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INTRODUCTION 

 

Accounting for Le’Chris fulfils three (3) important functions: 

 

1. Ensure fiscal accountability 

 

2. Ensure that procedures are designed to provide necessary controls 

 

3. Provide meaningful financial information to allow the Le’Chris owners to maximize 

effectively the resources available. 

 

This policy will be reviewed and updated on a periodic basis. 

 

ROLE OF OWNERS 

 

Le’Chris shall manage its fiscal affairs consistent with the purposes of the companies and in 

accordance with sound practices and legal requirements. 

 

The financial responsibility of the Owners of Le’Chris is three-fold: 

 

1. To ensure that the agency is properly managed through the adoption of an annual 

budget, establishment of policies for administration of funds, and the regular review 

of the financial status of the companies. 

 

2. To ensure that all local, state, and federal reporting requirements and procedures are 

followed. 

 

3. To utilize proper judgment in all business transactions. 

 

CORPORATE FINANCIALS 

 

An examination of the companies’ financial records is conducted annually by an independent 

public accountant.  In addition, the CPA also prepares the corporate financial statements 

and tax returns. 

 

TAX STATUS 

 

The companies are organized as subchapter S corporations as FOR profit companies.  

Corporate taxes are paid as part of the owner’s personal tax returns. 
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BUDGET POLICY & PROCEDURES: 

 

1. The Owners prepare the annual budget for the companies. 

 

2. The Owner, CFO controls the budget, ledgers, and all financial aspects of the 

companies. 

 

3. The Fiscal year is the calendar year 01/01 through 12/31. 

 

POLICY:  It is the policy of Le’Chris to operate on an annual budget approved by the 

Owners.  The annual budget will reflect anticipated needs and resources and will be 

completed and approved in a timely manner. 

 

PROCEDURES:  Le’Chris operates on a CASH basis accounting method with the budget 

controlled from a cash flow method. 

 

FISCAL REPORTS 

 

The CFO (owner) prepares fiscal reports.  The CFO forwards the fiscal reports to the CPA 

annually.  Once the CPA has prepared the financial reports and tax returns, the Owners hold 

a meeting to discuss the financial status of each company and how Le’Chris should proceed 

in the future.  The CFO and CEO are both assisted by their Executive Administrative 

Assistant in many of the fiscal tasks. 

 

ACCOUNTS PAYABLE 

 

Payables consist of bills for services rendered and payroll.  It is the policy of Le’Chris to 

have a consistent and accurate payroll each pay period.  It is also a policy to pay bills in a 

systematic, consistent manner and on time. 

 

PAYROLL PROCEDURES: 

 

1. TimeClock Plus (time clock software used by Le’Chris) retrieves information entered 

into the AlphaCM billing database program and calculates gross pay and overtime. 

 

2. TimeClock Plus information is sent electronically to Carolina Paymasters, a payroll 

company in Charlotte, NC that Le’Chris has contracted to do payroll since 1998. 

 

3. Carolina Paymasters prints checks, takes out taxes, lists payroll deductions, and 

prepares and submits the payroll taxes. 

 

4. Le’Chris receives payroll reports for each payroll period and also receives monthly, 

quarterly, and annual reports.  Payroll taxes are paid with each payroll. 

 

5. The payroll reports are reviewed by the HR Director and Payroll Manager.  The CFO 

also reviews the payroll reports and supervises the posting of the payroll in the 

ledger. 

 

6. The Payroll Manager places the checks in envelopes and prepares the payroll 

receipt registers which employees must sign when they pick up their check. 
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7. Paychecks are picked up at the office by the employees.  No one can pick up an 

employee’s check without a letter of authorization.  Whoever picks up the check 

must sign and date the payroll receipt register 

 

8. Employees speak with their supervisor regarding any alleged discrepancies with 

their check.  The supervisor researches the alleged discrepancy and discusses the 

finding with the employee 

 

9. When payroll errors are detected that are not the fault of the employee, a check is 

hand-written the next business day.  If the discrepancy is less than $20.00, the 

funds will be paid with the next payroll.  

 

10. Payroll, Overtime and other trends are reviewed on a monthly basis. 

 

 

PAYABLES PROCEDURES: 

 

1. The executive Administrative Assistant/Payables Manager (EAA/PM) receives, 

opens, and separates mail daily.  All payables are divided by company and by day 

received. 

 

2. All payables are set up for payment either through an online banking system or are 

paid by a hand-written check and signed by the CFO.  The CFO approves all 

payments before funds are disbursed. 

 

3. Payments to vendors are entered into each company’s ledger by date, check 

number, cost code, and vendor name 

 

4. After all payments are made and posted in the ledgers, all payables are filed in the 

Executive Administrative Assistant’s office. 

 

5. The EAA/PM reconciles all ledgers with the bank statements monthly. 

 

 

RECEIVABLES PROCEDURES: 

 

1. Le’Chris uses an electronic billing, medical records, and personnel record system 

called Alphaflex CM (Alpha).  Alpha has many management and financial tools and 

reports. 

 

2. The Director of Information and Billing Systems (DoI/BS) reviews the digital 

versions of the Remittance Advise (RA’s) when the RA’s are received, and notifies 

the CFO of the payments to be received for the week. 

 

3. The DoI/BS then reviews the denied claims, determines what needs to be corrected 

and works with appropriate office director to make the corrections and re-bill the 

claims. 

 

4. The CFO and CEO review the RA’s or other reports in Alpha to manage the 

receivables and other aspects of the financial systems at Le’Chris. 
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5. The EAA/PM retrieves the mail daily and opens, separates and distributes the mail 

according whether it is payables, receivables, correspondence or some other type. 

 

6. Checks received are sorted by company, totaled, and are either deposited using an 

onsite deposit system provided by the bank, or are deposited manually at the 

appropriate bank. 

 

7. Deposit slips or onsite deposit receipts are posted in the appropriate ledger 

according to date, cost code, source and amount and then filed according to 

company, year and month. 

 

8. The CFO oversees the receivables process by identifying future receivables using 

tools in the Alpha system in order to provide a check and balance of the electronic 

and paper receivables. 


