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Northwest Pennsylvania Chapter NTMA

Financial Guidelines Policy and Procedures
Revised:  August 16, 2007

Introduction

Board Adoption and Effective Date
This policy was adopted by the Board of Directors on November 16, 2006, and is recorded in the minutes of that meeting.  The policy shall become effective on January 1, 2007.

Purpose of Guidelines

These guidelines are intended to define the manner in which the Chapter’s financial business will be handled.  They also define the specific responsibilities of the Chapter’s hired employees, subcontracted services, officers, and the Board of Directors.

All guidelines and procedures must be in compliance with accepted accounting procedures and all applicable federal and state laws and administrative directives.  It shall be the responsibility of the Board of Directors to make such changes as may be necessary because of changes in such laws and directives from time to time.
The Board of Directors will work toward the segregation of financial duties of employees, subcontractors, officers, and directors as effectively as possible acknowledging the limited opportunities and personnel constraints of a small business operation.
Review of Guidelines

This “Financial Guidelines Policy” will be reviewed at least every other year by the Budget and Finance Committee.  The Board of Directors shall be responsible for adopting and maintaining this policy.  All subcontractors, employees, and other persons shall be responsible to the Board to act in compliance with the provisions of this Policy.
(NOTE:  At the time this policy was adopted the Chapter did not have any employees.  The functions of Secretary and Executive Director were subcontracted.  Should the Chapter elect to hire a Secretary, Executive Director, or any other employee, the Budget and Finance Committee will review this Policy and recommend any necessary changes.)
Subcontracted Financial Services
At the present time the Chapter has elected to subcontract its financial services to an associate member accounting firm.  This subcontractor shall be responsible to provide the following services:


-Drafting all checks after receiving approved request for payment.


-Drafting all invoices.


-Recording all transactions, maintaining the general ledger and preparing monthly 


 financial statements.


-Preparing payroll tax returns and Form 1099s as needed.


-Preparing the Chapter’s annual federal tax return.


-Chapter is responsible for maintaining all original records and mailing/distributing


  all checks and invoices.

Formal Bidding 

The Board of Directors shall reserve the right to formally bid or seek quotations for any goods or services the Chapter is considering.  There shall be no established dollar limits to require such bidding or quotation.  That Board shall consider such action when it deems it in the best interest of the Chapter to assure competitive pricing and/or the quality of the service to be rendered.  Unless other procedures are specifically required by law, the use of bids or quotations shall be considered advisory and the Board of Directors shall remain free to select any vendor it deems qualified and responsible.  In all requests for bids and/or quotes, the Board of Directors shall give preference to members and associate members, provided that such bids and/or quotes meet all requirements and conditions established and that approval of any such bids and/or quotes will not constitute a conflict of interest.
Bonding of Employees
The Chapter does very little of its business with cash and these guidelines carefully define lines of responsibility for receivables and payables.  In addition, by subcontracting its accounting services, the Board of Directors has assured an objective monthly reporting of its financial activity each month.  For these reasons the Chapter has decided it is not necessary to provide a bond for any employee, Officer, or Board Member.  The Board of Directors shall from time to time review this decision.

Financial Policy and Guidelines

Cash/Accounts Receivable

Board of Directors Responsibilities

The Board of Directors must formally approve all write-offs and credit memos in advance.

Chapter Treasurer Responsibilities

The Treasurer will have on-line access to the Chapter’s bank statement and will review it monthly.

The Treasurer will advise the Chapter’s accountant of any adjusting entries that should be made to the books.

The Treasurer will make an independent comparison of deposits on bank statements to general ledger postings and validated deposit slips monthly.

The Treasurer will review the Petty Cash report submitted quarterly by the Petty Cash Custodian.

Secretary and/or Executive Director Responsibilities
The Chapter Secretary shall be responsible for opening daily receipts, preparing deposits, making the deposits, and recording payments.
A "For Deposit Only" endorsement stamp will be placed on all checks upon receipt.
Multi-part deposit slips will be used for all deposits and photocopies will be made of all checks deposited.  If multi-part slips are not available a photocopy will be made of the original deposit slip.  These records will be used to compare to the amounts of deposits listed on the bank statement.

All receipts will be deposited on the date received whenever possible.  When this is not possible, a record of all receipts received, including a photocopy of all checks, shall be made and the receipts shall be kept in a locked drawer until deposited on the next business day.
The Chapter Secretary shall provide the Chapter’s accountant with details of all deposits including the account numbers to which deposits should be credited.

The Executive Director will review the receivable aging reports each month for unusual items, making sure the aging report agrees to the general ledger.

The Executive Director will contact customer/members to follow-up on delinquent accounts.

The Secretary and/or Executive Director shall prepare requests for invoices for all monies due to the Chapter to be submitted to the Chapter’s accountant.  

Petty Cash
A Petty Cash fund shall be established for the purpose of handling small and unanticipated purchases, purchases where immediate payment is required and the use of the Chapter’s purchasing procedures are impractical, or purchases where the total cost is low enough that issuing a check through regular purchasing procedures is not cost effective.

Board of Directors Responsibilities

The Board of Directors shall appoint the Secretary or Executive Director as the “Petty Cash Custodian.”  This person shall have sole responsibility for maintaining the Petty Cash account in accordance with these Policies and Procedures.  No person other than the Petty Cash Custodian shall be authorized to sign and approve petty cash vouchers, disperse cash, or submit requests for replenishment of the fund.

Chapter Treasurer Responsibilities

At least once each quarter the Treasurer shall review a full report of Petty Cash activity including all vouchers and supporting receipts.
Secretary and/or Executive Director Responsibilities

The Petty Cash Custodian shall be responsible for maintaining the Petty Cash Fund according to the following guidelines:

Fund Limits and Accounting


1.  The Petty Cash fund shall be limited to a maximum of $200.



2.  No single re-imbursement from petty cash may exceed $75.00



3.  At all times the total of cash on hand and approved vouchers with 


     supporting receipts must total $200.



4.  All Petty Cash funds and records shall be kept in a locked desk drawer 


     or locked file cabinet.



5.  The Petty Cash Custodian shall maintain a chronological log of all 


     petty cash transactions.  This log shall contain at least the following 


     information for every disbursement made from the fund:




a.  Date of voucher request.




b.  Name of requestor.




c.  Purpose of request.




d.  Account # for expense




e.  Amount distributed.




f.  Cash on hand following this disbursement.



6.  On the first of each month the Petty Cash Custodian shall transmit a 


     copy of the petty cash log for the previous month to the Treasurer and 


     the Chapter’s designated accountant.



7.  At least once each quarter, the Petty Cash Custodian shall balance 


     the fund and submit a full report of the quarter’s activities to the 


     Treasurer of the Chapter.  This report shall include original copies 


     of all petty cash vouchers and supporting receipts and any other 


     information or documents as may be requested by the Treasurer.



8.  All requests for Petty Cash must be made in writing by completing a 


     Petty Cash Voucher.  The Petty Cash Custodian will:




a.  Review the Voucher to verify that all necessary information has 



     been completed.




b.  Verify that the purpose of the request falls within the 



     acceptable uses for petty cash funds.




c.  Verify that original receipts have been presented and that the 



     totals match the total requested on the Voucher.




d.  Assign a Chart of Accounts number to the request.




e.  Pay the requestor and sign to  indicate that the Voucher has 



     been approved and payment has been made.




f.   Record the activity on the Petty Cash Log and file the Voucher 



     and attached receipts.

Acceptable Uses for Petty Cash Fund



Petty cash shall be used to handle small and unanticipated purchases, 


purchases where immediate payment is required and the use of the Chapter’s 


purchasing procedures are impractical, or purchases where the total cost is low 


enough that issuing a check through the purchasing procedures is not cost 


effective.  This limit shall generally be considered as $10.00.



Such purposes shall include but not be limited to the following:




a.  Postage stamps and mailing expense.




b.  Consumable office supplies.




c.  Catering expenses for NTMA Board or other meetings provided 



     that the total expense does not exceed $75.00 and that the 



     vendor will not accept payment other than cash for delivery.




d.  Other unanticipated expenses provided that they fall within the 

    

     approved purposes of the association’s annual budget.


Prohibited Uses for Petty Cash Fund



Without the express approval of the Board of Directors the Petty Cash 


Fund may not be used for the following:




a.  To cash any check.




b.  For cash advances of any kind.




c.  For any expense not within the purposes or limits of the annual 

     

     association budget as adopted by the Board of Directors.




d.  For the purchase of equipment.




e.  For the re-imbursement of travel expenses or mileage.

Investment Securities

Board of Directors Responsibilities

All purchases and sales of securities must be authorized by the Board of Directors.

Chapter Treasurer Responsibilities

The Treasurer will review the reconciliation of the securities count to the general ledger.

Maintain a record of due dates for investment income and follow-up if it is not received promptly.

Maintain a record of all maturity dates for security and deposits and advise the Board at least one month in advance of these dates as to actions which need to be authorized.

Secretary and/or Executive Director Responsibilities

The Secretary shall maintain an up-to-date list of all securities held by the organization, including a detailed description (with cusp and certificate numbers).

When possible, all securities shall be maintained at a brokerage firm in their street name.  When securities such as Certificates of Deposit are held by the Chapter they shall be kept in a locked drawer or file cabinet.

Property and Equipment

Board of Directors Responsibilities

The Board of Directors shall prohibit employees from taking possession of the entity's assets when they are to be disposed of, even if there is no secondary market for the assets.
Chapter property and equipment may not be used by employees, members, associate members, or any other individual for personal use.  Chapter property may be used by individuals with the prior approval of the Board of Directors, if such use will result in the promotion of the Chapter and its goals.  (For example:  a member making a career day presentation in a school or a presentation to a related organization such as SME.)

The Board shall use a capital budget within the Chapter budget and follow-up on projects with excessive costs. 

Chapter Treasurer Responsibilities

Annually review additions to and deletions from the property and equipment account.
Secretary and/or Executive Director Responsibilities

Permanent identification tags shall be attached to fixed assets.

A detailed record of all fixed assets shall be maintained including the date of purchase, full purchase cost, vendor, and location of the asset.

Conduct periodic physical inventories of property and equipment and reconcile to detailed property and equipment records.
Payables and Disbursements

Board of Directors Responsibilities

Any expenditure request which is not covered in the approved annual budget, or which is expected to significantly exceed the total allocated in that budget, must be approved by the Board of Directors, before purchase or payment may be authorized.

Chapter Treasurer Responsibilities

The Chapter Treasurer shall review and approve any purchase, payment, or re-imbursement that exceeds $1,000 or any purchase, payment, or re-imbursement that directly involves the Secretary or Executive Director.  

The Chapter Treasurer will review and approve any purchase, payment, or re-imbursement when the Executive Director believes there may be questions of specific budgetary approval or any potential conflict of interest.  The Chapter Treasurer may refer any such review to the Board of Directors for final approval.

Secretary and/or Executive Director Responsibilities

The Executive Director shall establish a procedure for handling all purchases, payments, and re-imbursements made by the Chapter.

All requests for purchases, payments, and re-imbursements shall be reviewed and approved by the Executive Director.  The Executive Director shall verify that all such requests are included in the Board’s approved annual budget.  A budget account number shall be assigned to each request before it is approved.
Invoices for goods or services must be approved before payment is made. In the case of professional services or construction, this approval should be made by individuals with the skills necessary to judge satisfactory conformity with the contract.

The Chapter Secretary will send approved requests for payment and invoices to the Chapter’s accountant on the 15th and 30th of each month.

The Executive Director or another appropriate person will review the actual cash disbursements versus expected or budgeted amounts.

General Guidelines for Payables and Disbursements

All disbursements (except for petty cash) should be made via check.


Use prenumbered, multi-part checks and prenumbered debit/credit memos. Keep 
one copy in numerical sequence.  Frequently check for missing or out-of-
sequence 

check numbers.


Severely restrict the use of manual checks.


Lock up unused checks.


When checks are voided, they should be defaced and kept for inspection.


Prohibit checks written to "cash" or "bearer."


Investigate, void, and reissue checks outstanding more than 180 days, if necessary.

Require two signatures for all checks in excess of $2000 and never sign blank checks.  Signature stamps or plates may not be used.

Limit authorized signers to the Chapter officers and Executive Director.

When a check is made payable to one of the Chapter officers or Executive Director in excess of $2000, that person may not be one of the two signers for the check.  

Check the mathematical accuracy of vendor invoices.

Attach vouchers or vendor invoices, purchase orders and receiving documents to 
check requests.


Prepare aging reports for accounts payable, reconciled to the general ledger. Have them 

reviewed for unusual amounts or unknown vendors by the Treasurer.

Separate authority to contract for an item and authority to approve the invoice.

Compare actual expense with the annual budget and follow-up on 
differences.

Require that all invoices and payment requests be authorized. 


Require original invoices and receiving reports.


Require all requests for re-imbursement to include copies of original receipts.


Cash advances may be made to Board members and committee chairpersons 

for anticipated expenses such as Chapter meetings and activities.  Advances 

shall be limited to a maximum $300 and must be for expenses specified in the 

annual budget or otherwise approved by the Board of Directors.  All advances 


must be substantiated with original invoices and all unused cash must be 


returned.
Credit Cards
Board of Directors Responsibilities

The Chapter shall maintain a credit card account to facilitate purchases where the use of check payment or cash advances may be impractical.
All charges must be within the approved annual budget or otherwise approved by the Board of Directors.

Credit cards, with a total limit not to exceed $10,000, will be issued to the President, Treasurer and Executive Director.  No other persons will be authorized to use these cards.
Chapter Treasurer Responsibilities
The Treasurer shall submit the credit card statement along with supporting receipts for payment.  All charges made to the Chapter credit card must be substantiated by original receipts.
Secretary and/or Executive Director Responsibilities

The Secretary or Executive Director shall present the monthly credit card statement and supporting receipts to the Vice President or Trustee for review at least quarterly.  Any questions will be referred to the Board of Directors for consideration.
Financial Statements
Chapter Treasurer Responsibilities
The Chapter Treasurer will obtain financial reports from the subcontracted accounting firm on a monthly basis.  The Treasurer will review these reports and provide copies of such sections as the Board of Directors will need to review and approve to all Directors not later than four (4) days prior to the monthly Board meeting.  
The Treasurer will present the financial reports to the Board at each monthly Board of Directors meeting and request the Board’s formal approval.

Board of Directors Responsibilities

Financial reports will be reviewed and approved monthly by the Board of Directors.  The financial reports will include a balance sheet and statement of income reflecting activity centers deemed appropriate by the Treasurer.  The statement of income report will also, at a minimum, provide current, year-to-date, and annual budget data; prior year comparative data is at the option of the Treasurer.  The financial statements will be prepared under the accrual basis of accounting. 
