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Quick Books –Essentials for 
Small Townships



Why Do Users Love QuickBooks?

Super Easy to Use-Has a Built in 
“Interview” Process to Help you 
Get Started.

Cheap!  General Ledger/Accounts 
Payable/Payroll for Around $400 + 
Payroll Maintenance Fees.



Which Version of QuickBooks to 
Use?

QuickBooks on Line-$40/per mo.

QuickBooks Pro-from $200

QuickBooks Premier-3 Users from 
$1250

QuickBooks Enterprise-from $600 per 
user





Easy To Do The Things You Have To 
Do:
Simple Budget Integration.

Writing a Check (if set up 
properly) Posts Directly to 
General Ledger.

Deposits 

Bank Reconciliation.
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More Sophisticated Budgeting

QB Pro Has an Easy “Interface” 
for Microsoft Excel.

Excel Users Can Easily Create 
Financial Models from Historical 
Results, and Prior Budgets.

Financial Information to Users 
without Having to Use 
QuickBooks Software.

















Bank Reconciliation 
Screen



QuickBooks Automates Other Tasks
Payroll

1099’s to Vendors

Simple Cash Receipting Process











QuickBooks Tip-Cash Receipts
 Modify the Standard QuickBooks “Sales 

Receipt” to Manually Enter Each 
Receipt from the Treasurer.

 QB’s will Post to ‘Revenue’ Accounts, 
offsetting ‘un-deposited funds’, an 
asset.

 Deposit funds To Banks in Same Batch 
as Treasurer.







Create “Items” which maps descriptions of 
Revenue items to general ledger accounts





Example
 Treasurer Writes up Three Receipts, 

Totaling $7,273.87, Which is Deposited 
in a Single Deposit on January 11, 2010.

 Instead of Entering the Deposits on the 
Check Register, as a Split Transaction, 
use Sales Receipt Modified.

 Results=Better Audit Trail; Receipt 
Numbers in General Ledger.















QuickBooks And Tax Collection
 Smaller Townships Typically Don’t Have 

Formalized Accounting Records for 
Property Tax Collection Fund.

 Solution-Set up Separate QB File 
Specifically Designed for Tax Collection.

QB Records Should Then Be 
Reconciled to Treasurer’s Records 
Prior to Settlement



Chart of Account Tax Collection Fund



Total Deposit was
310,166.93





Checking/Savings

001 · Checking 553,818.13

Liabilities

215.001 Due To Cherry Lane Sewer Authority 10,849.21

222.000 Due to County 190,883.43

232.002 Due to District Library 16,344.22

225 Due to Cherry Lane Schools

225.007 Debt Levy 32,309.96

225 Operating 63,629.12

226 Due to Cherry Lane Township

226.001 · CHERRY LN Twp Tax Due 33,131.92

226.002 · CHERRY LANE TWP FIRE 99,395.76

226.006 · CHERRY LN TWP  Police 66,263.84

234.003  .I.S.D. Taxes 22,010.33

235.000 Due to Community College 19,000.34

Total Liabilities 553,818.13



QuickBooks Is Entry Level Software 
Designed for Business-Not Government:
Doesn’t Track Multiple Funds in Single 

QuickBooks File.

 Struggles with State Mandated Uniform 
Chart of Accounts Nine Digit Structure.

 Internal Control Issues ‘Optional’ Audit 
Trail Features-and “User” Admin Allowed 
to Change/Delete Transactions.



Chart of Accounts Structure
 XXX fund number, for example, the

general fund is 101

 XXX department number, for revenues &,
balance sheet accounts the department
number is 000.

 XXX account number- asset accounts are
001-199, liability and equity accounts are
from 200-399, revenues are from 400-699,
expenditure accounts are from 700-999



Example Uses

 101-000-001-General fund cash
 206-000-001-Fire fund cash
 101-253-706-Treasurer’s salary (recorded 

in general fund department treasurer)
 206-336-706- fire department salary/wages

(assumes that this township has a special
revenue fund for fire operations)



Other QB Challenges
 Lack of Required Closing Process Controls.

 No Integration From Other Applications Such 
as Utility Billing, Tax Administration.

 Reporting-Default Reports are Designed for 
Businesses.

 Budgets-Doesn’t Maintain Original and 
Amended Budgets.



If Budgetary Constraints Require Your 
Township to use QuickBooks
 Following Slides Will Demonstrate ‘Work 

Arounds’ for Issues Identified on 
Previous Two Slides.

 Suggested Internal Control 
Improvements.



Overview-Townships Need to Track 
Results by Funds
 Fund Accounting was Developed to

Demonstrate Stewardship over
Restricted Resources(Transparency).

 Initially, Limited to Establishment of
Separate Bank Accounts (AKA “Funds”).

 Fund Accounting Has Evolved-
Maintenance of Separate Accounting
Records for Each Fund.



Fund Types-Examples (not all 
inclusive)
Fund 101–General Fund

Funds 201-299–Special Revenue 
Funds 

Funds 501-599–Enterprise Funds

Funds 701-703 Agency funds



Fund Accounting “Work Arounds”

Use Separate QuickBooks Files for 
each Fund.

Use a Single QuickBooks Files for 
Governmental Funds/Separate 
QuickBooks Files for Proprietary 
and Agency Funds. 



Separate QuickBooks Files
 Would require individual checking accounts, 

and (ideally) receipt books for each fund.

 Have to duplicate vendor information, and 
possibly payroll information making tax 
reporting difficult

 Likely Best Solution to Accurately Track 
Balance Sheets and Results by Fund.



Separate QuickBooks Files-COA
 Option One-Set Preferences (Under 

Accounting) NOT TO USE ACCOUNT 
NUMBERS, and Enter the Account Number 
and Description Under Name Field. 

 Option Two-Set Preferences to Use Account 
Numbers and Complete the State Uniform 
COA Numbering Convention in the 
Description Field.











Separate Files-Use Memorized Reports
Start with QuickBooks Standard 

Reports

Modify

Save

Reuse by changing dates 











Multiple Funds in Single QB File Presents 
Many Challenges

State and GAAP Require that 
Separate Balance Sheets and 
Results of Operations be 
Maintained.

QuickBooks Treats as Single 
Accounting Entity.



Solution: Revise COA Structure and Use 
Memorized Reports

Use “Income and Expense” Account 
Types for General Fund, and use 
“Other Income and Expense” Types 
for Other Fund.

This Makes it Easier to Separate 
Reports.













Since QB Treats the Township’s Operation 
as Single Entity…
Must Make Manual Adjustments to 

Allocate Net Change in Fund Balance.

Run Combined Reports, Then Run 
Memorized Reports for Each Fund 
(Balance Them to Total).

Use Reports to Allocate Change-
Prepare Manual Adjustment.



Statement Of Changes All Funds-
Excerpt



General Fund Only Using Filter 
Reports



Emergency Services Only-Using 
Filter Reports



Manual Journal Entry to Allocate 
“net income”



Improving Internal Controls 
QuickBooks
Audit Trail

Closing Passwords

Employee Access



Closing the Books. –Suggest that You Set 
Closing Date, Only Administrator Can Change!



Setting User Roles-Properly Implemented on a 
Local Area Network, Could Mitigate Some I/C 
Concerns.



Limiting User Roles- Administrator of the QuickBooks 
file can set up the user permissions to prevent users 
from deletes and changes within that user's role. This 
capability is available in any 2005 or later version of 
QuickBooks.





Integrated Software Packages
Most Programs Integrate Accounts 

Payable, Cash Receipts, Payroll 
and Property Tax Collections to the 
General Ledger.

Will Allow Single Posting From 
Other Applications, e.g. Water 
Billing, Property Taxes, Special 
Assessments.



Third Party  Payroll Processors
Companies can Handle Payrolls All 

Aspects of Governmental Payroll.

No update fees or forms to buy.

Can do Tax Filing/Benefit 
Management.

Can Result in Significant Internal 
Control Improvement.



Memorized Journal Entry to Book 
Payroll



Final Thoughts
If Needs Point Towards Integrated 

Software, You Should Migrate from 
QuickBooks:
Multiple Funds
Water Sewer or Other Utilities
Special Assessment Districts
Bonds



Questions?
Call/Write (FAX) or Email, and I will 

Give You a Written Response-see 
slide one.

 If Question Applies to More than 
Your Situation, I will Make a 
Financial Forum Column Out of It! 


