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Purpose and Audience 
 
 
This guide provides practical, low-cost ways to use technology to improve financial management, 
strengthen compliance, reduce errors, and support small teams with limited staff. It is written for rural 
Alaska municipalities where internet may be unreliable, budgets are tight, and one or two people handle all 
finance functions. 
 

The Core Principle 

Technology does not replace internal controls — it enables them. 

The goal is not advanced systems. The goal is: simple, consistent, documented, and backed up. 

A city clerk with QuickBooks, a scanner, a consistent folder structure, and a weekly backup routine meets the 
technology expectations of most auditors and grantors. 

Every technology recommendation in this guide is achievable with equipment and software that costs under $500 
total — and most of it is free. 

 

Minimum Technology Setup for a Small Municipality 

Tool Cost What It Does for You 

QuickBooks (Desktop or 
Online) 

$200–$500/year Tracks all financial transactions; produces audit-ready reports; 
maintains audit trail; separates grant funds 

Scanner or smartphone 
camera 

$0–$150 Converts paper invoices, receipts, and signed documents to digital 
files that can be organized and backed up 

Excel or Google Sheets Free–$100/year Grant budget tracking; reporting templates; reconciliation 
worksheets; deadline calendars 

External hard drive or USB $30–$80 Local backup of all financial data; portable; works without internet 

Cloud storage (Google 
Drive, OneDrive) 

Free–$100/year Off-site backup; accessible from anywhere with internet; protects 
against fire/flood/theft 

File folder structure 
(digital) 

Free Organized, consistent storage for all financial documents by year, 
category, and grant 
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Section 1: Accounting Software (QuickBooks) 
 
 
QuickBooks is the most widely used accounting system in small Alaska municipalities and is the system 
referenced throughout the SNAPP toolkit library. Using accounting software is not technically required by 
regulation, but maintaining accurate, auditable financial records is — and accounting software is the only 
practical way to do this in a modern audit environment. 
 

What QuickBooks Must Be Configured to Do 

Requirement How to Configure It 

Track revenues and 
expenditures by fund and 
grant 

Enable class tracking (Desktop: Edit > Preferences > Accounting; QBO: Settings 
> Advanced > Categories). Create a separate class for each grant and fund. 

Produce financial reports on 
demand 

Run: Trial Balance, Balance Sheet, P&L, General Ledger, Budget vs. Actual. 
Save as PDF for audit files. 

Maintain an audit trail QB Desktop automatically tracks all changes. Review periodically: Reports > 
Accountant & Taxes > Audit Trail. QBO: Settings > Audit Log. 

Restrict access to authorized 
users 

Set up user roles: Company > Set Up Users and Passwords. Limit who can 
modify transactions, access payroll, or change settings. 

Protect prior-period data Set closing date and password after audit: Edit > Preferences > Accounting > 
Set Date/Password. Password held by mayor only. 

Support budget monitoring Enter the adopted budget: Company > Planning & Budgeting > Set Up Budgets. 
Run Budget vs. Actual monthly. 

 

ℹ  

QuickBooks Desktop vs. Online 
QB Desktop is more common in rural Alaska because it does not require constant internet. QBO requires internet 
but provides automatic backup and remote access. Either version meets audit requirements when properly 
configured. Choose based on your internet reliability. 
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Section 2: Digital Document Management 
 
 
Every financial document — invoices, receipts, signed reconciliations, grant agreements, payroll records 
— should exist in digital form, organized in a consistent folder structure. This is the single most impactful 
technology improvement a small municipality can make. 
 

The Scan-and-File Workflow 

Step Action 

1. Receive the document Invoice arrives by mail or email; reconciliation is printed; payroll summary is 
generated. 

2. Process the transaction Enter in QuickBooks, approve, pay — whatever the normal workflow requires. 

3. Scan immediately Use a scanner or smartphone camera to create a PDF. Do this the same day — 
not later. 

4. Name the file consistently Use the naming convention: YYYY-MM-DD_Vendor_Amount_Grant.pdf 
(Example: 2026-01-15_ACME_5000_NPRA.pdf) 

5. Save to the correct folder File in the appropriate folder within the fiscal year structure. One document, 
one location. 

6. Retain the paper original Keep the paper copy in a physical file for the retention period. The digital copy is 
your working reference and backup. 

 

Recommended Digital Folder Structure 

Folder Path Contents 

FY[Year] > 01 Bank 
Reconciliations > [Account] 

Monthly reconciliation packages + bank statements 

FY[Year] > 02 Payroll Payroll summaries, 941s, W-2s, timesheets 

FY[Year] > 03 Grants > [Grant 
Name] 

Award documents, amendments, drawdowns, invoices, reports 

FY[Year] > 04 Accounts 
Payable 

AP Aging reports, vendor invoices by month or vendor 

FY[Year] > 05 Accounts 
Receivable 

AR Aging reports, billing records 

FY[Year] > 06 Financial 
Reports 

Trial Balance, Balance Sheet, P&L, General Ledger 

FY[Year] > 07 Supporting 
Schedules 

Fixed assets, debt, prepaid expenses 
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Folder Path Contents 

FY[Year] > 08 Council Records Minutes, budget resolutions, amendments, salary schedule 

FY[Year] > 09 Prior Audit 
Findings 

Audit report, management letter, corrective action plan 

FY[Year] > 10 Policies and 
Procedures 

Adopted policies, SOPs, internal controls documentation 

 

Before Digital Filing After Digital Filing Audit Impact 

Paper invoices in boxes; 
some lost 

Every invoice scanned and filed by grant/vendor Auditor retrieves any document in 
seconds 

Reconciliation reports 
stacked on desk 

PDFs organized by account and month 12 months of reconciliations 
verified in minutes 

Grant agreements in a 
drawer somewhere 

Complete digital grant file with all documents Auditor can review entire grant 
file without requesting additional 
items 
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Section 3: Backup and Data Protection 
 
 
Data loss is a catastrophic event for a municipality. A single computer failure, fire, or theft can destroy 
years of financial records if no backup exists. Backup is not optional — it is a critical internal control. 
 

Backup Strategy for Rural Alaska 

Backup Type How Often Where to Store Notes 

QuickBooks backup Weekly + before 
any major 
changes 

External hard drive + cloud (if 
internet allows) 

Name: CityName_QBBackup_YYYY-MM-
DD.qbb 

Financial documents 
folder backup 

Weekly External hard drive + cloud Copy the entire FY folder structure 

Year-end archive 
backup 

After fiscal year-
end close 

Two separate locations (external 
drive + cloud or second drive 
stored off-site) 

Permanent retention for year-end backups 

Post-audit backup After auditor's 
adjustments are 
posted 

Two separate locations Final audited version — permanent retention 

 

Rural Alaska Internet Realities 

If your internet is unreliable or slow, cloud backup may not be practical on a daily basis. Adapt: 

Use an external hard drive as your primary backup — plug in, copy files, unplug, store securely. 

When internet is available (e.g., during a trip to a hub community), upload to cloud storage. 

Keep one backup drive at the office and one at the mayor's residence or a bank safe deposit box. 
Test your backups periodically — open a backup file to confirm it is readable and complete. 

A backup that you cannot restore is not a backup. 
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Section 4: Grant Tracking Tools 
 
 
A grant tracking spreadsheet is the simplest and most effective tool for monitoring compliance across 
multiple grants. It complements QuickBooks — QB tracks the money, the spreadsheet tracks the 
compliance picture. 
 

What to Track in Your Grant Spreadsheet 

Field What to Record 

Grant name and number Official program name and award number 

Grantor agency DCCED, NSB, federal agency, or other 

Award amount Total grant amount 

Period of performance Start and end dates 

Approved budget by category Line items from the approved grant budget 

Actual expenditures to date Updated monthly from QuickBooks grant report 

Remaining balance by 
category 

Award minus actuals — by budget line item 

Reimbursements submitted Amount and date of each drawdown request 

Reimbursements received Amount and date of each payment from grantor 

Next report due date Date and type of the next required submission 

Match status (if applicable) Amount of match contributed vs. required 

Amendment status Any pending or approved amendments 

Notes Issues, follow-up items, or concerns 
 

ℹ  

One Spreadsheet, All Grants 
Maintain a single spreadsheet with one tab per grant plus a summary tab showing all grants at a glance. Update 
monthly after running QuickBooks grant reports. Share with the mayor and present a summary to council 
quarterly. 
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Section 5: Electronic Payments and Audit Trail 
 
 
Where available, electronic payments (ACH, online bill pay) create a stronger audit trail than paper checks 
because every payment is automatically documented by the bank with a date, amount, and recipient. 
 

Payment Method Advantages Considerations 

Paper checks Familiar; works without internet; physical 
signature provides authorization evidence 

Checks can be lost or stolen; mailing delays; 
manual reconciliation required 

ACH / Electronic 
transfer 

Automatic bank record; faster payment; no 
lost checks; easier reconciliation 

Requires internet; must still document 
authorization before initiating payment 

Online bill pay Bank creates payment record; scheduled 
payments reduce missed deadlines 

Requires internet; must still retain vendor 
invoices and approval documentation 

Credit/debit card Convenient for small purchases; bank 
statement provides transaction detail 

Must retain receipts; reconcile to bank 
statement monthly; limit authorized 
cardholders 

 

! 

Critical Rule for All Payment Methods 
Regardless of payment method, the audit requirement is the same: every payment must be supported by an 
original vendor invoice, documented approval, and proof of payment. Electronic payments do not eliminate the 
need for documentation — they supplement it. 
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Section 6: Step-by-Step Implementation Plan 
 
 
If your city currently relies on paper-based systems, use this phased plan to transition to a technology-
supported financial management system. 
 

Phase Timeline Actions Deliverables 

1. Assess Week 1 Inventory current systems: what is paper, what is 
digital, what is missing. Identify the most urgent 
gap (usually backup and document scanning). 

Written assessment of current state 

2. Set up 
QuickBooks 

Weeks 2–4 Install or configure QuickBooks. Enter chart of 
accounts, enable class tracking, enter current-year 
budget. Begin recording transactions. 

Configured QB file with current data 

3. Create 
digital filing 
system 

Weeks 3–5 Set up the folder structure on a shared drive or 
computer. Begin scanning new documents 
immediately. Backfill priority items (current-year 
bank reconciliations, grant files). 

Folder structure created; scanning 
workflow active 

4. Establish 
backup 
routine 

Week 4 Purchase external hard drive. Set a weekly backup 
schedule. Identify off-site storage location. Create 
first backup and test it. 

Weekly backup running; tested and 
verified 

5. Build grant 
tracker 

Weeks 5–6 Create a spreadsheet with one tab per active grant. 
Populate with current data from QB and grant 
agreements. 

Grant tracking spreadsheet populated 
and current 

6. Train and 
document 

Weeks 6–8 Train all finance staff on the new systems. 
Document the procedures as SOPs. Establish the 
monthly technology checklist. 

Staff trained; SOPs written; checklist in 
use 
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Section 7: Common Technology-Related Audit Findings 
 
 

Finding Root Cause Prevention Technology Solution 

Inadequate 
recordkeeping 

Paper-based system; 
documents lost or 
disorganized 

Scan all documents immediately; 
use consistent folder structure 

Scanner + digital filing system 

No audit trail for 
transactions 

Manual systems with no 
tracking of changes 

Use accounting software that 
maintains automatic audit trail 

QuickBooks audit trail / audit log 

Inaccurate financial 
reports 

Manual calculations; 
spreadsheet errors 

Generate reports directly from 
accounting software 

QuickBooks automated 
reporting 

Data loss / no backup Financial data stored on 
single computer with no 
backup 

Weekly backup to external drive + 
cloud when possible 

External hard drive + cloud 
storage 

Grant expenditures 
not tracked separately 

No fund/class tracking in 
accounting system 

Enable class tracking in 
QuickBooks; create class per grant 

QB class tracking feature 

Reports not reconciled 
to accounting records 

Reports created from 
memory or estimates 
rather than system data 

Run QB reports and reconcile 
before every submission 

QB grant reports filtered by class 
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Monthly Technology Checklist 
 
 
Complete this checklist monthly to maintain your technology systems. 
 

✓ Monthly Technology Checklist 

□ QuickBooks backup completed and saved to external drive 

□ Financial documents folder backup completed 

□ All new invoices and receipts scanned and filed in correct folders 

□ Grant tracking spreadsheet updated with current-month expenditures 

□ QuickBooks reports generated: Budget vs. Actual, Balance Sheet, P&L 

□ Bank reconciliation completed in QuickBooks for all accounts 

□ Audit trail / audit log reviewed for any unexpected changes 

□ Backup tested (open one backup file to confirm it is readable) 

□ File naming convention followed for all new documents saved this month 

□ Grant reporting deadlines checked for the next 30 days 
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Glossary 
 
 

Term Definition 

Audit Trail An automatic record maintained by accounting software showing every 
transaction entry, modification, and deletion — including who made the 
change and when. 

Backup A copy of financial data stored separately from the primary system to protect 
against loss from hardware failure, fire, flood, or theft. 

Class Tracking A QuickBooks feature that allows transactions to be tagged with a category 
(such as a grant name) for separate reporting and analysis. 

Cloud Storage Online file storage services (Google Drive, OneDrive, Dropbox) that keep files 
accessible from any device with internet and protect against local data loss. 

Digital Filing System An organized folder structure on a computer or shared drive where financial 
documents are stored electronically in a consistent, retrievable format. 

Grant Tracker A spreadsheet or tool that monitors grant compliance information: budget vs. 
actual, reporting deadlines, reimbursement status, and remaining balance. 

Naming Convention A standardized format for file names (e.g., YYYY-MM-
DD_Vendor_Amount_Grant.pdf) that enables consistent organization and easy 
retrieval. 
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Disclaimer 
 
 
This guide is published by the Arctic Slope Community Foundation as part of the SNAPP Modified Virtual 
Support Program. It provides practical technology guidance for improving municipal financial management 
efficiency and compliance. 
 
SNAPP provides advisory and technical assistance only. This document does not constitute legal, 
accounting, or IT advice. Technology recommendations are based on common practices for small rural 
municipalities and may not address all security, privacy, or regulatory requirements. Municipalities should 
consult with their auditor and IT support for guidance on specific technology implementation questions. 
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