SAMLPLE

FINANCIAL PROCEDURES 

Approved by the ________ Board of Directors on ______________.

                       



                                             (Date)
I. GENERAL
1. The Board of Directors formulates financial policies, administers the policies, and reviews operations and activities.

2. The Treasurer of the Board has the responsibility for financial management.

3. Current board job descriptions will be maintained for all executive board members, indicating financial duties and responsibilities.

4. Financial duties and responsibilities must be separated so that no one person has sole control over cash receipts, disbursements, reconciliation of bank accounts, etc.
5. Financial service providers will be reviewed annually. For this year ____ , these include Quicken Software for financial management maintained by the Treasurer, and ___________ Bank. 

6. The Treasurer will maintain a current and accurate log of the chart of accounts.

7. These policies and procedures will be reviewed annually by the Board of Directors. 

II. CASH RECEIPTS

1. The ___________ open all mail addressed to _______without specific addressee. 
2. The receipt of checks or cash received in the mail or in person will be recorded on a ledger sheet by the __________. The cash, check, or cashier’s checks will be immediately forwarded to the _________. The _________will record the amount and details in the accounting system.   
3. The _________ will make a copy of all checks received. 

4. The _________will endorse all checks to read: For Deposit Only, _______, Account Number. 

5. The ________ will complete the deposit slip in duplicate or copy.

6. The _______will make all bank deposits. 

7. Documentation for all receipts (copy of the checks, letters, etc) will be attached to the deposit slip and filed chronologically. 
8. The Board Treasurer will receive a copy of all bank statements for review with detail about each deposit.  

III. CASH DISBURSEMENTS
CHECK AUTHORIZATION

1. All invoices will be immediately forwarded to the ________who will review them for mathematical accuracy, validity, conformity to the budget and compliance with bid requirements. 

2. Prior to payment, all invoices will be approved (indicated by initialing) by the Executive Director or Board President. By approving an invoice, the Executive Director or Board President indicates that it has been reviewed and authorizes a check. 
3. The _____ will code the invoice with the appropriate expense or other chart of accounts line item number. 

4. The _________ will prepare checks on an as needed basis. 

5. Authorized signers on the ______ account include the Executive Director, Board President, and the Treasurer. 
CHECKS

1. The ________ will be responsible for all blank checks.

2. All checks will be signed by the Executive Director and Treasurer, or Board President. 

3. Voided checks will have “VOID” written boldly in ink on the face and have the signature portion of the check torn out. Voided checks will be kept on file. 

4. In no event will:

· Invoices be paid unless approved by an authorized signer

· Blank checks (checks without a date or payee designated) be signed in advance

· Checks be made out to “cash,” “bearer,” “petty cash,”etc.

· Checks be prepared on verbal authorization unless approved by the Board President. 

BANK RECONCILIATIONS

1. Bank statements will be received directly and opened by the ________.

2. The ________ will reconcile the bank statements monthly.

3. The Board of Directors will be given copies of the bank statements upon request. 
IV. PURCHASING

1. All purchases over $500 must be approved in advance by the Board of Directors.

2. The Treasurer is responsible to know if the item ordered is within the budget and guidelines. 

3. Invoice copies are turned into the Treasurer.
V. PROPERTY

1. The Board President will maintain an inventory log; which shall list a description of the item, date of purchase or acquisition, price or fair value of the item and its location. 

2. The Treasurer will record all major equipment in the accounting system. Major equipment is defined as anything with a unit cost of $500 or more and a useful life of more than one year. An entry will be made whenever property is disposed of or acquired. 

VI. INSURANCE

1. Reasonable, adequate coverage will be maintained to safeguard the corporation. 

2. The Board of Directors will review insurance policies before renewal.

3. The Secretary will maintain insurance policies in insurance files. 

VII. BOOKS OF ORIGINAL ENTRY

1. Adequate documentation will be maintained to support all general entries. 

2. At the end of each month, the Treasurer will prepare a Balance Sheet that will be reviewed by the Board of Directors. 

VIII. GRANTS AND CONTRACTS

1. The Board of Directors will carefully review each award and contract to ensure compliance with all financial and programmatic provisions. The Secretary will maintain originals of all grants and contracts in a file. The Treasurer will prepare initial entries as appropriate to record each award. 

2. The Treasurer will prepare financial reports to funding sources as required. It will be the responsibility of the Treasurer to ensure that all financial reports are submitted on time. 

3. The Board President and Secretary will review and approve all reports to funding sources.   

IX. BUDGETS

1. The ______________ Executive Director, Treasurer, Board of Directors will prepare the financial budget.

2. The Treasurer will ensure that budgets are on file. 

3. The Board of Directors must approve changes in the budget should they exceed 30% of the line item.

X. OTHER

1. The Secretary of the Board will prepare accurate minutes of all meetings of the Board of Directors and committees.

2. The Treasurer will note all items in the minutes relating to finance and take appropriate action. 

3. Donations of good and services will be separately accounted for. 

4. The Treasurer will be responsible for completing the IRS Form 990N. The Board will be notified when this is completed. 

5. All donations will be acknowledged by a thank you note completed by the Board President, Secretary or Treasurer.

6. All financial records will be retained for the time specified in the Board approved Document Retention and Destruction policy.  
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