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Procedure:

When adding a new account, the following steps are followed:
1. The Fiscal Director will add a new account number within the appropriate range set forth by
Catholic Charities Executive Office.
2. Catholic Charities Executive Office will be subsequently notified of any new accounts added.
When adding a new cost center, the following steps are followed:
1. The Fiscal Director will add a new cost center that best fits into the Agency sequential scheme of
cost centers.
2. Catholic Charities Executive Office will be subsequently notified of any new cost centers added.
When adding a new fund, the following steps are followed:
1. The Fiscal Director will add a new fund that best fits into the Agency sequential scheme of cost

centers.
2. Catholic Charities Executive Office will be subsequently notified of any new funds added.
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