Financial Policy and Procedures Manual 
The purpose of this manual is to ensure that Florida Harm Reduction Collective, Inc. (FLHRC) maintains systems of financial control conforming to the requirements both of probity and of good financial management. It is essential that these systems operate properly. 
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Introduction - Overview and Objectives of This Manual 
The purpose of this manual is to ensure that the financial management conforms to the following objectives and principles: 
1. A clear definition of financial responsibilities. 
2. A clear separation of duties where necessary and appropriate 
3. The operation of effective financial checks and controls
4. Integrated financial planning and budgeting 
5. Regular and clear financial monitoring and reporting at an appropriate level of detail 
6. Compliance with GAAP rules and regulations and with audit requirements; 
7. The securing of best value for money 
8. Operation in accordance with generally recognized financial best practice 
9. Clearly defined delegations of authority.
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1. Roles and Responsibilities 
1.1 Finance structure 
1.2 Role of the Board of Directors 
1.3 Financial delegation 
1.4 Financial policies 
1.5 Review of financial procedures 
1.6 Role of the Finance, Audit & Risk Management Committee
      1.7 Reporting financial updates to Board of Directors 
1.8 Role of the ED 
1.9 Role of the Designated Budget Holders 
1.10 Role of the Responsible Officer 
1.11 Role of the Finance Director 
1.12 Role of other staff in financial management and administration 1.13 Financial Management and Governance Evaluation (FMGE) 1.14 Register of Pecuniary (Business) Interests

1.1 - Finance Structure 
The responsibilities of each person involved in the administration of finances has been defined to avoid the duplication or omission of functions and to provide a framework of accountability for the Board of Directors and staff. The financial reporting structure is illustrated below:- 
Board of Directors 
↓ 
Finance Committee 
↓ 
Executive Director 
↓ 
Finance Director 
↓ 
Project Directors 
↓ 
Project and Program Managers 
↓ 
Community Advisory Board Review 
The organization encourages regular communication  between those making financial decisions and those affected by them by sharing  information regarding any proposed actions through the reporting lines indicated above. 
1.2 - Role of the Board of Directors 
The Board of Directors has overall responsibility for the administration of finances. The main responsibilities of the Board of Directors are prescribed in the Trustee Handbook. The main responsibilities include: 
● the approval of the annual and three-year budgets. 
● the approval of delegated financial powers. 
● to be strategic, including ensuring that FLHRC has clear aims and values.		
· to ensure that the requests for funding are in alignment with the organization’s strategic plan.  	Comment by Nicole Medina Rodriguez: needs to be aligned
● to be accountable. 
The Board of Directors acts with integrity, objectivity, honesty, and in the best interests of the organization. They must be prepared to explain their decisions and actions, if required. 
1.3 - Financial Delegation 
The Organization also maintains individual job descriptions for the ED, Finance Director and all others involved in the financial management of the organization, setting out clearly defined levels of financial responsibility, including their relationship with the Board of Directors. 

1.4 - Financial Policies 
The Board of Directors is responsible for ensuring that policies are in place and regularly reviewed. All staff and the Board of Directors are made aware of these policies through their induction training. 
1.5 - Review of Financial Procedures
The Board of Directors will review this finance procedures manual periodically, or following any significant changes to the financial practices. Approval of the manual will be reflected within the governor minutes. The manual is held within the policies file and is available to staff and the Board of Directors. It is also brought to their attention through the induction process. 
This Finance Manual should be read in conjunction with: 
Anti-Fraud and Anti-Bribery Policy 
Staff Recruitment and Selection Policy 
Data Protection Policy 
Safeguarding Policy 
Whistleblowing Policy 
Other relevant organizational policies
(list other policies and procedures your organization has adopted)

1.6 - Role of the Finance Committee 
Although there is no requirement for organizations to have committees, the Board of Directors has agreed that it will fulfill some of its responsibilities through a series of committees. The Board of Directors as a whole decides the membership of each committee. 
The tasks that are carried out by the Finance Committee are as follows:- 
1. Provide advice and offer recommendations to the Board of Directors on all financial matters. 
2. Scrutinize the drafts of the annual and rolling three-year budgets, then make recommendations for their approval by the Board of Directors. 
3. Monitor income and expenditures against the annual budget and all other financial issues. 
4. Monitor the financial regulations maintained by the Organization and the effectiveness of           the Organization’s financial procedures as set out in the finance handbook for staff. 
5. Ensure the annual accounts are produced in accordance with requirements.
6. Monitor financial areas of the Organization Budget on behalf of the Board of Directors. 
7. Review and recommend financial policies for approval by the Board of Directors. Monitor the implementation of such policies. 
1.7 - Reporting Financial Updates to Board of Directors 
The Organization ensures that the Board of Directors is kept fully informed about financial issues and developments at meetings of the Finance Committee by recording the details in the minutes. Following discussion, any issues of a significant nature are then communicated back to the full Board of Directors. 
1.8 - Role of the Executive Director (“ED”) and Finance Director 
The ED has overall executive responsibility for activities including financial activities. Much of the financial responsibility has been delegated to the Finance Director and Project Directors, but the ED still retains responsibility for: 
● Authorizing contracts between $.01* and $4,999.99*, in conjunction with the Chair of the Finance Committee where appropriate (see Section 11.9).
● The overall integrity of the Organization’s finances and the effective operation of the Organization’s financial systems and controls.
          ● Signing checks in conjunction with other authorized signatories and in accordance with the
bank mandate.
             ● Ensuring that the Finance Director and Project Directors discharge their responsibilities    effectively. 

* Marked price amount is a suggestion. Refer to the organization’s specific policy.
1.9 - Role of Project Directors 
The role of Project Directors is to: 
● Ensure that all commitment and expenditures against their Approved Budget is within budget limits and within the limit of their delegated authority. 
● Communicate with the Finance Director of any potential overspend or variation to Approved Budget.
● Complete and authorize a Purchase Order or Invoice for all commitments. 
● Ensure that invoices for expenditures against their budget are for goods or services that have been properly ordered, have been received according to specification, and are satisfactory. If so, the invoice may be authorized for payment.
1.10 - Role of the Finance Director 
The ED collaborates with the  Finance Director to prepare draft annual budgets for the Organization, submit them to the Finance Committee for recommendation and refer to the Board of Directors for final approval. 
The Finance Director also provides specific expertise in long-term financial management and is responsible for: 
● budgeting 
● providing financial advice 
● accounting 
● generating and monitoring income 
● arranging and checking insurance 
● costing projects undertaken by the Organization 
● developing financial policy. 
Full details of all areas of responsibility are set out within the Job Description for this post. Refer also to the Organization’s Schedule of Financial Delegation. 
1.11 - Role of Other Staff in Financial Management and Administration 
For the financial system to operate well all staff, particularly the Project Directors, Program Directors, and Program Managers, with or without financial responsibilities, must act with competence and integrity. As part of the interview and selection process, the Organization specifies the qualifications, experience and personal qualities desired for the post within the job posting specifications. At times the ED may, where appropriate, recommend training to support the financial competency of staff. Staff are also encouraged to review any training sessions offered internally and externally providers to expand their current knowledge and align themselves with current practices and expectations. 
1.12 – Conflict of Interests

It is important for staff and Board of Directors to demonstrate that they do not benefit personally from the decisions they make. To avoid any misunderstanding that might arise, all Board of Directors and staff are required to declare any financial interests they have in companies or individuals from whom goods or services may be purchased. Conflict of Interest Statements are available for internal and public review. 
Conflict of Interest Statements must include any and all business interests such as directorships, shareholdings, or other appointments of influence within a business or organization which may have dealings with Organization name. The disclosures also include business interests of relatives such as a parent or spouse or business partner where influence could be exerted over any staff or board member. The existence of Conflict of Interest Statements does not detract from the duties of Board of Directors and staff to declare interests whenever they are relevant to matters being discussed by the Board of Directors or a committee. Where an interest has been declared, Board of Directors and staff should not attend that part of any committee or other meeting. 
Signed Conflict of Interest Statements are retained by the Company Secretary and shows: 
● the name of the board/ staff member (including close family members). ● the nature of the business or personal interest. 
● the name of the organization or person which gives rise to the interest. 
● an indication of the circumstances in which a conflict might arise (if this is not already obvious). 
No member of the Board of Directors or member of staff accepts gifts or hospitality from current or potential suppliers unless appropriate approval is obtained.
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2. Internal Financial Controls 
2.1 Separation of duties 
2.2 Approved signatories 
2.3 Maintenance of complete and permanent records 2.4 Review and assessment of procedures 
2.5 Audit arrangements 
2.6 Internal Audit (by the Responsible Officer) 2.7 Risk management
2.1 - Separation of Duties 

This manual of detailed procedures is maintained to reflect the day-to-day management of financial administration. As far as possible, the allocation of duties has been made to ensure that the same person is not responsible for a process from start to finish to reduce the risk of error or intentional manipulation. Where this is not possible, the ED or Finance Director undertakes some form of internal check, e.g. review the bank reconciliations, review of paying-in slips, etc. As far as is possible, the following functions are separated: 
● Authorization 
● Execution 
(I.e. the authorization of orders and invoices is separated from the placing of orders and raising of checks, etc.) 
● Custody 
● Recording 
(I.e. the responsibility for managing assets is separated from the recording of items on the inventory and again from the annual checking process, etc.) 
● The responsibility for system development from the operation of the system 
● Access profiles 
(I.e. the development of the computer-based packages is separated from the day-to- day users and profiles are set within the system to restrict access to specific areas only.) 
Unless explicitly outlined in a funding source from which the ED is compensated, additional expenses incurred by the ED require pre-approval from either the chair of the Finance Committee, Chair of Board of Directors, or another authorized signatory. Receipts for all pre-approved expenses must be submitted with an Expense Voucher within 15 days of incurring the expense. 
In the event of long-term absence of any of the post holders, their responsibilities should be delegated according to the organization’s protocols until alternative arrangements can be made. 
2.2 - Approved Signatories 
Authorization on an action, transaction, etc. is a key internal control. Staff are expected to exercise authority only where they have been delegated the power to do so. Authorization is clearly recorded by the individual’s signature and printed name, which may include electronic signatures. The Finance Committee maintains a sample of  the authorized parties’ signature in accordance with the above. External agencies, notably the payroll provider, are notified of changes to authorized personnel promptly. 
All orders and invoices are authorized for payment by the Project Director, Finance Director, or Executive Director. Details of all Project Directors are held within the accounting software and the Finance Director holds a separate list detailing the name of the budget holder, their signature, and any restrictions to their signing limits. This record is retained securely in the finance office. 
2.3 - Maintenance of Complete and Permanent Records 
Complete financial records are always maintained so that transactions are traceable from the original documentation to the accounting records and vice versa. Where amendments are required, the person making the change initials the alteration. All manual records are completed in ink and correcting fluid is not used. All records are authorized or approved independently from the person completing them, e.g. expenses claims, bank reconciliations, etc. and the records are signed to reflect this. Records are retained for the length of time recommended. 
Security arrangements regarding financial data security and backup procedures, etc. are covered in Section 18 to this manual. 
2.4 - Review and Assessment of Procedures 
On an annual basis, the Chair of the Finance Committee takes an assessment of the financial systems as part of the annual review of the risk register. The result of this assessment is discussed with the Finance Committee, and is designed to ensure that effective controls are in place and to give reasonable assurance that all the funds managed by the Organization have been properly controlled and accounted for (refer also to Section 5). 
2.5 - Audit Arrangements 
The Board of Directors ensure that access to financial records will be given to the external auditors. 	Comment by Morgan Leah: are there any methods of sending these records that are not allowed?  Thumb drive/email/whatever?
2.6 - Internal Audit 
The internal audit service: 
● the financial responsibilities are being properly discharged; 
● resources are managed in an efficient, economical and effective manner; ● sound systems of internal financial control are being maintained and 
● financial considerations are fully taken into account in reaching decisions. 2.7 - Risk Management 
A regular review of the areas of risk is undertaken within the Organization both in terms of people and premises, including the following areas: 
● identifying and assessing risks 
● determining appropriate actions 
● implementing the actions 
● monitoring the results 
● providing feedback 
A designated member of the board, assisted by the Chair of the Finance Committee, leads the assessment process and determines the possibility of an event occurring. The findings of the risk assessment exercise/update are maintained in a risk register and formally reported back to Board of Directors and reflected in the minutes of their meetings.
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3.1 - Account Arrangements 

The Board of Directors has agreed that all funds are deposited within the bank accounts. The three main bank accounts are held with __insert bank name__. 
3.2 – Check and Online Payment Security and Signing 
The Board of Directors have agreed that payment authorizations have been delegated to the following approved signatories via vouchers submitted through either Docusign or Adobe Acrobat platforms via electronic signature and time, date, and location stamps: 
· ED 
· Finance Director 
· Board Secretary 
· Chair of Finance Committee 
Subject to the following limits of signing power: 
	Authorized Personnel 
	Limit / Comments

	Executive Director, Finance Director, or Board President
	Any payment less than $999.99* that is not a payment to either the Executive Director or Finance Director. For reimbursement payments to the Executive Director or Finance Director, see below.

	Any two of the above 
	Any check or payment $1000.00* to $4999.99*. For payments $5000.00* or more prior approval from the Board of Directors is required.




Payments to the Finance Director must be approved and made by the Executive Director or/and the Board Secretary, as necessary. 
Payments to staff for reimbursement of pre-approved expenditures must be submitted via an Expense Voucher through either DocuSign or Adobe Acrobat and contain the payee's signature and time, date, and location stamps. 
Requests for payment for mileage must be accompanied by a mileage report from the organization’s mileage tracker. Reports submitted by the Finance Director must be approved and paid by the Executive Director. 
Any payment to the Executive Director for more than $499.99* must be approved by either the Board Chair or the Chair of the Finance Committee. Amounts less than $500.00* may be authorized and paid by the Finance Director. 
When two signatures are required for payment, the Finance Director or Executive Director will prepare documentation in __insert software program__  and submit it to all parties eligible to authorize. 
All vouchers and   reports requesting payment will be electronically attached to the transaction within the organizations electronic financial system.

**Below note was based on an organization’s statewide mail-based naloxone program.
Note: Payments for previously incurred debt via Organization name credit cards or approved via the board do not require additional authorization,i.e. payments to American Express for postage incurred as an expense under the organization’s DCF Mail-based Naloxone Program, program name, Conference Expenses, etc. 
3.3 - Security and Control over Check Stationery 
The Finance Director is responsible for controlling checks and/or check books in issue. Check books are ordered automatically, printed check stationery is ordered as required. When not in use, checks, check books and printed check stationery are kept securely. Access is restricted to the following personnel: 
● Finance Director 
● Executive Director 
3.4 - Accounting for all Checks 
The Finance Director is responsible for periodically checking the sequence of unused checkbooks to ensure that all unused checks can be accounted for. Any anomalies are reported to the ED immediately and the bank informed not to honor checks which cannot be accounted for. 
3.5 - Payments to suppliers 
The Finance Director will oversee the arrangements regarding Payments to suppliers and contractors. An accompanying QuickBooks_ record, with invoices or receipts attached, will be reviewed and reconciled by Parkins Financial Services. 
    3.6 - Changing Account Signatories 
All changes to the authorized signatures must be approved by the Finance Committee
   3.7 - Direct Debits, Standing Orders & payments 
The Finance Director will maintain a schedule of all direct debits, standing orders & payments set up on the account(s) showing: 
● payee 
● reason for payment 
● amount 
● date set-up 
● frequency / timing of payment 
These are only set up after careful consideration regarding the risk of error and the ability to meet the on-going cost. All mandates are signed by two of the authorized signatories. The mandates are retained in the finance office. 
All direct debits, standing orders & payments reflected on the bank statements are reconciled to the invoices received and any receipts obtained (i.e. use of the gas card). Refer also to paragraph 3.8 below regarding business cards. The supporting documentation is filed with the paid invoices. 
The Finance Director will undertake a spot check of these procedures on a quarterly basis. 3.8 - Credit Cards

Business credit cards are held in the name of the ED and the Finance Director and are kept securely in a safe. 
3.9 - Cashing Facility 
While the use of cash is strongly discouraged, it is the sole responsibility of the Finance Director to withdraw petty cash. 
3.10 - Reconciliation Process 
Electronic bank statements are received from the bank monthly. The Finance Director is responsible for overseeing the reconciliation of all accounts undertaken by the finance team. Reconciliation is done at least monthly by an independent bookkeeper. 
Once the items on the bank statements have been cleared, the list of unreconciled items is reviewed, and examined for old expenditure items and outstanding income items. All checks that have not been presented at the bank within six months of production are investigated and written back into the account, where appropriate. Outstanding income items are investigated and chased through the bank, where appropriate. 
Once the reconciliation process has been completed, the ‘bank reconciliation’ and financial reports are retained. 
3.11 - Banking of Cash and Checks 
Cash and check receipts are reconciled by the Finance Officer and placed in sealed bags, held securely. Weekly collection is by security company. A receipt is taken from the driver. 
These are signed as accurate by the Finance Officer. 
The signed reports are to be retained for review, along with the bank statements. If the account cannot be reconciled, this is reported to the ED. 
3.12 - Cash Flow Forecasting 
The Finance Director will maintain a forecast of cashflow for a period of six months ahead on a rolling basis, to assist in optimal funds control and disposition. 
The Organization monitors its bank position monthly with direct access to the bank and through the performance of formal bank reconciliations and quarterly through revised forecasting of the budget.
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Both medium term and short-term financial plans are prepared. 
The medium-term financial plan is prepared as part of the development planning process. The development plan indicates how objectives are going to be achieved within the expected level of resources over the next three years. The development plan provides the framework for the annual budget. The budget is a detailed statement of the expected resources available and the planned use of those resources for the following year. 
The development planning process and the budgetary process are described in more detail below.
 4.1 – Organization Development Plan 
Development and Strategic plans bring together, in a clear and simple way, the Organization’s priorities and goals. Such planning is mostly presented in the form of an annual plan which documents the main measures taken each year to raise standards, the resources dedicated to these, and the key outcomes and targets of the Organization. 
4.2 - Organization Improvement Plan 
Development and Strategic plans are concerned with the future aims and objectives and how they are to be achieved; this includes matching objectives and targets to the resources expected to be available or identifying requests for funding. Plans are kept relatively simple and flexible to indicate the “big picture” within which more detailed plans may be integrated. 
Completed plans include detailed objectives for the coming financial year and outline objectives for the following two years. The plans also include the estimated resource costs, both capital and revenue, associated with each objective and success criteria against which achievement can be measured. 
For each objective the lead responsibility for ensuring progress is made towards the objective is assigned to a Project Director. The responsible Director monitors performance against the defined success criteria throughout the year and reports to the senior management team on a regular basis. The senior management team will report to the Board of Directors if there is a significant divergence from the agreed plan and will recommend an appropriate course of action. The items within the plan are also prioritised to make the best use of funding or resources. Plans are approved by the Board of Directors on an annual basis. Progress against a plan is monitored by the individual committees on a regular basis and as part of the on-going budget monitoring cycle. 
As the priorities of the Development or Strategic Plan change, financial planning will change accordingly, taking into consideration monetary inputs. 
4.3 - Medium Term Financial Plan (MTFP)

Development and Strategic Plans are used to inform a medium-term financial plan (MTFP) for the next three years, showing how the goals of the organization can be met in the medium term, given the current financial position. The MTFP is put together at the beginning of the financial year. 
The MTFP enables the Organization to: 
● plan for a range of alternative scenarios 
● ensure priorities in Development and Strategic plans are both affordable and sustainable. ● ensure that the budget remains sustainable (i.e., forecast income matches forecast expenditure) 
● develop contingencies to deal with unexpected events. 
● avoid deficits or excessive surpluses. 
Plans are updated and discussed regularly, in line with known changes to income and expenditure patterns and changes. The ED, Finance Director, and Project Directors work together to achieve this. 
The MTFP is approved by the Board of Directors once Board of Directors are satisfied with the projections and that any assumptions are realistic. Before approval, the level of the forecasted balances is fully scrutinised. The MTFP is reviewed and updated annually as part of the financial planning / budget formulation cycle. 
4.4 - Annual Budget 
There is a budget preparation timetable to ensure that the budget setting process is clear and that all stages are undertaken by the required deadlines. 
Priorities, along with expected income and expenditures, are highlighted in the documentation sent to Board of Directors for approval of the annual budget. 
The Board of Directors consider the spending priorities in the light of the budgeted income and expenditure. 
The budget process starts with the Leadership Team deciding on deliverables and goals, as directed by funding sources. 
As part of the budget setting process, the Organization’s staffing arrangements are reviewed by the ED and the Finance Director to take into consideration incremental changes, planned structural changes and any other factors known at this time, e.g., staff changes. Once costs such as staffing and premises related matters have been approved the balance is apportioned to departments. This is balanced against the available resources for the same period, and the contingency element of the budget required by the Board of Directors. 
The budget is prepared in a format which separately identifies income and expenditure and is split between revenue and capital allocations. This facilitates completion of returns and ensures consistency with the accounting system. 
The Board of Directors have agreed that the first draft of the annual budget for the following financial year will be ready for consideration by the Finance Committee by October of each preceding budget year. The draft budget is then circulated to the members of the Committee prior to their meeting to discuss it so that they can consider it and obtain any further information and explanations they feel are necessary to gain a thorough understanding of the budget. Any assumptions used are highlighted clearly and attention is drawn in particular to areas of sensitivity. The budget is then revised if necessary and presented for consideration by the full Board of Directors and the budget setting rationale is explained. The Board of Directors also reviews the previous year’s activities to establish how the organization has performed in relation to the approved budget for that year. 
The Board of Directors has ultimate responsibility for setting the budget and the operation thereof and ensures that actual income and expenditure during the year is monitored closely and compared against budgeted income and expenditure. 
The Finance Director will report to the Board of Directors any proposals for policy changes that significantly affect the expenditure or income budgets. 
4.5 - Accounting software 
From the approved budgeted income and expenditure return, the budget is entered into the accounts system. 
The Finance Director will transfer the reported figures into budget departments and nominal ledger codes where applicable ensuring that the figures match that approved by the Board of Directors. 
4.6 – Project Managers 
The Finance Director is responsible for notifying Project Managers in writing of their allocation together with guidance on how it can be spent. 
4.7 - Treatment of Restricted Funding 
The Organization may receive allocations of restricted funding. In drawing up the budget, all streams of funding are specifically identified along with any criteria against which this funding must be used. These strands of funding are taken into consideration when putting the budget together and are specifically highlighted to the Board of Directors when approving the budget. 
4.8 - Profiling the Annual Budget 
Once the budget has been approved and loaded onto the accounting software, it is profiled by the Finance Director in accordance with known spending / income patterns. Where there is no history to refer back to, the most sensible profile is used. The profiles are reviewed periodically throughout the financial year to ensure that they still represent known spending patterns, especially where funds have been transferred due to revised spending arrangements. Where appropriate, profiles are amended. 
4.9 - Budget Reallocations and Cost Overruns 
There is a procedure for formal approval of budget adjustments and overruns. Budget adjustment within a program area of less the 10% of the budget must be approved by the Executive Director and, if required, the funding grant manager. Cost overruns of less than 5% of the program budget may be approved by the Executive Director so long as unrestricted funds are available. Once approved, unrestricted funding available must be moved to a restricted class within the organization’s budget spreadsheet. 
All reallocations within a program budget exceeding 10% of the budget or any cost overruns in excess of 5% of a program budget must be approved by the Board of Directors. Project Directors

are responsible for preparing justifications of cost overruns, submitting them to the Finance Director and Executive Director who, after review and approval, submit them to the Board of Directors for final approval.
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5.1 - Internal Monitoring 
Following the month end procedures set out in Section 6 a number of budget monitoring reports are prepared for Project Directors, the Co-Chairs of the Community Advisory Board, and members of the Board of Directors. All reports are reviewed and, where appropriate, annotated by the Finance Director and/or the Executive Director. 
The Board of Directors and staff will be consulted to ensure that the financial management information they receive is relevant, timely, reliable, and understandable. 
Project Directors 
Project Directors are accountable for project expenditures. It is their responsibility to ensure that their budget is being spent in the most beneficial way for the project and within specific funding restrictions. They must ensure they are receiving value for money for every purchase. 
Each Designated Project Director is provided with project budget and Expenditure Report providing: 
● total spending to date 
● outstanding commitments (i.e., order placed but invoice not yet received /paid) ● line-item balance remaining to be spent. 
● Indirect Cost balance remaining 
The Designated Project Director is required to examine the reports to ensure that the transactions are as expected and that the report represents an accurate statement of the budget position. Where there are any queries, the Project Director is required to contact the Finance Director or Executive Director to establish the reason and action required, if appropriate. 
At any stage, if concerns arise over the spending pattern of a particular project are raised, the Finance Director with the Designated Project Director will review the concern. They jointly decide on the appropriate action. Procedures will not allow any overspend against a budget without prior approval from the Finance Director and notification of the Executive Director. As stated in above (4.9), reallocations within a program budget exceeding 10% of the budget or any cost overruns in excess of 5% of a program must be approved by the Board of Directors and, when required, the funder’s grant manager. 
Finance Director 
The Finance Director will provide the ED and the Finance Committee a detailed report of the whole organization income and expenditure. 
The forecast outturn for the year will reflect: 
● any significant variances between the profiled budget and the actual position to date
 ● the reasoning behind the variances (outstanding bills, increased overtime due to sickness, pending insurance claims, etc.) 
● proposals for addressing any issues that have been identified. 
The report will also reflect capital income and expenditure separately from revenue so that the two allocations do not become confused.

These variance reports will support the monitoring information provided to the Finance Committee.

Finance Committee 
On a monthly basis, the Chair of Finance is provided with financial reports, with appropriate explanations for variances from budget. Reports are presented to the Finance Committee at least 6 times a year. 
These reports are derived directly from the Organization’s accounting software. 
The Finance Committee must authorize any adjustments to the annual budget in accordance with section
 4.9 above. 
In addition to the budget monitoring reports, the members of the Finance Committee are also provided with the following records, as required: 
● details of significant changes to the asset register that may require further investigation or approval. 
● details of any relevant financial issues being considered / implemented at the time. 
● accounts relating to any area of spending they wish to monitor, paying particular attention to restricted funding. 
Restricted funds must be used for the purposes given. An institution providing restricted funds may recover any funds that are not spent for the purposes prescribed or not spent in the time allocated. 
Board of Directors 
The members of the Board of Directors meet on a semi-annual basis and receive copies of the minutes from all committee meetings reflecting decisions made and responsibilities for actions to be taken, with their meeting agenda. 
5.2 - Risk Management 
The Board of Directors ensures that there are robust systems for identifying, controlling, and monitoring significant risks. To achieve this, the risk potentials are reviewed annually to ensure that: 
● separation of duties is maintained. 
● internal controls operate within each project area and the financial system, as a whole. ● procedures are still current and relevant. 
● there is an annual self-assessment of the financial systems. The results from this are used by Board of Directors when considering the risks and the need to disclose any significant weaknesses. 
The Board of Directors will meet annually to determine that they and the Organization have gone through an adequate process to assess the state of the internal control and that any notable weaknesses have been identified, declared, and formally addressed.
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6.1 - Guidance Materials 
The financial package is operated in accordance with the guidance materials and in conjunction with advice received from contracted, external financial consultants and auditors following an audit of the Organization. 
6.2 - Month-end Procedures 
The month-end routine is managed by the Finance Director and the contracted, external financial consultant. For relevant budget monitoring information to be produced, the accounting software must be up to date. There is a set month-end routine regarding the financial package to ensure that the accounts are up to date prior to the budget monitoring reports being produced. 
This includes ensuring that: 
● all postings onto the computerized financial management are brought up to date and reconciled. 
● all debtors, creditors, accruals, and prepayments are identified and entered on software. Documentation for all such items is retained on file. 
● bank reconciliations on all accounts are performed, printed, reviewed, and kept on file (please refer to Section 3). 
● control accounts are reviewed and cleared. 
● budget monitoring reports are provided and monitored (please refer to Section 5) ● Sales tax and IRS returns are completed quarterly (please refer to Section 12) 
● other journals or transactions, e.g., trading accounts, earmarked funds are updated. 

6.3 - Coding and Class Structures 
The coding and class structures are set up to provide required reports for the Chair of the Finance Committee, the Executive Director, Project Directors, the Community Advisory Board, financial consultants, and auditors for consistent financial reporting. 
6.4 - Year-end Reconciliation Procedures 
The year-end routine is undertaken by the Finance Director and the contracted, external financial consultant. At the end of each financial year a “soft close down" is performed in the software until all accruals and prepayments have been identified and processed, and all reconciliations and control accounts have been successfully performed. 
Once all periods have been closed the year-end procedure is run. 
When completing the year-end, the Finance Director reviews the accruals taking into consideration: 
● Debtors -includes an accrual for bank interests and outstanding income. 

● Prepayments – including payments that stretch over more than one financial year and

courses booked and paid for in advance. 
● Creditors -supplies and services already received by not yet paid for. 
● Receipts in advance -includes income received for an activity taking place in the following financial year. 
After all year-end adjustments have been taken into consideration and the final accounts have been prepared by the financial consultant and approved by the Board of Directors, financial records are forwarded to the contracted Certified Public Accountant or auditor for review and filing of required state and federal financial reports.
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7.1 – Payroll Arrangements 

There is a contract in place with Organization name for the processing of payroll. The Finance Director, ED, and financial consultant review these arrangements on a regular basis. 
7.2 - Authorization of Appointments 
All staff appointments and promotions, etc., within the annual budget are made in accordance with the pay policy and authorized by the ED. 
All appointments will be made following a formal process of advertisement, short listing, interview/selection procedure, and notification of offer. The ED ensures that records are kept of all key stages in this process. 
7.3 - Pre-Employment Checks 
Before a member of staff is allowed to take up their position, reference checks are undertaken. These checks include: 
● identity confirmation 
● academic qualifications, where appropriate 
● professional and character references 
● previous employment history 
7.4 – On-boarding, Changes in Pay, and Termination 
All forms for: - 
● On-boarding employees on the payroll and benefits systems 
● effecting variations to pay 
● termination or resignation 
must be authorized (signed) by the ED or Finance Director. 
7.5 - Checking of payroll data 
Payroll data received bi-weekly is reviewed by the Finance Manager or Executive Director, to ensure all employees are recognized and pay calculations are accurate. 
7.6 - Pay Advances 
Pay advances are only made in very exceptional cases and approval is required from the ED. All advances are recovered automatically through the payroll provider. 
No other loans or advances will be made to any person unless the Board of Directors has given the ED the power to authorise such. Tax requirements will be observed in any such instances. 
7.7 - Staff Deductions 
All staff deductions, e.g., pension contribution, loans, etc. are notified to the payroll provider using the standard forms. These deductions are collected automatically and paid over to the relative bodies. Requests by employees for deductions, e.g., pension, benefits, etc. must be made in writing. Similarly, any amendments to address, marital status, bank details, etc. must be made in

writing. 
7.8 - Payroll Posting 
The payroll analysis is posted bi-weekly by the Finance Director onto the accounting software. 7.9 - Expenses – General 
It is the policy that expenses will only be paid in respect of costs incurred while on business and in accordance with the Travel Policy. 
Staff are expected to make only incidental personal use of organization’s facilities, e.g., telephone, photocopier, etc. If any member of staff wishes to make greater use of any facilities, they must obtain permission of the ED. 
7.10 - Travel Expenses 
Staff travel expenses which arise as a result of working on business away from the normal location are claimed through the expense system or using an expenses voucher. 
Unless specifically line-item within a grant budget, claims made by the ED are authorized by the Chair of Board of Directors. The ED may not exceed Travel budget line-items without the approval of the Finance Chair or Chair of the Board. 
See Section 17 below for detailed Travel Policies.
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8.1 – General 
It is also the policy to always obtain the best value for money. Ordinarily this is demonstrated by some form of ‘market testing’ to secure the best price / quality available. 
8.2 - Orders and Requisitions (below the Contract Limit) 
Please refer to section 11 for details on acquiring items and services in excess of $999.99*, but less that $5000.00* 
The purchase of goods or services below the required contract limit of $4999.99* is subject to research and negotiation with vendors to achieve best pricing. A specification and at least three written quotes will be obtained for supplies and services over $4,999.99*. At least three bids, taken from written or verbal quotations or price lists, will be examined and retained. Where quotes are required, orders will only be placed once they have been considered and approval has been obtained from the Board of Directors. A potential contract must not be divided into smaller amounts that do not cross the $4999.99* threshold in order to avoid the need to implement Contract Regulations. 
* Marked price amount is a suggestion. Refer to the organization’s specific policy.
All orders/bids must be solicited using official stationery and communicated through an Organization name email account, with a cc: to the Executive Director, Finance Director, and Chair of the Finance Committee. 
Telephone solicitations and orders are strongly discouraged, may only be sought is extreme instances, and must be documented in a follow-up email including the appropriate Cc:s. These orders should be retrospectively reviewed by the Project Director or Finance Director to ensure that all commitments are captured within project budgets. 
Ordering over the internet is normally carried out by the Executive Director, Finance Director, or Project Director. When ordering over the Internet an order is raised as per procedures above and the official order number denoting the funding source, generally an abbreviating of the Class under which the funds are being allocated from, is issued to the internet supplier. 
No individual should purchase supplies or services on behalf of the organization unless authorized to do so. Claims for reimbursement of expenses incurred personally may be refused if this requirement is not observed. It is essential for issues of ownership, liability, and sales tax recovery that it is always clear when an individual undertakes any purchasing or enters a commitment on behalf of the organization. 
If the supplier appears on a Conflict-of-Interest Statement and if the Board of Directors has not specifically authorized transactions with the supplier, then the prior approval of the Chairman of Board of Directors is obtained and recorded to be examined at least annually by the Board of Directors. 
After checking that the requisition has been properly authorized, a member of finance team will enter the details onto the accounting software. 
8.3 - Receipt of Goods / Services

Deliveries are handled by office staff who, when required, sign the delivery note as to quantity of parcels received. They are signing for delivery only and are not responsible for verifying the contents, (unless the suppliers’ terms make checks a point of delivery essential), but should ensure the correct number of packages, etc. are received as reflected on the delivery note. 
Project Directors or the Executive Director are contacted as soon as possible following delivery and it is their responsibility to thoroughly check the goods as to quality and quantity against the original order. 
The person examining the delivery will advise the Executive Director or Finance Director of any short deliveries, damaged goods, or other problems or queries. They will take appropriate action. 
It is the responsibility of the Project Director to ensure that all paperwork relating to accounts matters is forwarded to Finance Director or financial accounting system within three (3) days of receipt. Failure to do this may distort the accounts / financial reports due to incomplete entries and may result in a delay in reconciling a month’s accounts. 
8.4 - Outstanding Commitments / Orders 
All outstanding orders are shown on the budget monitoring reports as liabilities. To ensure that the level of liabilities is appropriate, a Statement of Financial Position report is generated from the accounting software and reviewed for appropriateness on a monthly basis. Each Budget Holder is contacted and asked to ensure that the items reflected are still expected. The Finance Director clears all cancelled orders from the system.
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9.1 - Invoice Authorization 

Designated Project Directors or the Finance Director are responsible for all spending against project budgets. They must review monthly Expenditure Reports for anomalies and accuracy. The Project Director must be satisfied that Expenditure Report accurately reflects project expenses and income. 
When an invoice is received, it is logged in the finance system, the Finance Director of Executive Director is notified for authorization and once approved, is processed for payment. 
All invoices are stored electronically and forwarded to the accounting software for proper Class allocation. 
9.2 - Invoice Payment 
The Finance Director or Executive Director will authorize payment of invoices on the accounting software providing: 
● satisfactory receipt of the goods or services has been acknowledged. 
● expenditure must be properly incurred. 
● invoices accord with quotations, purchase order, contracts, or catalogue prices. 
● Sales tax has been excluded, when sales tax exemption is available. If sales tax was not excluded, the Finance Director must contact the vendor to have sales tax refunded. 
● invoices are arithmetically correct and checked. 
● discounts have been taken, where available. 
● invoices are made out in the name of the organization. 
The payment is then prepared by the Finance Director, who attaches supporting documentation for review by the Executive Director and potential audit. 
To ensure that invoices are paid within the settlement terms stated on the invoice or within 30 days from the date of issue the Finance Director and Executive Director monitor the unauthorized invoices in the system. Where an invoice has not approved within a reasonable time, the Executive Director notifies the Finance Manager for explanation. Where authorization is not possible, due to a dispute/query with the suppliers, details are recorded and retained with the invoice. 
Discounts for prompt payment should be always considered if prompt payment would result in discounts likely to be greater than any bank interest gained. 
NB: - No individual should incur expenditure on behalf of the organization without prior Authorization. If the Finance Director is not satisfied that the expenditure was necessary and/or value for money achieved, the individual may not be reimbursed.
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The policy set forth in this document establishes standards and guidelines for the procurement of supplies, equipment, construction, and services to ensure that they are obtained as economically as possible to ensure the best value for money through an open and competitive process, and that contracts are managed with good administrative practices and sound business judgment
10.1 Roles and Responsibilities: 
Board of Directors: 
· Review and approval of annual and three-year budgets. 
· Review and approval of financial reports. 
·  Review and approval of all purchases and contracts exceeding *$4999.99
· Review of IRS filings 
· Review of Audit findings, including the recommendation of amendments to policies and procedures to address adverse findings. 

* Marked price amount is a suggestion. Refer to the organization’s specific policy.
Finance Committee:
·  Supervisory oversight of Executive Director and Finance Director 
· Review of monthly financial reports. 
·  Review of bank statements. 
· Approval of budget submissions to funders. 
· Approval of requests to amend program budgets, including approval of allocation of funds in excess of a program budget. 
Executive Director and Finance Director: 
·  Review of financial reports as submitted by Name of Accounting Firm . 
· Preparation of annual, three-year and/or project budgets for submission to funders. 
·  Reporting budget anomalies or failure to adhere to project budgets to the Finance Committee. 
· Preparation of requests for reallocation and for amendments to exceed  program budgets by more than 10%.
· Obtaining competitive pricing and/or bids on all purchases and contracts exceeding $4999.99*
· Reviewing requests for approval to purchase supplies from Program Directors. 
·  Reviewing and submitting invoices for receipt of funds and expenditures.
·  Fiscal oversight of Program Directors to ensure compliance with program budgets and funding restrictions, including preparation of justifications for budget overruns and allocation of funds upon approval of request to exceed a project budget. 

* Marked price amount is a suggestion. Refer to the organization’s specific policy.
Project Directors: 
· Identifying and negotiating best pricing on procurement of materials and services.
·  Examining of materials and services to ensure quality or satisfactory completion. 
· Adherence to Project Budget and notification of budget overruns or potential failure to expend funds prior to contract completion. 

· Consulting on program budget preparation.

Project and Program Managers: 
· Completing then submitting purchase orders and invoices  to appropriate Project Director. 
· Identifying necessary program materials and obtaining feedback on the material quality  from program participants and the Community Advisory Board. 
Any staff member may report mismanagement of funds and report it to whomever they feel comfortable speaking with, including members of the Board of Directors who are not on the Finance Committee. Reporting such information or suspicions is protected under the Whistleblower Policy.
See the Whistleblower Policy for further detail. 
10.2 Code of Conduct: 
To avoid or identify conflicts of interest in purchasing and contracting the Code of Conduct shall govern the performance, behavior and actions of Organization Name including Board members, staff, project directors, project and program managers, volunteers, or agents who are engaged in any aspect of procurement. Procurement includes, but is not limited to, the purchase of goods and services, the award of grants and contracts as well as the administration and supervision thereof.
● No staff, officer, director, volunteer or agent of Organization Name shall participate in the election, award or administration of a bid or contract supported by Federal funds if a conflict of interest is real or apparent to a reasonable person. 
● Conflicts of interest may arise when any staff, officer, director, manager, volunteer or agent of Organization Name has a financial, family or any other beneficial interest in the vendor firm selected or considered for an award. 
● No staff, officer, director, volunteer or agent of Organization Name shall do business with, award contracts to, or show favoritism toward a member of his/her/their immediate family, spouse’s family or to any company, vendor or concern who either employs or has any relationship to a family member; or award a contract or bid which violates the spirit or intent of Federal, State and local procurement laws and policies established to maximize free and open competition among qualified vendors. 
● Organization Name’s staff, officers, directors, volunteers or agents shall neither solicit nor accept gratuities, gifts, consulting fees, trips, favors or anything having a monetary value in excess of one dollar($1.00) from a vendor, potential vendor, or from the family or staff of a vendor, potential vendor or bidder; or from any party to a sub-agreement or ancillary contract. 
● As permitted by law, rule, policy or regulation, Organization Name shall pursue appropriate legal, administrative, or disciplinary action against any staff, officer, director, manager, volunteer, vendor, or vendor’s agent who is alleged to have committed, has been convicted of or pled no contest to a procurement-related infraction. If said person has been convicted, disciplined, or pled no contest to a procurement violation, said person shall be removed from any further responsibility or involvement with grants management, procurement actions or bids, in accordancewith State or Federal policy. 
10.3 Solicitation and Competition: 
To ensure that _organization name__ receives the best value for its money, all procurement transactions will be conducted to provide – to the maximum extent possible – free and open review and competition among suppliers. _organization name__ must begin with an analysis of the need for the procurement which avoids the purchase of unnecessary items. This analysis may include an examination of lease versus purchase alternatives. The purchaser must then identify and clearly specify standards for the goods or services desired and seek competitive pricing, where possible, to obtain the best possible quality at the best possible price. 
In general: 
● Some form of cost or price analysis shall be made and documented in the procurement files in connection with every procurement action. Price analysis may be accomplished in various ways, including the comparison of price quotes submitted and market prices along with discounts. 
● Three bids must be sought for goods and services exceeding *$4999.99. Any purchase or expenditure that exceeds *$4999.99 must be approved by a majority vote of the Board of Directors. (See below for further details.) 
* Marked price amount is a suggestion. Refer to the organization’s specific policy.
● For procurements that exceed the Federal “small purchase” threshold (the federal threshold is $100,000, but the locality or State may set a lower threshold), competitive bids will be utilized and requests for these bids will be written in a way that does not restrict competition. (A clear and accurate description of the technical requirements for the material, product or service to be procured; all requirements which offerors must fulfill; and all other factors to be used in evaluating bids or proposals.) Procurement files must include the following: 
10.4 Preferred Sources 
Whenever possible, Organization Name must engage in affirmative efforts to utilize SUD, recovery-related businesses, small businesses, minority-owned firms, LGBTQAI, businesses operated by folks previously involved with the carceral system, and women-owned business enterprises. 
10.5 Best Price Exemptions 
Price should be one of the factors in the evaluation of responses, but Organization Name is not required to take the lowest price if other factors are important to the decision. Other factors may include, but are not limited to, products preferred by program participants, known lack of quality, known violations of labor or human rights laws, or known failure to fulfill previous purchase orders or contractual obligations. 
10.6 Documentation of small purchases: 
At a minimum, purchases must clearly show how Organization Name: 
• Executed price sampling for small purchases; 
• Selected the method of procurement and the type of contract to be used; 
• Determined which bids or proposals to accept and which to reject; and 
• Determined the basis for the contract cost or price. 
10.7 - Contract Value and Purchase review Requirement nikki@flhrc.org
Purchases for an item or services with a total value exceeding $999.99* are subject to a formal pur
chase review procedure. The value is determined by one of the following:The total value of the purchase
· The value over a two-year period when the contract has no specified termination date or when the date is beyond two years
 It is the responsibility of the ED, the Finance Director, and the Finance Committee to ensure that such procedures have been followed correctly, prior to agreeing the contract or purchase. 
Organization Name has an overall system of contract administration to ensure proper oversight and management of procurement activity.. The Executive Director and Project Directors are responsible for evaluating contractor performance and documenting, as appropriate, whether contractors have met the terms, conditions and specifications of the contract. This may include progress inspections, interim products, inspection of goods delivered, and other such methods that provide assurance that the goods or services purchased are being delivered within the scope of the contract. 
Organization Name’s contract administration system must ensure that: 
• The method of procurement is documented and records maintained for five years after final payment is remitted; 
• All activities are carried out and costs are incurred in compliance with applicable requirements; and 
• ervices performed are adequate and consistent with the contract scope of service, before payment is remitted.
10.8 - Compliance with Contract Regulations 
The Board of Directors or Executive Director makes buying decisions in accordance with the principles of ‘best value’ probity and accountability. Prior to entering into any arrangement with a supplier, the value of any single purchase or ongoing arrangement will be considered. When an arrangement requires a contract, when it is unclear whether a contract is required, or when any purchase exceeds $999.99* in value, use the guide shown below.
● review a pre-purchase checklist with pricing 
● consider the need for a purchase order process or negotiation of price 
● seek multiple estimates 
● examine the relationship between the organization and the consultants or suppliers being considered  
● review risks and benefits 
● maintain appropriate records 
Refer to the Procurement Policy for Preferred Contractor definitions. 
*Note- Marked price amount is a suggestion. Refer to the organization’s specific policy.
10.9 - Roles Required Under Contract Review Regulations 
Officers responsible for the review of the estimates and contract management process include the following: 
Executive Director 
Finance Director 
Project Director 
Chair of the Finance Committee 
Board Chair

The Organization is required to ensure that there are at least two people available to review and approve all estimates received. 
10.10 –Contract/Purchasing Review Process 
When a contract is not required for the acquisition of an item or services in excess of $999.99* it is the responsibility of two (2) or more officers to research, review, and evaluate proposed items and services for appropriateness and best value. 
10.11 - Stages in pre-Contract Review Process 
The Organizations Pre-Contract review process ensures that all required stages are completed, including: 
● A written specification is prepared, by a Project Director or the Finance Director and authorized by the ED 
● A request for estimates/bids document or draft contract proposal is prepared. ● An advertisement/announcement is prepared and placed. 
● An estimate/bid review pack is put together. 
● A request for estimates/bids pack is issued to all being invited to submit estimates/bids and those responding to any advertisement, including (as necessary): 
o An introduction/background to the project 
o The scope and objectives of the project 
o Any technical requirements 
o Implementation details for the project 
o The terms and conditions of the contract 
o The form and due date of response to the Organization 
Once the due date has passed, the Director of Finance will take the following actions: 
● Formalize a panel to evaluate estimates/bids received. 
● Select a vendor based on best value and compliance with project scope; notify unsuccessful vendors. 
● Arrange a meeting with the successful vendor and formalise the contract. 
● Submit the contract to the ED or Finance Committee for further review or approval. 
● Notify the proposed vendor of any required amendments and secure vendor and organization signatures. 
Where possible, separation of duties should be maintained between the person signing a contract and the person who would usually sign the corresponding checks. 
The Board of Directors recognise that all contracts with external organizations must be in writing and reflect the following information: 
● a description of the service and deliverables (specification) 
● any requirements and details of insurance minimums (Public Liability - $1,000,000 for any

one incident, Employer Liability - $1,000,000 for any one incident) 
● termination clauses 
● health and safety requirements 
● Data Protection and Freedom of Information 
● subcontracting restrictions and allowances 
Venders are selected on the basis of their capacity to provide quality, quantity, service, timely delivery and price competitiveness. Volume discounts and credit terms are taken into account. Consortia are used where they provide value for money. 
Suppliers are selected from: 
● Business directories 
● Trade journals 
● Supplier catalogs and mail shots 
● Information and referrals from other organizations 
10.12 - Receipt and Evaluation of Purchase order 
Estimates and Bids are prepared and provided to the review panel in a plain envelope marked ‘Estimate/Bid and the appropriate project’ and must be opened in the presence of the panel. A log is maintained indicating the nature of the contract, the names of the vendors and the amounts of each estimate, together with any appropriate comments. 
All estimates/bids are opened at the same time by staff authorized to do so. The following information is recorded: 
● The date and time of opening 
● The names and signatures of those present 
● The value of each purchase order 
● Details of vendors who declined the invitation or failed to submit a purchase order. ● Any omissions in the submission, e.g., documents, signatures, missing data 
Late estimates/bids are rejected and retained unopened until the contract is awarded. They are then returned to the vendor with an explanatory note. 
Contracts are placed on a competitive basis and the reasons for selecting a supplier are recorded. If the lowest estimate/bid is not accepted, this is noted and the reasons for non-acceptance outlined. 
The decision as to which estimate/bid to accept is made as follows: 
● by the Executive Director and Finance Director for budgeted expenditures up to $999.99*, with an obligation to report on reasons to the full Finance Committee when requested. 
● by the full Board of Directors for budgeted expenditure of $4999.99* or more. In this case, the Finance Committee will make recommendations as to which estimate/bid to accept, except in the case of specific projects where that committee will make recommendations by the full Board of Directors if the expenditure has not been included in the budget.

The following points are considered when deciding which purchase order to accept: 
o Suppliers’ qualifications, technical ability, and experience 
o Presales demonstrations 
o After sales service 
o Quality procedures 
o References from existing customers 
o Financial status 
o Company search (where appropriate 
o Professional indemnity insurance 
o Cost 
o Overall price 
o Unit price for parts of the product or service 
o The possibility of ‘hidden costs’ 
o Scope for negotiation 
10.13 - Purchase order Requirement Thresholds 
The Board of Directors require a minimum of three purchase order for contracts over $4999.99 and must comply with state and federal regulations and all relevant legislation. 
10.14 - Contract Monitoring 
The person appointed as Project Director for each contract, is responsible for ensuring service level agreements are in place and that they are monitored and reviewed. 
All contractors' work must be closely supervised by the Project Director or Executive Director. 
The Project Director keeps a record of the monitoring undertaken and the results are reported on an ‘exception only basis’ to the Finance Committee. 
This review of contracts extends to all on-going arrangements with vendors, regardless of value. 
10.15 - Leases 
Leases are to be treated as contracts as above. The Executive Director, in consultation with the Finance Director, may make recommendations for maintaining a property lease agreement that is not “best value” based on the disruption of services to program participants. 
10.16 - Contract Signature 
All contracts will be signed as follows: 
o Contracts up to $999.99* – the Finance Director or Executive Director 
o Contracts between $1000.00 and $4999.99* – the ED and Finance Director 
o Contracts over $4999.99* – the ED and the Chair of Board of Directors or Finance Director (with approval from the Board of Directors as noted in meeting minutes.)
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11.1 - Credit income 
When payment for goods/services provided by the Organization is made after the provision takes place, the Finance Director must ensure that an official invoice is prepared and sent to the debtor  within 7 days after the provision of the goods/services, and no later than one week after the provision. 
A file of invoice copies is kept in the finance office.

Reminders will be sent after the following periods if the debt remains outstanding: - 
● 1st reminder after 30 days 
● 2nd reminder at 60 days 
● 3rd  reminder at 90 days. 
If the debt remains unpaid after 120 days, then consideration will be given by the ED and/or the Board of Directors to seek legal recourse or to write off the debt. 
Written and verbal  efforts must be made to contact the debtor for debt recovery. If payment has not been received after 30 days of raising the invoice, no further goods or services may be provided until the outstanding debt is settled. 
The Finance Director will monitor the credit income on a regular basis to ensure compliance with this policy. 
11.2 - Cash income 
(i.e., where payment is received at the time goods/services are provided). 
An official receipt or letter of acknowledgement must be issued to the payer at the time the payment takes place, and a duplicate copy must be retained. 
11.3- Banking 
All income received (cash or check) must be intact and deposited promptly. All deposit records should be retained in a file for future reference.
12.4 -Donations 
Donations from any sources must be acknowledged by the issue of an official receipt to the payer. All donations must be intact and deposited promptly. 
Letters of Acknowledgement are required for all private donations over $599.99*, unless otherwise requested by the donor. Donations made on platforms automatically providing receipts do not require further acknowledgement.

12.5 -Petty Cash 
No petty cash should be kept on site. Cash payment for any services, supplies, etc. is not permissible. Any purchase for the organization must be made using a debit/credit card or electronic payment.
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13.1 – Accounts 
The Finance Director regularly maintains the accounts of the organization which are overseen by the Executive Director and an external financial consultant. All income and expenditures will be entered promptly in the accounts. A balance reconciliation between the organization’s accounting records and the banking institution’s records is to be completed upon receipt of the monthly bank statements.
 13.2 - Signatories 
The following are allowed to sign checks on the bank account: 
● ED 
● Finance Director 
● Board Secretary and/or Treasurer
 
        Documentation of all transactions must be submitted to the bookkeeping platform then            reviewed by the Finance Director and external financial advisor monthly. 
13.3 - Final accounts and audit 
Final accounts are prepared at the end of the fiscal year by the Finance Director and the external financial advisor. 
The Co-Chair of the Community Advisory Board may request a review of accounts. When requested, the review must be conducted within 45 days and documented, then reported to the Board of Directors. 
The accounts will be periodically audited by the Organization’s auditors appointed by the full Board of Directors.
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14.1 - Inventory Record 

All items purchased with a value over the capitalization limit of $999.99* are entered in an asset register. The asset register includes the following information: 
● asset description 
● asset number 
● serial number 
● date of acquisition 
● asset cost 
● source of funding 
● expected useful economic life
● depreciation (<$1000 in value) 
● current book value 
● location 
● name of member of staff responsible for the asset 
The Asset Register is maintained within the Administrative Records and helps: 
● ensure that staff take responsibility for the safe custody of assets; 
● enable independent checks on the safe custody of assets, as a deterrent against theft or misuse; 
 ● to manage the effective utilization of assets and to plan for their replacement. 

Depreciation rates are set by federal tax law. 

14.2 - Security of assets 
Stores and equipment are secured by means of physical and other security devices. Only authorized staff may access the stores. 
All the items in the register are to be accounted for on an annual basis. Discrepancies between the physical count and the amount recorded in the register are investigated promptly and, where significant, reported to the Executive Director or Finance Director. 
14.3 - Removal of assets 
Assets with a value of $999.99 or less may only be disposed of with the prior approval of the ED, or the prior approval of the Finance Committee for items in excess of this amount. All disposals are reported back to this Committee at their next meeting. The reason and method of disposal is recorded in the inventory (the entry should not be completely removed from the record at the time that the item is actually disposed of). 
Items of significant value which are to be disposed of by sale or destruction are authorized for disposal by the ED and, where significant, are sold following competitive purchase order. 
Disposal of equipment to staff is not encouraged, as it may be more difficult to evidence that the Organization obtained value for money in any sale or scrapping of equipment. In addition, there are complications with the disposal of computer equipment, as there would be the need to ensure licenses for software programss have been legally transferred to a new owner.
14.4 - Inventory Checks 

The confirmation of the existence, condition, and location of a random sample of listed assets is carried out on an annual basis. 
Any discrepancies are noted and brought to the attention of the Finance Director. All discrepancies are investigated and when the value exceeds $999.99, the Finance Committee is notified. 
A separate record is maintained that shows the date that the inventory check was completed and the signature of the person who completed it. This record is retained securely in the Finance Office safe. 
14.5 - Items Removed 
Any equipment with a value exceeding $999.99* taken off site must be initially approved bythe Executive Director, Finance Director, or Project Director then formally recorded, i.e., computers, etc. Individuals should sign to acknowledge personal responsibility for items in their possession and must not pass them off  to other staff without obtaining permission to do so, then formally recording the transfer. The new ‘custodian’ must sign to accept responsibility. Items should be logged back in once they are no longer required. When assets are removed from the premises, the insurance of the asset must be maintained, and if necessary, the staff member borrowing the item should arrange independent coverage. The insurance must cover the transporting of the asset to and from any designated location.
If assets are on loan for extended periods or to a staff member on a regular basis, the situation may give rise to a ‘benefit-in-kind’ for taxation purposes. Loans are therefore kept under review, and any potential benefits should be discussed with the auditors.
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15.1 - Back up Procedure 

All databases are to be backed up as follows: 
● Every day a full backup of databases takes place every hour, both onsite backup and off-site backup.
● All current and archived paper-based data to be held in a locked cabinet. 15.2 Emergency Recovery Procedure 
The Executive Director will manage the emergency data recovery process in the event of a loss of data.
15.3- Working from home 
Staff that work from home must take the usual data protection precautions in safeguarding confidential documents and data. The IT department or appropriate individual assists with ensuring remote access working remains secure and confidential. 
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16.1 - Insurance Coverage 
Organization name is responsible for ensuring suitable coverage for a number of standard insurance policies (material damage, public liability, employers’ liability, officials’ indemnity, libel and slander, personal accident, professional license (when required), data protection, cyber security, and vehicle liability). This is reviewed annually by Executive Director, and reported to the Board of Directors, to ensure that adequate coverage is held. 
In addition to the above, Organization name is responsible  for several optional extensions deemed appropriate by funding or contractual obligations. 
In deciding which insurance coverage to use, the Board of Directors are to consider the following information: 
● the standard and rating of the company. 
● the overall cost. 
● excesses due in the event of a claim.
● the support available, if required. 
16.2 - Policies Held 
Organization name has also taken out optional extensions for motor (to cover staff using their own car for company business), and corporate travel. A full list of the policies held is retained. 
No member of the Board of Directors, staff, donors, or volunteers will give any indemnity to a third party without the written consent of the insurer, Board of Directors, or the appropriate designated party in accordance with the organization’s policies and procedures. 
16.3 - Employees Use of Own Vehicles on Organization Business 
All members of staff using their own car for Organization business must maintain current liability, personal injury, and property damage coverage. 
16.4 - Changes to Risk Exposure and Insurance Cover Requirements 
The Finance Director will notify the insurers of all new risks, property, equipment, and vehicles, which require insurance or alterations affecting existing insurance cover as appropriate. 
16.5 - Claims 
The Finance Director will immediately inform the insurers of all accidents, losses, and other incidents, which may give rise to an insurance claim. 
Claims under the insurance policy are authorized by the Finance Director prior to its submission to the insurance company.
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17.6 Per Diems

It is the policy of Organization Name to provide reimbursement for employees and volunteer board members for pre-approved travel-related expenses, including transportation, hotels, and food. These expenses must be reasonable and necessary, as well as job-related, and must be pre-approved in writing by the Executive Director/Board of Directors. All efforts must be made to keep expenses at a minimum. Whenever possible, the traveler must seek exemption from sales, tourism, or other taxes using either the agency’s insert state Sales Tax Exempt form or a copy of the agency’s 501c3 Letter of Determination. 
17.1 When possible, Organization name will endeavor to secure lodging, flights, and other expenses using the organization’s allocated funds. This may include the use of the agency's credit card to secure lodging or to pay for meals while traveling. Failure to use pre-paid travel requires reimbursement unless the organization can obtain reimbursement or credit for the unused portion of the expense. 
17.2 All requests for travel must be within the company’s guidelines, or in accordance with federal travel, lodging, and per diem standards and allowances. Any request in excess of federal allowances must be justified in writing. Requests must be made in writing within ten days prior to travel. The Executive Director may approve an emergency request as needed. 
17.3 Mileage will be paid at the prevailing federal rate at the time of travel unless the funds for travel are "state" funds. Mileage funded under state contracts will be paid at the prevailing state rate. 
17.4 Organization name will only reimburse for pre-approved travel related expenses when the employee provides documentation of the expense with receipts from purchases or other verifiable documentation. The following process will be used: 
● An Expense Report will be created and sent to the person seeking reimbursement using insert appropriate software program. 
● The individual will complete the expense report using a separate line for each type of reimbursement, i.e., lodging, per diems, transportation, with an explanation, i.e., 2 nights lodging, 2 per diem meals- dinner, Uber to/from the airport, record the total amount in the right hand column, and total the amounts. 
● The individual must then electronically sign and date the Expense Report and submit it to _insert appropriate job title__. 
● All documentation, receipts, Uber reports, etc. must be sent to the Finance Director or Executive Director via email. Screenshots from Uber are not acceptable. Photos of receipts are acceptable. 
● Documentation,must be submitted within fifteen (15) days of the last day of travel. 
Expense Reports must be submitted to and approved by a Project Director, Finance Director, or the Executive Director whether or not reimbursement is being sought. Expenditures exceeding the original, pre-approved request must be accompanied with a justification. The reimbursement of funds exceeding the pre-approved amount MAY NOT be eligible for reimbursement, depending on funds availability and justification. 
17.5 When the agency’s Uber/Lyft account is not available for use, local transportation while traveling (i.e., travel to/from the airport, travel from lodging to conference or meeting venue, etc.) will be reimbursed through petty cash/Zelle* in accordance with applicable petty cash policies and procedures. 
*Marked- insert the appropriate payment method for your organization
17.6 Staff on pre-approved travel will receive a per diem rate in the amount permitted by the federal government. Staff will only receive a per diem amount for meals not included with meetings or conferences, for example if a conference includes breakfast and lunch the employee is only eligible for a dinner per diem.
