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Examples of Internal Controls

· Accurate and Timely reporting of Financial Information
· Review financial information regularly to identify areas of concern, see patterns, and ask questions.
 
· Written Policy and Procedure Manual
· A written policy and procedure manual sets expectations, provides clarity about processes, helps to maintain compliance with laws, and provides continuity should someone leave. 

· Written Parent Handbook
· A parent handbook sets clear expectations for the relationship between families and the center. 

· Separation of Duties
· The person initiating a transaction should not be the person who approves the transaction. For example - don’t have the same person who cuts the checks sign the checks. This will help reduce the chance of mistakes and possible fraud by including a second person in the process. 

· Authorizations & Approvals
· Be specific about who has authorization to make purchases and the spending limit after which approval is required. This should be documented in the policy and procedure manual. 

· Recordkeeping
· Have clear policies and procedures about recordkeeping. Examples include paying only from vendor invoices, not statements or emails and marking invoices “PAID” to prevent duplicate payments. The policy and procedure manual should also include a records retention policy that outlines how long important business documents should be kept before being destroyed. 

· Restricted Access to Financial Information
· Access to financial information should be limited to only those individuals that absolutely must have access. Examples of sensitive financial information include credit card numbers, bank account numbers, payroll records, etc.

· Equipment & Furniture Records
· [bookmark: _GoBack]Maintain a record of assets such as furniture and equipment. Businesses should set a dollar value at which point they would start tracking (capitalizing) these assets. 

· Data Protection
· It is crucial to protect the personal data of employees, parents and children. Examples of data include social security numbers, credit card numbers, addresses, and bank accounts. Protect data by strengthening online passwords, limiting access to personal information, keeping paper records with personal data locked, and prohibiting the sending or receiving of credit card and/or social security numbers by email.[image: ]National Center on 
Early Childhood Quality Assurance
9300 Lee Highway
Fairfax, VA 22031
Phone: 877-296-2250
Email: QualityAssuranceCenter@ecetta.info
Subscribe to Updates
http://www.occ-cmc.org/occannouncements_sign-up/
The National Center on Early Childhood Quality Assurance (ECQA Center) supports State and community leaders and their partners in the planning and implementation of rigorous approaches to quality in all early care and education settings for children from birth to school age. The ECQA Center is funded by the U.S. Department of Health and Human Services, Administration for Children and Families.
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