
Town of Evans, New York 
Journal Entry Policy 

 

Purpose 
 

The Town of Evans recognizes that manual journal entries are needed and made for various reasons 

including but not limited to: record revenues and expenditures, to transfer funds, or to record balance 

sheet accruals. Based on the need for manual journal entries, the following policy is being established 

to document procedures on how journal entries are expected to be processed: 

 

Monthly Re-Occurring Journal Entries 

 

1. Journal entries for all funds/departments are to be prepared by the Senior Clerk. 

 

2. The Senior Clerk Typist is to notate the following for each entry: 

a. General Ledger Code 

b. Period 

c. Amount 

d. Attach supporting documentation 

 

3. Once the entry has been prepared the Senior Clerk Typist is to sign their name as preparer of the 

entry and to notify the Finance department or chief financial officer to proceed with the review and 

approval procedures. 

 

4. The Finance department or chief financial officer is to review the journal entry based on individual 

circumstances. In order to determine the entry is appropriate, the Finance department or chief 

financial officer is to review the following: 

a. Appropriate General Ledger code utilized 

b. Correct period used 

c. Entry balances with correct amounts 

d. Supporting documentation supports entry 

 

5. If the entry is correctly prepared the Finance department or chief financial officer is to sign off as 

approver and to provide the Senior Clerk Typist with the entry to be inputted into the accounting 

software. If the entry is incorrect, the Finance department or chief financial officer is to discuss 

with the Senior Clerk why the entry is incorrect and to be updated for re-approval. 

 

6. Once the entry is approved by the finance department or chief financial officer the Senior Clerk 

Typist is to enter and post the entry into the accounting system. 

 

Automated Entries 

 

Voucher (Abstract) Entries: 

 

1. The Accounts Payable Clerk is responsible for entering and posting all Vouchers (Abstracts) into 

the Towns accounting system. 

 

2. Posting of all vouchers (Abstract) will be automatically initiated by the Accounts Payable Clerk 

once all voucher have been reviewed and approved by the Finance Director, Supervisor and Town 

Board. (See procurement policy for policies and procedures surrounding Voucher (Abstract) 

approval.) 

 

3. The Towns accounting system will automatically post to the general ledger by debiting the expense 

and crediting the cash. 

 

Cash Receipt Entries: 

 

1. The Senior Clerk Typist is responsible for entering and posting all Cash Receipts into the Towns 

accounting system. 

 

2. Posting of all Cash Receipts is automatically initiated by the Senior Clerk Typist only after 

approval has been given by the Finance department or chief financial officer. 

 

3. The Towns accounting system will automatically post to the general ledger by debiting a revenue 

and crediting cash. 

 

Resolution 

 
Adopted on 2/03/16 by unanimous vote of the governing board of the Town of Evans. 


