Scope of Work & Qualifications – Bookkeeping Services
Yuba County Resource Conservation District (YCRCD)
Overview
The Bookkeeper will support the Yuba County Resource Conservation District (YCRCD) in maintaining accurate financial records, ensuring compliance with nonprofit accounting standards, and providing timely financial reports to support the organization’s mission and operations. The Bookkeeper will work closely with the Executive Director, Treasurer, and Board of Directors to promote financial transparency, accountability, and efficiency.

Qualifications
The selected Bookkeeper shall demonstrate the following minimum qualifications:
1. Education and Experience
· Degree in accounting, finance, or related field (preferred).
· Proven experience providing bookkeeping services to nonprofit organizations.
· Familiarity with land trust operations, conservation easements, and related funding sources (grants, donations, contracts).
2. Technical Skills
· Proficiency in QuickBooks accounting software.
· Experience with project tracking in QuickBooks.
· Strong proficiency in Microsoft Excel and data management.
3. Regulatory Knowledge
· Understanding of nonprofit accounting standards (FASB) and IRS compliance.
· Knowledge of state and federal grant reporting requirements.
4. Professional Attributes
· High attention to detail and accuracy.
· Strong organizational and time management skills.
· Effective communication and collaboration skills.

Services to Be Provided
The Bookkeeper will provide the following services, in coordination with YCRCD staff and board members:
1. General Bookkeeping
· Record all financial transactions including receipts, payments, and grants.
· Maintain and update the general ledger.
· Reconcile bank and credit card statements monthly.
2. Financial Reporting
· Prepare monthly, quarterly, and annual financial statements.
· Develop customized reports for board meetings and funders.
· Track and report restricted and unrestricted funds.
3. Grant and Contract Management
· Track and allocate grant and contract expenses to ensure compliance with funding requirements.
· Prepare financial reports for grantors and funders.
· Assist with preparation of budgets for grant applications and renewals.
4. Budgeting and Forecasting
· Assist with annual budget development.
· Monitor budget-to-actual performance.
· Support cash flow projections and financial forecasting.
5. Internal Controls and Audit Support
· Maintain and improve internal financial controls and documentation systems.
· Support the annual audit and provide requested financial information.
· Ensure compliance with YCRCD financial policies and procedures.
6. Project Accounting
· Maintain financial tracking for individual projects and programs.
· Report project-specific expenses and revenues to the Executive Director and Board.
· Support the development of project-level financial summaries as needed.
7. (Future Service Option) Payroll and Tax Compliance
· Process payroll and manage related payroll taxes.
· Ensure compliance with nonprofit tax regulations.
(Note: This service may be added at a future date as determined by YCRCD.)

Deliverables
· Monthly reconciliations and financial statements.
· Quarterly reports for board meetings.
· Annual summary financial report for audit preparation.
· Grant and project-specific reports as requested.

Reporting and Communication
The Bookkeeper will report to the Executive Director and provide regular updates to the Board Treasurer. Communication may occur via email, virtual meetings, or in-person as needed. 

Term and Hours
This Scope of Work covers bookkeeping services for a 12-month period, with potential for renewal based on performance and funding availability. Hours and compensation will be established in the final agreement.
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