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Introduction 
The Governing Board of Citizens of the World Charter Schools – Los Angeles (“CWC LA” or 
“the organization”) has reviewed and adopted the following policies and procedures to 
ensure the most effective use of the funds of CWC LA to support its mission and to ensure 
that the funds are budgeted, accounted for, expended and maintained appropriately. 
 
CWC LA has contracted with Excellent Education Development (“ExED”) for various 
business services including budgeting, financial reporting, and forecasting; accounting 
and bookkeeping; cash management; CALPADS reporting; and payroll processing and 
retirement reporting.   
 
For the purposes of this document, any reference to Office Manager indicates an Office 
Manager or equivalent position (e.g., Office Coordinator, Business Manager, Director of 
School Operations, etc.)  

 
 
Accounting Procedures 
This section covers basic accounting procedures for the organization. The accounting 
procedures used by the organization shall conform to Generally Accepted Accounting 
Principles (GAAP) to ensure accuracy of information and compliance with external 
standards. 
 
Basis of Accounting 
Policy: The organization uses the accrual-basis of accounting at year-end, meaning that 
revenues are recorded when earned, and expenses are recorded when a liability is 
incurred regardless of when the receipt or payment of cash takes place.  
 
Procedures:  
• Throughout the fiscal year, revenue is recorded in the month in which it is received 

and expenses are recorded in the month in which they occur.  
• At the close of the fiscal year, all revenue earned in the fiscal year, but not received 

is accrued. All expenses that have been incurred but not paid are also accrued.  This 
ensures that that the year-end financial statements reflect all revenue earned and all 
expenses incurred during the fiscal year.  

• Year-end books, inclusive of adjusting journal entries, are closed by December 15, the 
date by which the audit report must be submitted to the state controller, LAUSD and 
respective reporting agencies. 

 
Bank Reconciliations	  
Policy:  Bank reconciliation and approval will occur on a monthly basis. 
 
Procedures: 
• The ExED Accounting Associate or Senior Accounting Associate (AA/SAA) assigned to 

the organization will print the bank statements directly from the organization’s online 
banking account.  If online banking is unavailable, the organization will make copies 
of the original statement available to ExED. 

• The ExED AA/SAA will prepare the bank reconciliation. 
• The reconciliation will include a review of outstanding checks older than 90 days.   
• The ExED Accounting Manager or Vice President assigned to the organization will 

review and approve the bank reconciliation by initialing and dating the report. 




