The following pages show excerpts from the Policy Manual Template.  Presented are a brief listing of the some 300 major and sub categories of selected policies throughout 60 pages of information to provide an idea of what is inside.  
The format and structure of your manual is just as important as the content.  It should be simple to follow, follow a logical format, easy to read (is there enough white space, and are the words/font large enough), and have a good overall look and feel.  

We feel our manual template is setup to meet these criteria as well as provide strong basic content by the inclusion of: A detailed Introduction page; An appealing cover design if you so chose to use; A detailed Purpose and Scope; A Table of Contents; And a detailed Management Overview.  It is simple to follow.  
Since it is in the WORD format, so making changes should be relatively simple for someone who is works with WORD.  

If you prefer a PDF or other format please let us know.
Paul Louis Gunn, Sr.

Brief Selected Excerpts
Preface
Our goal was to compile from experience and sources, a collection of key basic policies into this policy manual template and make it as accurate and current as possible.  However, with thousands of polices, ongoing changes and numerous ways to apply them, it is the responsibility of each firm to ensure the accuracy of its formal policies and procedures.  
It is recommended that the firm consult with its CPA or accounting professional on the accuracy, completeness, and currency of any applicable generally accepted accounting principles policies as it pertains to the specific operations and legal entity of the firm.

This is a template.  Policies and procedures should be adjusted (added, deleted, expanded) to meet your situation.  Items have been highlighted where you will want to pay particular attention to for replacement with your information.  You can use the [Find and Replace] option of WORD to expedite revisions, especially for replacing the company name from Wanna B. Right Company to your firm.
We trust this will save you time, money and frustration in developing or revising your accounting and financial policies and procedures.  
Please let us know if you find anything that we may have overlooked that is not current, accurate, or complete or if there is a policy you would like to have addressed.  Your feedback is important to us as we continue to update and revise this document.
Sincerely, 

Paul Louis Gunn

Paul L. Gunn, Sr.

President/CEO – PGBC, Inc.
INTRODUCTION
To the readers of this document (Company Employees, External Accountants, Independent CPA’s, Consultants, Government Auditors):  According to DCAA Audit Guidance under……….. 
b. “Smaller entities with active management involvement may not need extensive descriptions of accounting procedures, sophisticated accounting records, or written policies.  Communications may be less formal and easier to achieve in a small or midsized company than in a larger enterprise due to the smaller organization’s size and fewer levels as well as management’s greater visibility and availability.  However, when small or midsized entities are involved in complex transactions or are subject to the same legal and regulatory requirements as larger entities, more formal means of ensuring that internal control objectives are achieved may be necessary.”
To this end, our…………. 
PURPOSE AND SCOPE

This section contains……………..

The list of policies as presented is not…………. Revisions to this manual will………
TABLE OF CONTENTS
Purpose and Scope

 

Table of Contents
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Internal Controls


Financial Management


Assets, Liabilities and Capital


Revenue Recognition


Cost Accounting

Labor and Timekeeping

Cost Estimating

Reference Reports

MANAGEMENT OVERVIEW
The structure of our accounting, cost and financial system is designed based on an approach that applies basic concepts as follows:………………..  

POLICIES

Internal Controls

6211
Signature Authoritiestc  \l 2 "211
Signature Authorities"
Expenditures for:
6217
Suspense Account, Use of atc  \l 2 "227
Suspense Account, Use of a"
Any cost the treatment of which as a direct cost or an indirect cost is unknown at the time of original incur​rence will be recorded under 
6223
Use of Company Assets………….tc  \l 2 "233
Use of Company Assets"
A.
No employee of Wanna B. Right Company may use…..
6225
Other Internal Control Policiestc  \l 2 "235
Other Internal Control Policies"
As an organization doing business with the U.S. govern​ment, Wanna B. Right Company has instituted the following additional internal control policies related to its government contracts: ……………….
· Representative invoices will be compared with approved costs in the cost proposal before submis​sion.

· Wanna B. Right Company is committed to Self Governance and will……… 

Financial Management
6301
Basis of Accountingtc  \l 2 "301
Basis of Accounting"
Wanna B. Right Company maintains its books of account and reports on………….
6309
Negotiating Billing Contract Termstc  \l 2 "309
Negotiating Billing Contract Terms"
A.  All government contracts will be negotiated with precise and clearly stated provisions for billing including submission of supporting detail.

6313
Budgetstc  \l 2 "313
Budgets"
B.  The company will maintain a budget of………..
6319
Record Retention and Disposaltc  \l 2 "319
Record Retention and Disposal"
A.  Whether maintained in original hard copy or electronically, records will be maintained in accordance with FAR Part 4.7 for the following indicated minimum periods:

6321
Financial Reportingtc  \l 2 "321
Financial Reporting"
The Finance Director will maintain supporting records in sufficient detail to prepare the Company's financial reports, including:

6330
Chart of Accountstc  \l 2 "327
Chart of Accounts"
It is the policy of Wanna B. Right to create business transaction accounts in a manner consistent with………….

Revenue Recognition

6501
Revenue Recognitiontc  \l 2 "501*
Revenue Recognition"
Revenue under fixed-price and fixed-price incentive contracts is recorded as…………
Revenue under cost reimbursement contracts is recorded as………… 

Cost Accounting
6601
Consistency in Cost Accountingtc  \l 2 "601
Consistency in Cost Accounting"
Practices used by Wanna B. Right Company in estimating costs for prepar​ing contract proposals will be consistent with……………. 
Moreover, all costs incurred for the same purpose, in like circumstances, are………… 
6611
Cost Accounting Periodtc  \l 2 "611
Cost Accounting Period"
The fiscal year of Wanna B. Right Company will…………….. 

66xx Treatment of Elements of Cost Exhibit
Labor & Timekeeping
6701  Statement of Policy….
6702  Major Objectives…..
· Controlling timesheet distribution.

· Educating employees on the proper process of labor reporting.

· Reviewing and approving of time submitted by managers…………...
Timesheet Corrections.  The sole basis for a timesheet correction is to make an invalid labor charge valid.  When a timesheet correction is necessary, it must………..
6715  Preventative Measure to Ensure Labor-Reporting Compliance

WANNA B. RIGHT Company provides its employees with the necessary labor reporting information, training, and tools so that the Company remains a responsible contractor and its employees continue to work in a fair and equitable environment.  

The company will periodically perform routine preventative steps to ensure the compliance and knowledge of all employees.  These steps may include:

67xx  The following is a listing of the more commonly used indirect codes.  The company reserves the rights to…………….. 

6763  Completing Time Sheets while on Travel

You are responsible for ensuring your timesheet is complete while in travel status. This may require you to………….
Cost Estimating
6801
Responsibility for Cost Estimatingtc  \l 2 "701
Responsibility for Cost Estimating"
Cost estimates for proposals to custom​ers will be prepared by…………..  Their estimates may be reviewed by………….. 
6803
Authorized Cost Estimating Techniquestc  \l 2 "703
Authorized Cost Estimating Techniques"
As circumstances warrant, cost proposals will be prepared using…………..
6809
Using Factors and Allowancestc  \l 2 "709
Using Factors and Allowances"
To facilitate cost estimating, the Company will employ factors and allowances for…

6813
Estimating Labor Ratestc  \l 2 "713
Estimating Labor Rates"
A. WANNA B. RIGHT Company will bid actual labor rates if………….
Otherwise,…………….. 

B.  As a baseline, all labor rates will be based upon………….. 
6839
Profit/Feetc  \l 2 "739
Profit"
The Company profit objective is to produce a profit/fee in the range of…………
6841
Price Proposal Supporttc  \l 2 "741
Price Proposal Support"
In support of each cost proposal submitted to the government, WANNA B. RIGHT Companys’ accounting/cost personnel will have detailed supporting information available as required showing:

6849
Price Negotiation Safeguardstc  \l 2 "749
Price Negotiation Safeguards"
To safeguard against varying from the provisions of the Truth in Negotiations Act (TINA), WANNA B. RIGHT Company has adopted the following policies:
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