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ADDITIONAL RESOURCES
Critical Fiscal Roles Worksheet
For each of the activities, identify who performs them. Where do you see gaps?
Strategic
Perform planning and oversight role of the organization, guide accounting activities as needed.
	Sample Activities
	Who Performs this?
	Who is their backup?

	Conducts strategic financial planning, budgeting, and forecasts
	
	

	Reviews financial reports for strategic decision-making and course corrections
	· 
	· 

	Provides oversight and vision for the finance team and fiscal operations
	· 
	· 



Managerial
Guide financial management through organizing resources, providing oversight, and completing critical functions.
	Sample Activities
	Who Performs this?
	Who is their backup?

	Maintains fiscal policies & procedures, oversees internal controls, and ensures compliance
	
	

	Performs monthly close and reconciliations, ensures general ledger quality
	· 
	· 

	Generates financial reports and monitors cash flow
	· 
	· 

	Manages audit process and serves as the main point of contact with the auditor
	· 
	· 



Transactional
Guide financial management through organizing resources, providing oversight, and completing critical functions.
	Sample Activities
	Who Performs this?
	Who is their backup?

	Processes accounts payable, cash disbursements
	
	

	Creates invoices, processes accounts receivable and cash receipts, makes deposits
	· 
	· 

	Maintains accounting files, processes 1099 forms and prepares journal entries
	· 
	· 



Reflection:
· Are the right team members performing duties that match their skillset and organization responsibility?
· What would you want to change?


2. Workflow Mapping
How to Begin Workflow Mapping
1. Reference the Workflow Mapping Template below or create a table with rows and columns
2. Identify roles in the leftmost column
3. Define key steps of the workflow
4. Write down the first step of the workflow in the row of the person who performs this task
5. Write down the second step of the workflow in the row of the person who performs the next task
6. Continue writing steps until the workflow is complete
	Role
	Key Steps in the Workflow

	
	

	
	

	
	

	
	

	
	





3. Financial MAnagement Software System Needs ASsessment
1. For each of the indicators below, answer “yes” or “no” for your organization.
2. Count the number of “yes” answer and enter it into the score box. 
3. Turn to the scoring sheet and use your score to determine if this might be a high, medium or low priority for your organization.
	System
	Indicators of Need/Readiness
	Yes
	No
	Score

	ERP/Accounting System
	· Are you on QuickBooks and have a high percentage of restricted revenue that carries from year to year?
· Are you utilizing all the dimensions/cost centers of your software but still feel you need further flexibility to properly track your data?
· Are there “differentiators” unavailable in your system that would be beneficial to your financial management?
· If you are on QuickBooks and feel you need new software, are you ready to spend thousands of dollars more per year to improve your accounting system?
	
□


□


□


□
	
□


□


□


□
	

	Expense Management
	· Are you chasing after receipts from purchasers?
· Is it difficult to get correct coding from purchasers?
· Does it take a lot of time to enter credit card/reimbursement expenses into the accounting system and/or is the time required delaying your monthly close?
· Does it take a lot of time to reconcile credit card receipts with the statement?
	□
□


□


□
	□
□


□


□
	

	Automated Check Writing
	· Does it take a lot of time to enter invoices into the accounting system?
· Does it take a lot of time to approve checks being cut?
· Are you chasing signatures in order to get checks out the door?
· Are you spending a lot of time and money on mailing checks?
	□

□

□


□
	□

□

□


□
	




	Automated Accounts Receivable & Payments
	· Does your business model (revenue model) require a significant amount of sending invoices and accepting payments?
· Are you unable to produce and send invoices from your current accounting system, or is it not flexible enough for you?
· Does it take a lot of time to enter accounts receivable and payments into your accounting system?
	
□

□


□


	
□

□


□


	

	Payroll and Time & Attendance
	· Is it difficult to get time sheets from employees?
· Do you spend a lot of time hand-entering time into a time system or the payroll system?
· Do you have a large number of employees working offsite or in remote offices, away from HR & Finance?
· Do you need to track employee hours by program for grant reporting?
· Are you manually tracking and recording time off accruals and use?
	□
□

□


□

□
	□
□

□


□

□
	

	Fundraising: Paperless Auction
	· Do you have stakeholders who don’t attend events but might be interested in bidding on auction items?
· Do you spend a lot of time at the end of events checking people out?
	□


□
	□


□
	

	Banking: Cash Disbursements
	· Have you had an issue with or are you concerned about check fraud?
	□
	□
	

	Banking: Remote Deposit
	· Are you concerned you are not able to deposit donor checks quickly enough?
· Does it take significant staff time to travel to the bank for deposits?
	□

□
	□

□
	

	Budgeting & Planning
	· Are you concerned that, even with a complex template, excel does not allow you the flexibly you need in budgeting?
· Are you looking for the ability to incorporate intricate scenario planning into your budget process?
· Are you seeking more robust budget vs actual analysis?
· Are you seeking to add or improve multi-year budgeting in your planning process?
	
□

□


□

□
	
□

□


□

□
	

	Dashboard Software
	· Are you seeking a visual way to report data to your board and other stakeholders?
· Do you have multiple data systems you would like to pull data from for reporting?
· Do you have an excel-based dashboard that you are not able to maintain or is not giving you what you need?
	□

□

□
	□

□

□
	



Financial Management Systems Needs Assessment Scoring Sheet
· Copy your score from the assessment sheet where it says “your score.”
· Based on the score, enter that system under the appropriate priority on the last page of this handout.
	System
	Your Score
	Scoring Analysis
	Explanation

	ERP/ Accounting System
	
	0: Low Priority
	Your system is working well.

	
	
	1-3: Medium Priority
	It looks like your system is not doing everything it needs to do, and it might be worth looking at other systems. Don’t forget to first ensure you’re maximizing everything your system does, as it’s a lot of work to change ERP systems.

	
	
	4: High Priority
	It looks like your system has a number of deficiencies as it relates to your needs and it is worth looking at other systems. Don’t forget to first ensure you’re maximizing everything your system does, as it’s a lot of work to change ERP systems.

	Expense Management
	
	0-1: Low Priority
	Your systems are working well, and the cost may outweigh the benefits.

	
	
	2-3: Medium Priority
	You have a number of inefficiencies which could be improved with a relatively low-cost implementation of expense management. 

	
	
	4: High Priority
	Your purchasing processes could be significantly improved through the implementation of expense management. 




	Automated Check Writing
	
	0-1: Low Priority
	Your systems are working well, and the cost may outweigh the benefits.

	
	
	2-3: Medium Priority
	You have a number of inefficiencies which could be improved with a relatively low-cost implementation of automated check writing.

	
	
	4: High Priority
	Your purchasing processes could be significantly improved through the implementation of automated check writing.

	Automated Accounts Receivable & Payments
	
	0: Low Priority
	Your AR system is working well, or billing is not a big part of your revenue model. 

	
	
	1-2: Medium Priority
	You have a number of inefficiencies which could be improved with a relatively low-cost implementation of automated invoicing and payments. 

	
	
	3: High Priority
	Your billing processes could be significantly improved through the implementation of automated billing and payments.

	Payroll and Time & Attendance
	
	0-1: Low Priority
	Your systems are working well, and the cost may outweigh the benefits.

	
	
	2-4: Medium Priority
	The time it takes to manage time sheets and payroll could be improved with the implementation of new technology in your HR and payroll processes.

	
	
	5: High Priority
	Like many organizations, inefficiencies in time & attendance and payroll are likely one of the largest uses of Finance & HR staff time and could be significantly improved through the implementation of new technology in your HR and payroll processes.

	Fundraising: Paperless Auction
	
	0: Low Priority
	Either you don’t have an auction or yours is working well.

	
	
	1: Medium Priority
	You could see gains in both efficiency and revenue from implementing auction software, although there may be other priorities that are more pressing. 

	
	
	2: High Priority
	You could see gains in both efficiency and revenue from implementing auction software which will likely outweigh the costs. 

	Banking: Cash Disbursements
	
	0: Medium Priority
	Even if you are not concerned about check fraud, positive pay is a low-cost solution with significant gains and is worth investigating. 

	
	
	1: High Priority
	Positive pay is a low-cost solution with significant gains which you should pursue. 




	Banking: Remote Deposit
	
	0: Low Priority
	Your deposit procedures are working well.

	
	
	1: Medium Priority
	Remote deposit is a low-cost solution with significant gains and is worth investigating.

	
	
	2: High Priority
	Remote deposit is a low-cost solution with significant gains which you should pursue.

	Budgeting & Planning
	
	0-1: Low Priority
	The significant cost of planning software likely outweighs the benefits. 

	
	
	2-3: Medium Priority
	Planning software would likely improve your ability to plan but, due to costliness, should be weighed with other technology solutions. 

	
	
	4: High Priority
	Despite its cost, it seems planning software could benefit you in your planning and analysis function. 

	Dashboard
Software
	
	0: Low Priority
	You already have a dashboard or are happy with your reporting.

	
	
	1-2: Medium Priority
	Dashboard reporting could improve your reporting and is worth investigating, if you cannot do what you need with excel. 

	
	
	3: High Priority
	It seems likely the cost of dashboard software would be worthwhile for your organization. 





4: Technology Solution Implementation Plan
	Implementing a New Technology Solution- Things to Think About

	What technology solution do you want to implement?

	Why this solution and why now? Think about:
· How will this improve your financial management practices?
· How can you reallocate staff time?
	

	Who needs to be involved in the implementation process? Think about:
· Who is the end user?
· Who will be the power user?
· Who will manage the process?
	

	What barriers might you face in implementing? Think about:
· Will people embrace the new technology?
· What will it cost?
· Other barriers?
	

	What training and communication will be needed to ensure buy-in and success?
	

	When is the right time to implement this new solution?
	





