
Financial Records Tasks

Financial Records Tasks
1. Get the mail from the very back of the storage area or from the safe. Sort it into checks,

bills/statements, or other info. There is a rack of file folders behind the desk with folders
for credit card, truck, deposits, and more. File any paperwork that is obvious, other than
the checks. It should be noted on credit card receipts what was purchased (office supplies,
gas, etc.)

2. Sort the checks and corresponding paperwork into two piles - transport donations, and all
the rest. We separate the deposits for these two. All checks should be stamped with the
"For Deposit" stamp found in the top drawer in the desk.

3. For the transport deposit,
1. Write on the transport schedule the check numbers next to the donated amounts

that the guys wrote down when they made the pickup.
2. Make a copy of all the checks, then on that sheet, write down "transport deposit"

and if there was any cash, the amount of cash along with the name of the person
(people) who gave cash. For the checks, circle or highlight the person that wrote the
check, if there are two names on the check. Then sum up at the bottom the total of
the transport donation (cash and checks).

3. Enter the transport deposits in the database. For each donation:
1. Search for the donor's name in the database to see if they have donated

before. If they have, select their record, and if not, create a new record and
enter in the name/address/phone info that you have.

2. On the Donor Items tab, click on "add item". Enter the date of the pickup, the
quantity donated ($ amount), the item (select Transport Donation from the
drop-down), and in the notes field enter the check number, cash, cashier's
check, etc. Save by selecting "update".

4. Go back to the check copy page and write "entered in DB".
4. For non-transport donations,

1. Copy the checks as before, and sum up the totals for the page. Write the type of
income it is under each check (individual donation, corporate donation, grant,
recycling, consignment, etc.). We enter Gail McCarthy (Scentinel Nose Work) as a
corporate donation.

2. Go to the database, enter the checks as before, selecting the right type of income
from the drop down, and putting the check number or cashier check in the notes
field. You don't have to change the dates on these, the day they are entered (default
date) is fine. Do pay attention to the dates of checks at the beginning of the year
when income might be from the previous fiscal period.

3. When checks come from places like Fidelity, they are almost always on behalf of an
individual donor so enter them under that donor's name. Sometimes it is tricky to



find that info on the letter.
4. For an anonymous donation, create a new donor by entering the last name as

'Anonymous' and the first name as the date (yyyymmdd).
5. Go back to the check copy page and write "entered in DB".

5. To check your work, run the Access database report titled "Donated Items by Date by
Donor". The date range you enter should reflect the dates of the donations and not
necessarily the date you manually entered the deposit. If you see any inconsistencies,
research and correct.

6. If a donation is $250 or greater, it needs a printed out thank-you letter. Print out the
letter, sign it, address and stamp it. Envelopes are in the bottom drawer of the left side
and there are more either in the penalty box or anywhere else office supplies might be.
Stamps are in the safe, and return address labels are in the main drawer under the desk.
We don't have mail pickup at FS so you will need to mail these.

7. For both transport and other deposits, get deposit tickets from the top drawer of the desk
(don't use the one with our account number on it) and write the account number on them
(you don't have to fill out the other info). List the checks and cash on the back, total it on
the front, and take it to Avidia bank to deposit it and get the receipt.

8. Put all the deposit paperwork in the safe until you get the receipt. When you do, staple the
receipt to the top left-hand corner of the paperwork and then file it in the deposits folder.
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