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This is a template you can use as a starting point for your organization. 

Simply replace ORGANIZATION with the name of your org and make any other changes as appropriate.










Prepared by:
Irene G. Delozier
Chief Financial Officer
Filament Essential Services
filamentservices.org 



Financial Management 
Policy & Procedure Suggestions
BANKING 

Cash management and reserves
ORGANIZATION is to maintain a minimum of $xxxx in its checking and/or savings account at all times. In the event that balances fall below this amount the Treasurer should be notified immediately. 

Consider who is authorized to sign checks or have access?

Depending on the services rendered a bookkeeper may be added as a signer. 

A minimum of two officers must be on all signature cards. Two signatures are required for any checks over $5,000. 

Bank Reconciliations
1. Bookkeeper accesses bank statements electronically and keeps a copy in Dropbox/file sharing system.
2. Bookkeeper reconciles the bank account in the accounting software and saves an electronic copy to electronic storage location. 
3. All reconciliations must be done within 15 days of receipt of the bank statement. 
4. Upon completion of the bank reconciliations, Bookkeeper will investigate and attempt to resolve:
· Items rejected by the bank (i.e., returned checks or deposits)
· Checks outstanding for more than two months.
· Deposits outstanding for more than one month. 
· If not resolved, Bookkeeper will alert the Treasurer and/or appropriate staff.

Banking/Credit Card Issuance Policy
1. In every case of credit card usage, the individual charging on an ORGANIZATION card will be held personally responsible in the event that the charge is deemed personal or unauthorized.
2. Receipts should be compiled and submitted to the bookkeeper upon completion of the charge.
3. Information to include with the receipts should be the date, amount, and budget line.
4. Bookkeeper reconciles the credit card log with the credit card statement monthly and records the expenses.
5. Unauthorized or Personal purchases are not allowed. If an item is discovered or self-disclosed, the ORGANIZATION must be reimbursed immediately by the person.

Unauthorized purchases include but are not limited to:
· Personal or non-business expenditures of any kind.
· Expenditures which have not been properly authorized.
· Meals, entertainment, gifts, or other expenditures which are prohibited by:
a. ORGANIZATION budget and/or other policies
b. Federal, state, or local laws or regulations
c. Grant conditions or policies of the entitles from which ORGANIZATION receives funds.


REVENUE MANAGEMENT

1. The Secretary handles all Deposits and a record of all intake is provided to the Bookkeeper. Bookkeeper keeps a copy of the statement received with the deposit allocation spreadsheet.	Comment by Irene Delozier: Is there anyone else who should get this?  Where should copies be kept?
2. Bookkeeper will reconcile the statement and record any deferred revenue needed. 

GRANT COMPLIANCE
1. When a new grant is received or renewed, a copy of the executed grant must be forwarded to the appropriate staff.
2. The Executive Director shall set up a permanent file for the grant and maintain the contract along with any other financial correspondence regarding the grant.
3. A copy of the Grant document and any budgets associated with it should be sent to the Bookkeeper.
4. It is the responsibility of the Executive Director to review the grant contract and identify any financial and reporting items that must be complied with by ORGANIZATION.
5. The Executive Director or staff in charge will identify any expenses related to the grant so that the Bookkeeper can track all expenses related to the grant and prepare any necessary financial reports. The Executive Director will prepare the final report if it is required by the grantor. 


EXPENSE MANAGEMENT

Cash Disbursement Procedures
1. Weekly but at a minimum semi-monthly, the Bookkeeper will collect documents/invoices for processing.
2. Bookkeeper will record all transactions and will match with the bank transactions for any debit card expenditures if applicable.
3. Reimbursement requests will be processed via Electronic Bill Pay and a record of the confirmation number or check number will be recorded on the vouchers.
4. From time to time a check will be printed vs an Electronic Bill Pay depending on timing and need. 
5. Copies of Vouchers are kept in a monthly folder and returned to the ORGANIZATION quarterly.
6. There are items which are set up on auto pay due to the nature of the expense ex: Utilities or some subscriptions. A list of these will be supplied to the ORGANIZATION by the Bookkeeper annually as part of the budget process. Any changes to these must be communicated to the Bookkeeper as these invoices are not ‘preauthorized’ before payment.
7. Annual subscriptions that are approved for the year should be listed as part of the budget process so the Bookkeeper knows that it is an authorized expense.



AUTHORIZATION & REIMBURSEMENT REQUIREMENTS
All purchases must be approved by the Executive Director before expense is incurred. 
1. Mileage reimbursement must be submitted for payment at a minimum on a monthly basis but may occur more often. An employee must submit an expense reimbursement form. Mileage will be reimbursed at the published IRS rate during the time of travel.
2. Reimbursement for any travel expenses must be documented. Meals & Entertainment must be separated out from transportation and other travel expenses. 
3. All expenses must have accompanying receipts.
4. A reimbursement without a receipt must have authorization from the appropriate staff member and substantiation of why the receipt was not included.
5. Reimbursement for items approved as part of the budget can be submitted without an additional signature. The Budget line item must be identified on the voucher along with the program and if any restricted use funds are going to be used.
6. Items not budgeted or items that will cause a line item to be over budget must have 2 signatures regardless of the amount.
7. Contracts must be submitted to the Bookkeeper so that there is a record of what is authorized for payment.	Comment by Irene Delozier: Who is authorized to sign and negotiate contracts on behalf of the Organization??


Payment of Invoices
a. Contracts for purchasing products or services should be created and maintained for the file whenever appropriate. All contracts should be approved by the Executive Director.
b. Contracts with consultants will include the rate and schedule of pay, deliverables, time frame, and other information such as work plan, etc. Justification for payment should be submitted to file.
c. All contracts outside of the budget must be reviewed and approved by the Board. 
d. All invoices should be authorized by the Executive Director before payment. 
e. The receipt of an email asking the bookkeeper to pay the invoice will be accepted as authorization if it is a routine item such as utilities etc.
f. An email request for changing payment address or payment accounts will not be accepted alone and will require a verbal confirmation in order to avoid possible fraud.
g. All invoices or requests for payment should include what the expense is for, which budget line item it pertains to, if there is a grant associated with the expense and if there is any other tracking needed.
h. All vendors which may require 1099 reporting must include a W9 before payment is issued.
i. Gift card purchases are not allowed unless request is authorized by Executive Director and verified verbally in advance of the purchase.


Asset Capitalization Policy
1. Purchases of assets over $2,500 will be capitalized and must be reported to the bookkeeper.	Comment by Irene Delozier: Smaller not for profits should consider maybe using $5000 as the base for capitalization.  This is applicable in accrual systems only.
2. The Depreciation schedule is as follows:
Furniture - 5 – 7 year
Technology Equipment - 2 years (unless other useful life has been determined) Building related improvements - 10 – 20 years
Automobiles - 5 years



FINANCIAL REPORTING
Monthly Reports
1. The Bookkeeper will prepare a set of monthly financial reports.
2. The reports shall include: a Statement of Financial Position (balance sheet equivalent) and Statement of Financial Activities (statement of income/expenses) along with a budget-to-actual report, any accounts receivable and accounts payable outstanding report.
3. Monthly statements may be reviewed by the Executive Director, and Treasurer or President prior to being distributed to the Finance Committee if time allows.
4. Monthly reports shall be reviewed by the ORGANIZATION Finance Committee.
5. After the Finance Committee’s acceptance of the reports, statements will be presented to the full board/executive committee for their acceptance. 

OTHER ITEMS 

COMPUTER SYSTEM BACKUP PROCEDURES & IT SECURITY	Comment by Irene Delozier: Should have a statement of how are things backed up who is responsible for it?  How is Security handled etc

Could consider having a separate set of policies depending on grant or insurance requirements.





	This sample document is provided by Filament Essential Services as a general resource for nonprofits. It is not intended as legal, tax, or accounting advice and should be reviewed by the appropriate professional before use. 

For more tools, calculators, articles, videos, and nonprofit resources, visit filamentservices.org.
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