FISCAL POLICIES AND PROCEDURES

Original Date_______________

These Policies and Procedures may be revised, subject to Board approval.
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FUND TYPES AND BUDGET CATEGORIES

TYPE OF FUNDS

BUDGET CATEGORIES
PERSONNEL

-
P

FRINGE BENEFITS
-
F

TRAVEL

-
T



EQUIPMENT

-
E

SUPPLIES

-
S

CONSULTANTS
-
C

CONSTRUCTION
-
CON

OTHER

-
O

CHART OF ACCOUNTS




Account

Type

(A)

PAYROLL POLICIES AND PROCEDURES

1. Pay Periods are every two weeks.  All pay checks for two-week pay periods will be distributed within five working days after the last working day of the pay period.  Paychecks are directly deposited into individual employee checking or savings accounts.

2. General Policies:

a. All employees of ______   are required to submit a time sheet, which must be received by the Office Coordinator, by Monday at 10 A.M. following the end of the pay period.

b. All additions or changes in payroll must be done on the “Employee Data Form”, signed by the employee and submitted to the Executive Director for signature and filing in the personnel file.  The employee must sign for all changes.  This form is used for all individualized changes to an employee’s status including salary or wage, job title, working status, address, name or fringe benefits.

c. No advances on salaries or loans to employees will be made.  Discrepancies will be resolved using the regular employee grievance procedure as described in ______’s personnel policies and procedures.

d. Payment to all employees will be based on the approved time sheets.

e. Payroll checks will be direct deposited to employees.  Check stubs will be available within 7 (seven) working days.  Employee’s checks will not be given to anyone except the employee, unless a written consent has been sent to the Executive Director in advance of the payroll.  Note: (The Executive Director cannot accept verbal permission to distribute an employee’s paycheck to another party).

f. A new employee will not be put on payroll without the Employee Data Form signed by the Executive Director and a W-4 Form and an I-9 Form.

g. All payroll will be done on a computerized system.  Currently, ______ payroll is done by _________ Payroll Service.

3. Procedures:

a. Each employee will complete and submit a signed individual time sheet showing hours worked, sick time, vacation time and holiday time taken.

b. Each supervisor will review for accuracy and sign time sheets.  All time sheets are to be sent to the Executive Director for approval and signature.

c. If an employee has not yet enrolled for direct deposit, the payroll check will be distributed to the employee normally, no earlier than 4 P.M. the fifth (5TH) workday following the close of the pay period.

d. Payroll deductions will be made for F.I.C.A., Federal and State Income Taxes, applicable health benefits and any other amounts required by State or Federal law.  These accumulated deductions will be submitted to the proper entity on or before their due date.

e. An accounting of deductions will be given to the employee as part of the payroll documentation.  Staff are instructed to verify that the deductions are correct and maintain their pay stubs.

(B)

CHECK WRITING POLICIES AND PROCEDURES

1. Once a week, generally on Thursdays, checks will be prepared by the Office Coordinator.  All Account Payables are kept in the “Account Payable” folder located in the “Follow-up” folder, in the front of the top drawer of the two-drawer file cabinet next to the Office Coordinator’s desk.  This “Account Payable” file will consists of all outstanding payables, such as: 

a. Regular monthly bills, i.e. Telephone bill, Electric bill, etc.

b. All expenses incurred by staff, that the Executive Director has approved.

c. Receipts for expenses that ______ is responsible for paying when an invoice arrives

2. After the checks have been signed and returned to the Office Coordinator, they will be mailed to the vendors and/or given to the staff member that incurred the expense.

3. The check stubs and invoice receipts will be filed as noted in Section M of this Policies and Procedures document.

4. Emergency checks may be prepared by hand if authorized by the Executive Director.

(C)

CHECK SIGNING POLICIES AND PROCEDURES

1. Employee’s responsible for the preparation of checks will not have the authority to sign checks.  In the event of an emergency, the Executive Director can prepare and sign the check after getting verbal approval from the President or Treasurer of the Board.

2. All checks will be completed via QuickBooks on the computer.

3. All checks over $1,000.00 must have two (2) signatures, with the exception of the monthly rent.

4. The President, Vice-President, Secretary or Treasurer of the Board of Directors and the Executive Director shall be authorized to sign all checks.

(D)

PETTY CASH FUND POLICIES AND PROCEDURES
1. All Petty Cash is to be maintained by the Office Coordinator, in a secure place.

2. The amount to be distributed is submitted on a “Petty Cash Request” form.  The individual accepting cash must present a receipt for the cash request within five working days, which will then be attached to the Petty Cash form.

3. A “Petty Cash Ledger” is to be maintained by the Office Coordinator to track all expenditures from the Petty Cash fund.  This ledger will include: 

a. Receipt # (Manually write numbers on ledger and on receipt)

b. Date

c. Amount Requested

d. Staff Initials

e. Item/Reason

f. Class/Account (Accounting purposes only)

g. Receipt Amount

h. Balance of Petty Cash 

4. When the fund needs replenished, the Office Coordinator must submit to the Executive Director a completed Purchase/Check Request form with the “Petty Cash Ledger” and all receipts for all expenditures.

5. No other monies may be mixed with the Petty Cash fund.

6. No personal checks are to be cashed from the Petty Cash fund.

7. Under no circumstances shall the Petty Cash fund be used to circumvent the established disbursement policies.

8. Petty cash in the amount of $25.00 will be held in the office.

9. Reconciliation and replenishment of the Petty Cash Fund will be done as needed to reimburse for expenditures by the Office Coordinator.

(E)

PURCHASE/CHECK REQUEST POLICIES AND PROCEDURES

1. When there is a desire to purchase an item, a Purchase/Check Request form is to be completed and forwarded to the Executive Director for approval.  (All bidding procedures that may be required by contract, law or regulation, shall be followed, when appropriate, prior to the ordering of any item.)

2. A Purchase/Check Request form is needed to purchase any non-recurring item.  Examples of non-recurring items are office supplies, equipment, furniture, program supplies, etc.  Examples of recurring items not needing a purchase order are rent, utilities, telephone, etc.

3. The Purchase/Check Request form is a one-page form that can be copied from the Master Forms Binder.

4. Method for staff to fill out a Purchase/Check Request form:

a. EMPLOYEE NAME MAKING REQUEST AND DATE

b. DESCRIPTION OF ITEM(S) BEING REQUESTED & REASON 

c. PURCHASE/REQUEST AMOUNT

d. DATE NEEDED

e. VENDOR NAME

f. VENDOR ADDRESS

g. The bottom section of the Purchase/Check Request form is to be filled out by the Office Coordinator accordingly.

5. Purchase/Check Requests are then forwarded to the Office Coordinator for review.  The Office Coordinator then will check the budgets and specific line items to be sure that funds are available for the purchase.

6. All non-recurring payables must have a Purchase/Check Request, Petty Cash Request, Expense Report or invoice from a vendor in place prior to checks being generated.

7. The Executive Director then signs checks.  Checks over $1000.00 must have two signatures: Executive Director and one Board Member or two Board Members.

8. The Purchase/Check Request form will be filed in a Follow-up file, by the Office Coordinator until the item is received.  

(F)

CASH RECEIPTS POLICIES AND PROCEDURES

1. When a check is received from a funding source it is recorded on the checkbook register in QuickBooks by the Office Coordinator, then it is deposited into the appropriate checking account by the Executive Director.  

All checks will be deposited on the same day as received, whenever possible.

2. At the end of the month, any service charges for the accounts are added into the checkbook register in QuickBooks as a credit and any interest accrued is added as a debit.

3. Any check stubs and/or any information attached to checks received is attached to the deposit receipt and filed chronologically (most recent date on top) in the Accounts Receivable/Deposits file located in the Office Coordinators two drawer file cabinet with Accounts Payable files.

(G)

ACCOUNTS RECEIVABLE POLICIES AND PROCEDURES

1. When money/checks are received from funding sources, they will first be logged into the QuickBooks Check Register as a deposit and the Office Coordinator will determine the type of funding and enter that into the description within the register.

2. All transactions in the QuickBooks Register will have a brief explanation of where the deposit came from, so that it is easily identifiable.

3. The receipt or check stub will be filed in the Accounts receivable file in order of date received.

(H)

FIXED ASSETS POLICIES AND PROCEDURES
I) Property, Plant and Equipment 

1. Property, Plant and Equipment are purchases of items that are capital in nature, i.e. a major expenditure ($300.00 or more) on an item with a useful life of more than one year.  Examples are computers, furniture, copiers, etc.

2. The procedures for recording property, plant and equipment are as follows:

a. All purchases are recorded in a fixed asset account code that designates where the money originated (which contract, if any is funding this expenditure).  The description of the code includes both the contract name and year.

b. The property, plant and equipment schedule is updated annually for capital additions.

II) Accumulated Depreciation: Any assets over $300.00 are being depreciated on a quarterly basis by our Certified Public Accountant.

(I)

BIDDING AND EQUAL OPPORTUNITY  

POLICIES AND PROCEDURES

I) Bidding Policy: ______ will comply with all bidding requirements of relevant funding sources, for items and services purchased with money from those funding sources.  Purchases not governed by a funding sources regulation will be at management discretion, but subject to justification.

1. Purchases for equipment or services valued over $3,000 will be bid.  Exceptions are made for equipment that is closely related to a successful bid in an earlier bidding process, such as parts of additional purchases of a similar make and model or upgrades of existing equipment within a service package.

2. Bids with item and service specifications will be sent to three or more vendors.  Choice of vendor to receive the bid will be at the discretion of management.  Bids will include a date for final response.  The response date can be extended at the discretion of management in the event that three bids are not received.

3. Purchases for equipment or services valued at $1,501 to $2,999 will have two bids sent out.

4. Purchases for equipment or services valued at $1,500 and below are not bound by a bidding process, but are subject to justification and exclusion of conflicts of interest.

5. Bids are reviewed by the Executive Director.  Selection of a winning bid is made based upon factors related to price, warrantee, service quality, trade-in discounts, service reputation and timeliness of delivery.  The Executive Director may modify the bid specifications and re-bid the services or equipment at his/her discretion.

6. Purchases for services and equipment valued over $1000.00 require prior approval by the Board or Executive Committee, unless in an approved budget.

II) Equal Opportunity Policy: ______ does not discriminate in employment opportunities or practices on the basis of race, color, religion, sex, national origin, age, disability or any other characteristic protected by law.

1. ______ will not use subcontractors or vendors who engage or who have been found by government agency or court to have engaged in discrimination against classes of people protected by Federal law.

2. ______ will ask subcontractors to attest to their record of non-discrimination.

3. ______ will not conduct business with vendors that have a record of discrimination and will cancel vendor relationships when a record of discrimination is known.

4. ______ will not contract with subcontractors or vendors that have been debarred.

5. ______ will not conduct business with vendors or subcontractors that are known to be delinquent in their taxes.

6. ______ will ask subcontractors to attest to their formal record of non-delinquency in taxes.

7. ______ considers a “preferred vendor” as one who complies with the ADA or is working toward compliance.  ______ will give priority to preferred vendors, when practical.

(J)

GRANT PAYMENT REQUESTS POLICIES AND PROCEDURES

1. A valid SF1199A, Direct Deposit Form must be on file with the U.S. Department of Education showing establishment of the bank account.

2. Only the Executive Director or President of the Board may complete grant payments.  

a. Primary

· Executive Director will act as primary Draw Down facilitator

b. Secondary

· President will facilitate Draw Down in the absence of an Executive Director

· Treasurer will sign off on President’s actions

3. Individual user I.D. and password are assigned for access through the Department of Education’s Grant Administration and Payment System (GAPS).  This I.D. and password allows GAPS to identify the person when GAPS transactions are completed.  Contact website at http://gapsweb.ed.gov or call 1-888-336-8930 for assistance.

4. ______ will submit an invoice along with a cover letter to FCD requesting the money one week prior to when the electronic Draw Down is anticipated.  

5. Go to http://e-grants.ed.gov/egwelcome.asp to request an e-payment.  This payment will be deposited into ____________________________ designated account within three days of the request.  __________ will write a check for the full amount to ______ so it can be deposited into ______ account within three days of the actual Draw Down deposit.

6. Deposits will be recorded into the companies QuickBooks Check Register, by the Office Coordinator.  

a. Go to “Banking” tab 

b. Then to “Make Deposit” tab 

c. Fill in the information noting the Funding source, Class Account, amount of deposit and a brief memo in “Memo” section on the deposit screen, describing where and why the money was deposited.

(K)

FAIRFIELD CENTER FOR DISABILITIES CONTRACT POLICIES AND PROCEDURES

1. Quarterly invoices for anticipated needs shall be submitted to ______________ on Agency letterhead at the beginning of each quarter.

2. A fiscal report shall be submitted by the 15th day after the end of each quarter ending with the appropriate liquidation date for the Federal Grant and subsequent grant awards.  Quarterly invoices will comply with OMB-122 cost principles when charging costs.

3. All original receipts shall be retained by ______ for audit purposes.

4. Retain all records and reports (704 reports) for a period of not less than three (3) years following the completion of any audit by the appropriate federal and state auditing agencies or until questions arising from the audit have been resolved, whichever is later.

(L)

BUSINESS TRAVEL EXPENSES POLICIES AND PROCEDURES

1. Prior to major travel, an Expense Report Form must be submitted to the Office Coordinator, 21 days in advance of travel.  The budget category will be consulted to insure expenses can be incurred.

2. The Executive Director must approve all Expense Reports prior to traveling.

3. Upon the completion of travel, the employee must submit a completed Expense Report within 30 days.  If travel occurs at the end of the fiscal year, reports must be submitted before September 30.  Reports should be accompanied by receipts for all expenses.

4. See Expense Allowances, Schedule A and personnel policy for more details.

______ EXPENSE ALLOWANCES

SCHEDULE A

This Schedule of Allowances applies to all organizational travel including employees, Board Members and Volunteers.

1. When an activity requiring overnight hotel accommodations is held at a hotel, the employee and volunteers may stay at the same hotel.  Employees and volunteers must obtain the lowest rate available.

2. When employees or volunteers require other overnight accommodations, employees must seek accommodations at a medium or low cost hotel/motel that also meets their personal needs for accessibility or proximity to destination.

3. Employees and volunteers may request a per Diem to be used for food and other approved expenses of $28 per day or $14 per twelve-hour day for all overnight travel or travel 100 miles beyond _____________.  Receipts will be necessary for the Per Diem.  Per Diem rates may vary based on whether meals are included in registration/seminar fees.

4. The mileage allowance is $.31 for each mile of personal vehicle use for ______ work purposes.  This specifically excludes mileage to and from the regular work site.

5. Travel of volunteers or employees for which reimbursement will be requested must be authorized in advance of the travel.

6. Receipts are required for all reimbursements.

(M)

MILEAGE REIMBURSEMENT POLICIES AND PROCEDURES

1. Any employee using their own personal vehicle for business related travel will be reimbursed for their mileage at a rate of 31 cents per mile.  Mileage costs will be paid once a month.
2. An Expense Report form will be used to track mileage.  This is a two-sided form with a “Mileage Record” on the reverse side that needs to be filled out as mileage is incurred, due to odometer readings needing to be actual (not estimated).
3. Within the first week of a new month all miles for the prior month, need to be totaled and entered into the appropriate lines on the Expense Report.
4. Multiply the Total Mileage by .31 cents per mile to acquire the Total Due.
5. The Executive Director must approve all Expense Reports prior to being paid.
6. After approval by the Executive Director, the Office Coordinator will be given the information and a check will be created to reimburse the mileage expenses.
7. After payment is made the Office Coordinator will file according to the “Organizational Filing systems”.
(N)

ORGANIZATIONAL FILING SYSTEMS POLICIES AND PROCEDURES

I) Accounts Payable (AP)

1. When a bill arrives, it is reviewed by the Executive Director and forwarded to the Office Coordinator for review.

2. After the Office Coordinator reviews the AP and determines when it needs to be paid, it is kept in chronological order by due date in the AP file located in the front of the top drawer of the two drawer file cabinet.  (This cabinet is to be kept locked when away from the office.) 

3. Account Payables are usually addressed and/or paid on Thursdays each week.

4. When checks have been printed, the original bill statement and checks are forwarded to the Executive Director for review and signature and returned to the Office Coordinator for mailing original and filing the copies and check stubs.  

5. The check stubs and copies of the AP are filed in the following manner:

a. Budget Category (Account)

b. Sub-Account

c. Chronologically by date paid

(O)

CHECKBOOK RECONCILIATION POLICIES AND PROCEDURES

1. At the beginning of each month agency business Bank will send a statement of our checking account for the prior months business.

2. The Office Coordinator will reconcile the checkbook by going to the “QuickBooks Premier” icon on the desktop and double clicking.

3. Enter the password.  (Note: The Office Coordinator, Executive Director and our accountant know the password.)

4. Make certain that the program opened up to ______ – QuickBooks – you can see this in the upper left corner of the window.

5. Go to the “Banking” tab drop down, move down that tab to “Reconcile” and click.

6. A new window will open “Begin Reconciliation”

7. Ensure that the Account being reconciled is the correct account. 

8. Enter the statement date from the statement (usually is the last day of the prior month)

9. Check the “Beginning balance”.  This should be correct is the prior month was reconciled correctly.  (If not, click on “What if my beginning balance doesn’t match my statement?”)

10. Enter the “Ending Balance” from the bank statement

11. Then click continue at the bottom of the window

12. Another window will open “Reconcile – Cash – Checking 

13. Mark all deposits and cleared checks listed on the bank statement by highlighting the item and pressing the space bar.  Note: if you check mark an item that you do not want checked, simply highlight and press space bar again.

14. After all transactions have been checked the statement should balance and the account will be reconciled.  You will be able to recognize this by a zero balance in the “Difference” Column in the bottom right corner of the window.  

15. After you have a zero balance in the “Difference” Column click the “Reconcile Now” button and QuickBooks will do the rest and let you know that the Reconciliation Process is complete.

16. QuickBooks will then ask you if you would like to print a detailed report of the reconciliation.  Print the report and attach it to the bank statement.  

17. File the Bank statement in the black binder labeled “Banking and QuickBooks” in the two-drawer file next to the Office Coordinator’s desk, under the “Bank Statements” tab.  File most recent statement on top of the other statements in the binder.

