concept 
to improve the processing of payables, as well as the use of adjustment letters. 

• Identify the reasons for verifying count tags and the uses to which a cycle counting 
report can be put. 

• State the differences between a timesheet and timecard, and note the contents of an 
employee record. Also recognize the types of employee pay deductions. 

• Specify the reasons for using a capital request form, the steps required to dispose of 
a fixed asset, and whether to engage in a post installation review. 

• Identify how investable cash is calculated, the use of a cash concentration account, 
and when to distribute inter-company cash. 

• Identify the situations in which subsidiary ledgers are closed, when approvals are 
needed before financial statements can be issued, and the approval process for ED-
GARizing financial statements. 
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Preface 
A business needs a set of well-designed procedures to ensure that its transactions are completed in a uniform 
manner. Otherwise, a company will experience inefficiencies and an increased incidence of fraud, and will 
spend an inordinate amount of time correcting transaction errors. The Accounting Procedures Guidebook 
is designed to rectify these problems by walking you through dozens of accounting and operational proce-
dures and forms. Applying these procedures to a business makes it easier to manage, increases operational 
efficiencies, reduces errors, and enhances the level of control. 

In Chapter 1, we discuss the need for accounting procedures, how to determine the correct number of 
procedures to develop, and how to create and distribute them. In Chapters 2 through 7, we cover the proce-
dures needed for the sales cycle, from the initial receipt of orders through credit planning, shipping, billing, 
collections, and the receipt of cash. In Chapters 8 through 13, we describe the procedures needed for the 
procurement cycle, including purchasing, accounts payable, receiving, and several related topics. In Chap-
ters 14 through 17, we address the same types of information for inventory, payroll, fixed assets, and treas-
ury activities. Finally, Chapter 18 addresses the process flows for closing the books of a private company 
and a public company. The presentation in Chapters 2 through 18 includes forms, procedures, and 
flowcharts. 

The answers to many questions about accounting procedures can be found in the following chapters, 
including: 

• How do I format a procedure? 
• How do I handle deviations from procedures? 
• How do I handle a return merchandise authorization? 
• What process should I follow for a credit examination? 
• What controls should be placed on the shipping of goods? 
• Which format should I use for a statement of account? 
• Which controls should I include in a cash receipts procedure? 
• How do I construct a purchasing procedure? 
• What system is needed to manually process expense reports? 
• How does the three-way matching process work in accounts payable? 
• How do I conduct a physical inventory count? 
• What is the procedure for processing payroll? 

The Accounting Procedures Guidebook is designed for both professionals and students. Professionals can 
use it as a reference tool for creating and revising procedures and forms, while it provides students with an 
overview of the entire system of procedures. Given its complete coverage of the accounting procedures 
topic, The Accounting Procedures Guidebook may earn a permanent place on your book shelf. 
 

Centennial, Colorado 
July 2024 
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