Rubenfeld Synergy Method Internal Controls
Basic Procedures and Policies for Internal Controls
SECTION 1.  GENERAL INFORMATION
Duties and Responsibilities.  The Treasurer shall be responsible for maintaining the financial records of the organization, collecting dues, paying bills and submitting quarterly financial reports to the Executive Committee and an Annual Financial Report at the Annual Meeting. The Treasurer shall chair the Finance Committee. The Treasurer shall present the annual budget proposal to the Executive Committee on behalf of the Finance Committee.
Composition. The Treasurer shall serve as Chairperson of the Committee. The Finance Committee shall consist of a recommended minimum of five members, with emphasis on people who are experienced and/or knowledgeable in financial matters. Members shall be selected by the Finance Committee chairperson.

1.0
RESPONSIBILITY FOR FUNDS 
The Treasurer, or a party designated by the Treasurer with Board approval, has oversight and is responsible for the proper collection, disbursement and control of all fund monies. This responsibility includes:
· Providing for the safekeeping of monies.
· Proper accounting and administration of fund transactions. 
· Expenditure of funds in compliance with applicable state laws and provision 4.0B and 4.0C (see below).
· Monitoring monthly reports against specific program center budgets and alerting the appropriate Chair or Officer of material variances.

· The Annual Budget will be approved by the Board of Directors.

· Adequate training and supervision to administer activity funds shall be a priority.
1.1
AUDIT OF FUNDS
Funds shall be internally audited annually by the Executive Committee and independently audited by Certified Public Accountants when merited and deemed necessary by the Board of Diretors. In addition, an internal audit is to be performed whenever there is a change in an individual occupying the bookkeeping function or the Treasurer’s position. A Board member may request in writing a special audit if a situation or event warrants it.
1.2 
RETENTION OF RECORDS
The current Treasurer shall keep and safe guard hard copies of the past 7 years of financial source documents in good order and available for audit. All financial source documents will be transferred to the newly elected Treasurer.
1.3 
BUDGET FORMULATION PROCESS
The Treasurer and Finance Committee shall lead the budgeting process resulting in the organization’s annual budget shall include these steps:

1. At least two months from the end of the fiscal year, each committee chair shall receive a Committee Plan that outlines plans, activities and budgetary needs for the upcoming fiscal year.

2. Within 21 days, these completed Committee Plans shall be submitted by the related chair to both the Executive Committee and Finance Committee.
3. The Finance Committee shall formulate a master budget for the upcoming fiscal year that represents the compilation of all individual committee budgets, adding basic elements to run administration and operations (i.e., office supplies, insurance, licensing fee, virtual assistant, etc.).
4. The master budget in draft form will be submitted to the board for input and request for revisions, if necessary. 
5. The Finance Committee will make amendments to the draft master budget to produce the final Annual Budget.  This budget will be presented by the Treasurer to the board ideally at the annual face-to-face board meeting conducted at the annual conference.  If not possible, the final Annual Budget shall be presented by the Treasurer at a board meeting as close to the fiscal year end as possible.  The board will resolve to adopt the budget for the upcoming fiscal year by majority vote.
6. The Finance Committee shall present suggested amendments to the Board of Directors as merited throughout the fiscal year, based on compelling reasons that require budget re-forecasting.
1.4 COMPLIANCE WITH TAXING AUTHORITIES

The Treasurer and Finance Committee shall lead the process to select Certified Public Accounting Firm to ensure the compliance of all required reporting to taxing authorities, including IRS Form 990, any state equivalent, or any other required form due.  The Treasurer, with the President’s approval, shall engage a Certified Public Accounting firm on behalf of the organization to advise INARS which reports are required and to prepare and monitor that the reports are completed and filed by the due date.

SECTION 2. BASIC RECORDS

2.0
QUICKBOOK SOFTWARE
The organization uses QuickBooks Software for accounting purposes and the production of the following reports:

1 Statement of Functional Activity to include last month and YTD totals with percentages.

2 Statement of Position: Balance Sheet after last month is reconciled
3 Printed Bank Reconciliation with attendant bank statement attached
Board can request additional reports on an as needed basis.
2.1  
GENERAL RECEIPTING PROCEDURES

A. Regarding the Recording Cash Transactions

All cash collections must be recorded by the person receiving the money. The receipt must be completed in its entirety, including:
· Date and amount 
· The name of individual or firm submitting the money. A single receipt may not be issued to more than one person. 
· An explanation of the purpose for which the money was received. 
· The correct project fund account code.
· The signature of the person receiving the money. The signature must be manual; signature stamps are forbidden. 
An actual cash count should be made by the person signing the receipt in the presence of the person turning in the money, whenever possible.
B. Recording Credit Card Transactions
The following shall be recorded for all credit card transactions:

· Date of the transaction

· Name of individual

· Credit card number and expiration date

· Amount of transaction

· Purpose of the transaction

Once the credit card transaction has been processed through merchant services and approved, the following information shall be retained for 7 years:

· Date of transaction

· Name of individual

· Last 4 digits of credit card number
· Amount of transaction
· Approval number

All credit card transactions are recorded in Quick Books, including the appropriate classification and accounting codes.
Only the Treasurer and President are authorized to process credit card transactions.

C. Recording PayPal Transactions
Reports downloaded from PayPal provide the source document for recording PayPal transactions in Quick Books. The following information shall be recorded in QuickBooks for each PayPal transaction, using the appropriate classification and accounting codes:

· Date of transaction

· Name of individual

· Purpose of transaction

· Amount of transaction

· Amount of the PayPal Fees

At a minimum once weekly, the Treasurer shall access the INARS PayPal account, review and download a report of transactions, and transfer the PayPal fund balance into the INARS operating account.
As a minimum, the Treasurer, President, and one other person selected by the Treasurer, shall have access to the PayPal account for the purposes of downloading reports and transferring PayPal fund balances to the INARS operating account. In addition, the Web Master shall have access to the PayPal account for the purpose of configuring INARS website shopping carts.
SECTION 3. BANKING PRACTICES AND PROCEDURES

3.0 
BANK ACCOUNTS
A. The organization name must be imprinted on all checks and deposit slips. All monies received will be deposited into the account, and at this time disbursements will be made by a check drawn on this account. 
B. Only approved transactions may be directed through the checking bank account. Currently the President and the Treasurer have banking privileges.

C. Allowing for technological advances, online banking may become the preferred mechanism for deposits and disbursements through electronic transactions. 
3.1 
CHECK SIGNATURE
A. Each bank account maintained by the organization shall have at least two authorized signatories.  As a minimum, the Treasurer and President of the Board shall be authorized signatories.
B. Each check must be manually signed by an authorized signatory. 
C. Under no circumstances shall checks be pre-signed. No signatures shall be affixed until the check has been filled out in its entirety. 
3.2 
BANK RECONCILIATION
A. One of the most important aspects of the financial treasurer’s job is the prompt reconciliation of the bank account. 

B. The bank statement is reconciled to the checkbook in the QuickBooks Accounting Program. 

C. If bank has the ability to provide reduced copies of checks included with the statement, then check copies should be reviewed for unusual items, including unfamiliar vendors, unauthorized signatures and alterations to checks.  
3.3 
PROCEDURES FOR PREPARATION OF BANK DEPOSITS
A. A bank deposit slip shall be prepared in duplicate and shall include the following: 
· The date and amount of the deposit
· The cash receipt number(s) issued that make up the deposit 
· A listing of each check in the deposit 
B. The sum of the amounts of the supporting cash receipts must agree with the amount of the deposit slip. 
3.4 
DEPOSIT OF FUNDS
A. Checks:

All checks shall be endorsed and held until deposit for security purposes as follows:

· For Deposit Only

· Account Number

· Copy of Check Stapled to Bank Deposit Slip
B. Electronic Deposits:

Go online and print report and reconcile with bank statement.

C. Cash

All cash receipts supporting cash deposits shall be deposited in numerical sequence.
SECTION 4.  DISBURSEMENTS

4.0 
GENERAL POLICIES
A. All expenditures shall be paid by check or debit card from the operating bank account. 
B. The Board of Directors shall approve no expenditure of funds unless sufficient funds are available in the operating bank account. Thus, no check shall be drawn on any account which will result in a negative account balance.
C. A request for expenditure of funds that would exceed the allocated balance of a program fund requires approval by the President.
D. Treasurer is authorized to pay expenditures of $500 and less, over $500 requires President’s approval.

4.1 
REQUESTS FOR CHECK
A. A request for a check to process a disbursement must first be transmitted to the President for review and approval.  The request from the sender will include:

1. An invoice indicating payee
2. Date and amount
3. Signature of person requesting check
4. A brief description of the reason
B. The request for a check shall be faxed or scanned email to Treasurer or authorized party performing function for processing.
C. The request for a check shall be attached to the supporting documentation and kept on file for audit purposes. Proper supporting documentation shall be included.
4.2 
ISSUANCE OF CHECKS
A. All payments shall be made by pre-numbered checks (one signature) or online electronic transaction with printed report verifying payment. 
B.  Payments must always be made to a specific person, company or organization. Checks shall NEVER be made payable to "cash."
C. Under no circumstances shall checks be pre-signed by an authorized check signer. 
D. All checks must be typewritten or completed in ink.
E. "VOID" checks shall have the signature area cut off and be retained in the check book.

Approved: 03/20/2011
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