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INTRODUCTION
This manual contains Financial Management Policies.  It is designed to be a working guide for CIS of Anywhere personnel in the day-to-day administration of the organization.  A copy of these policies shall be given to all employees upon employment.  All employees sign and date the Acknowledgement form.  Failure to sign does not nullify these policies.
These written policies should increase understanding, guide decisions on matters of policy, and help to assure accountability, uniformity and consistency throughout the organization.  Employees are required to read this board-approved document carefully.  

General Policy

It is the policy of Communities In Schools of Anywhere to ensure proper fiscal accountability by developing policies and procedures which are consistent with sound financial management.  
The success of CIS of Anywhere is greatly influenced by the composition of its governing board as well as how active and committed individual members are to the organization.  The board has ultimate legal authority and responsibility of the organization’s overall activity and how it utilizes and accounts for available resources.  The Board of Directors of CIS of Anywhere leaves the organization's day-to-day operations to the Executive Director.
Policy
· Internal controls will be developed
· Segregation of duties will be determined for each significant function
· Adherence to Internal Controls will be verified
· Failure to comply with Internal Controls could result in disciplinary action and/or termination.
Procedures
1. Internal Controls will be developed.
2. Segregation of duties will be determined.

3. Review of Internal Controls and segregation of duties will be conducted.

4. Internal controls and segregation of duties will be approved.

5. Internal Controls and segregation of duties will be verified.

Segregation of Duties

Executive Director

Treasurer
Board of Directors
Auditor



1, 2



3

4, 5
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I.  Cash Receipts

A. Cash Management

Policy
· Any cash or check contribution, reimbursement or collection of fees shall be documented in a financially prudent manner.
· All cash or checks received shall be deposited in a timely manner.
· All deposits will be made in the amount and form in which they were received.
· Any cash contributions or checks presented as revenue shall be noted in a “revenue log.”
· When activities such as fundraising events are held outside the office, a record of cash and checks received should be kept with two employees (or board members) signing to verify all transactions.  This log will be attached to the corresponding deposit.
· All accounts receivables, contributions, and collection of fees shall be processed through the organization.  Employees, board members and volunteers shall under no circumstances direct funds to be sent to another location other than the CIS administrative office.
Procedures
1. All cash and checks received are entered into a “revenue log” which indicates source, date received and amount.

2. Photo copies of all checks and deposit slips are made and kept on file.
3. All checks shall be stamped with the bank endorsement stamp prior to depositing in the bank account.  The endorsement stamp includes the bank and account information and is placed on the check by the person opening the mail.

4. A deposit slip will be prepared and initials of the preparer of the deposit slip are written on the deposit slip.

5. Deposit slip is reviewed and initialed.

6. The deposit is taken to the bank.
7. The deposit receipt will be attached to all documentation of deposit and retained in files.
8. All deposits are entered into the accounting system.

Segregation of Duties

Executive Director

Office or Program Staff

4, 6, 7
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B. Bank Reconciliation 
Policy
· The monthly bank reconciliation should be prepared monthly in a timely manner.
Procedures
      1.
    The monthly bank statement is opened, reviewed and initialed.

      2.
    The bank statement is reconciled monthly.

      3.
    Deposits are reconciled with the “revenue log.”

      4.
    The EFT payroll (if applicable) is compared with the confirmation report generated by 

    financial software.
      5.         The bank reconciliation is reviewed and approved.

Segregation of Duties

Executive Director

Treasurer
2
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C. Contributions
Policy
· Contributors of all donations will receive a letter of acknowledgement.
· Appropriate controls will be in place during fundraising activities to ensure that more than one person has control of the incoming cash.
Procedures
     1.     Tax-compliant letters of acknowledgement will be sent to all contributors.
     2.     Copies of letters of acknowledgement are kept on file, along with copies of the

             corresponding deposit slips.

     3.
Cash, check or credit card contributions during fundraising activities shall be
             under the control of two people (employees or board members).  Contributions 

             should be noted in writing when possible and include the following information:

             contributor’s name, address, amount, acknowledgement of whether or not 

             something was received in return and indicate cash, check or credit card  

             transaction.
Segregation of Duties

Executive Director

Office or Program Staff


1, 3
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D.  In-Kind Contributions
Policy
· Contributors of all non-cash contributions will receive a letter of acknowledgement.

· Non-cash donations are measured at fair value.  Quoted market price, if available, is the best evidence of the fair value.  If quoted market prices are not available, fair value may be estimated based on appraisals or valuation techniques.  
Procedures
1. Tax-compliant letters of acknowledgement will be sent to all contributors of non-cash donations.
2. Non-cash contributions are measured at fair value.  Quoted market price, if available, is the best evidence of the fair value.  If quoted market prices are not available, fair value may be estimated based on appraisals or valuation techniques.

3. It is noted on the in-kind donation form how the fair value was determined.

4. Non-cash donations are appropriately recorded and backed up by documentation on an in-kind donation form.

5. A copy of the letter of acknowledgement is kept on file with a copy of the in-kind donation form.

6. Non-cash donations are entered into the accounting system through a journal entry. 

Segregation of Duties

Executive Director

Office or Program Staff
             Treasurer
1, 3, 4



5, 6
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E. NC Sales Tax Refund
Policy
· A refund of all North Carolina sales tax paid directly to vendors will be applied for twice a year.
Procedures
1.
A Request for Refund of North Carolina Sales Tax Paid (Form E-585) is filed

      with the NC Department of Revenue every six months, by April 15 and 

      October 15.

2. All refund claims must be supported by proper documentation and should reflect a separate breakdown of state and local (county) taxes.

Segregation of Duties

Executive Director

Office or Program Staff
1



2

F.  Investments
Policy
· In order to protect the financial assets of the organization, all funds are deposited in accounts that are covered by the Federal Deposit Insurance Corporation (FDIC).  It is important to maximize interest bearing investments of cash and minimize non-productive cash balances whenever possible.
Procedures
1. CIS funds are deposited in a checking account protected by the FDIC
2. Ensure that all funds are covered by FDIC
3. Periodically evaluate which banking institution will provide CIS with the most value and best service
4. A determination will be made if there are sufficient funds to invest in a Certificate of Deposit or other account that yields a rate of return that offsets costs of monitoring the account
5. A decision will be made regarding the amount of funds that are transferred to an interest-bearing account that warrants moving the funds
6. Funds will be transferred accordingly
7. If required by a funding source, interest earned on particular funds will be so noted and maintained on file
Segregation of Duties

Executive Director

Treasurer 


1, 7



2, 3, 4, 5, 6



G.  Grants

Policy

· All grant applications or requests for funding shall be submitted to the Board of Directors for approval by the Executive Director.
· If grants or other requests for funding are awarded, the Executive Director will submit any revisions to the budget to the appropriate committee for approval prior to accepting the grant or funds.
· All grants and funding information received by the organization will be presented by the Executive Director for discussion and review at the next scheduled meeting of the Board of Directors.
II. Cash Disbursements

A.  Expenditures
Policy

· Adequate safeguards shall be in place to ensure that all expenditures are made in a manner than ensures accountability.
· All checks must have two signatures.  Authorized signatures are Board officers:  Chair, Vice Chair, Treasurer, Secretary, as well as Executive Director.  Every check must be signed by at least one Board Member.
· No checks will be made payable to cash and all checks will be made payable to the approved vendor.
· When cash is needed for program expenses, the check is made out to the appropriate employee.  All receipts should be filed with a copy of the check or check voucher.
· No blank checks will be signed in advance.
· The payee for a check shall not be a signatory for that check.
· Pre-numbered checks shall be used for all disbursements 
· Controls on purchasing have been developed in order to optimize purchasing strength and minimize spending while securing the necessary materials and services in an ethical and professional manner.
· Only items that are budgeted and necessary and which will be used within a reasonable amount of time shall be purchased.
Procedures

1. The unused check supply will be adequately controlled and safeguarded and placed in a locked file cabinet.
2. Each voided check is retained in the CIS files and shall be clearly marked “Void” with an indelible ink pen.  The signature line shall be torn off the check and destroyed.  An offsetting entry for each voided check is entered into the accounting system.
3. Checks are issued for all expenditures in a timely manner.
4. All transactions are entered into the accounting system and coded according to function and/or approved budget.
5. Invoices shall be marked, “OK for payment,” date received, date paid, check number and coded to the correct budget source and expense code.
6. A copy of the check or check voucher is filed with supporting documentation, such as invoice, memorandum, letter of agreement, contract or vendor quotation for each expenditure.
7. Supporting documentation is reviewed and initialed prior to signing checks.
8. Goods received will be compared with the packing slip or invoice that accompanied the goods and shall be initialed as verification of receipt.
9. All materials and supplies will be inspected for condition and counted when received.
10. Files should document that a cost or price analysis was made regarding the purchase of any item in excess of $500.  The price analysis may include formal quotations, market prices or other similar data.  Factors other than economic ones may be taken into account when making purchasing decision.
11. A formal competitive bidding process shall be used when purchasing items in excess of $1,000.  Complete and adequate information should be given to suppliers when requesting formal bids.
12. A study of lease vs. purchase alternatives should be made whenever applicable.

13. An effort will be made to give procurement opportunities to small businesses, minority-owned firms, and businesses owned and operated by women.
Segregation of Duties
Executive Director

Office or Program Staff

Treasurer or Other Officer
1, 2, 3, 5, 10, 11, 12, 13

4, 6, 8, 9
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B.  Expense Reimbursement
Policy

· Travel expenses for legitimate CIS purposes are reimbursed by completion of the Travel Reimbursement Form.  Other reimbursements are strongly discouraged, but CIS of Anywhere realizes that occasionally circumstances arise that require immediate payment on behalf of the employee.  

C.  Travel Reimbursement Forms

Policy

· A completed Travel Reimbursement Form, approved by the employee’s immediate supervisor, should be completed with all proper documentation attached.

Procedures

1. Each employee is responsible for his or her own request for reimbursement, which should include out-of-pocket expenses as well as charge expense.
2. The request for reimbursement should be submitted monthly.
3. All reimbursement requests must be signed and dated by the employee and approved by his or her supervisor.
4. In the case of the Executive Director, the Board Chair or other Officer will authorize payment of travel and other expense reimbursements.
5. To satisfy the minimum IRS requirements and to substantiate claims in the event of an audit, employees need two types of records:
· A diary, account book or similar record to list the background and details of one’s travel and expenses.  The Travel Reimbursement Form can be used for this purpose.

· Receipts, itemized bills or similar statements for lodging are required regardless of the amount.  A receipt must show (1) the amount of the expense; (2) the date the expense was incurred; (3) where the expense was incurred; and (4) the nature of the expense.  A hotel bill should show the name, location, date and separate amounts for charges such as lodging, meals and telephone calls.

Responsibility

Executive Director

Employee

Board Chair or Other Officer
3



1, 2, 3, 5
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D.  Mileage Reimbursement
Policy

· Mileage will be reimbursed at the current business rate established by the IRS.  

Procedure

1.
The employee must show the date, time, destination and purpose of travel on the    

      Travel Reimbursement Form.

Responsibility

Employee

1
E.  Allowable Travel Expenses for Overnight Stays

Policy
· The following expenses of a business trip will be reimbursed by CIS of Anywhere

· Plane, railroad and other transportation fare
· Hotel and lodging expense according to the per diem allowance
· Meal costs according to the per diem allowance
· Cab fares to and from the airport and your hotel
· Tips (on meals not to exceed 20%), telephone and baggage handling costs
· Meals for in-state travel are not to exceed the rate set by the North Carolina Office of Budget and Management unless for a group business meeting.  Meals are currently reimbursed at the following rates for in-state travel:
· Breakfast 
$ ________
· Lunch

$ ________
· Dinner

$_________
· For out-of-state travel, please refer to the IRS guidelines
       Receipts are not necessary for meals, except those related to entertainment.     See policy on Entertainment Expense.  If not using per diem, detailed itemized receipts must be kept for meals and employee will be reimbursed for actual cost of meal if it does not exceed the above rate.           
· Meals for overnight travel may be claimed under the following circumstances:
· Breakfast when leaving point of departure prior to 6:00AM
· Lunch when leaving point of departure prior to 10AM
· Lunch when returning to point of departure after 2PM
· Dinner when returning to point of departure after 8PM
            Exact times of departure and return must be indicated on the Travel Reimbursement 

            Form when meals are claimed.
· Employees are required to stay at the most economical but secure hotel available depending on travel destination.  Only hotels with inside doors accessing rooms are acceptable.  While employees should seek to stay within the federal per diem rates for a specific area, it is CIS policy that safety supersedes economy.  Accordingly, it may be necessary to use a hotel that exceeds the federal per diem rate.
F.  Day Travel
Policy

· No lunches will be reimbursed unless an overnight stay is involved.  Exceptions may be granted for official board/business meetings where attendance is required and the meal is a pre-planned part of the formal agenda or official CIS business.
· To claim breakfast when no overnight stay is involved, departure must be before 6:30AM and the normal workday extended by two hours.
· To claim dinner with no overnight stay, return must be after 8PM and the normal workday extended by two hours.
· To claim breakfast and dinner, the workday must be five hours longer than the normal 8 hours and the travel must meet the other departure/return criteria.
G.  Entertainment Expenses

Policy
· Whenever an employee of CIS of Anywhere takes someone out for a meal, the IRS considers it to be an entertainment expense.

· All receipts must be kept for this type of meal and submitted with the Travel Reimbursement Form.

· Also note that if the meal was preceding or following a substantial and relevant business discussion on a subject associated with CIS, the meal is allowable.  In that case, the employee should note on his or her Travel Reimbursement Form what business he or she conducted during, before or after the meal.

H.  Credit Cards

Policy

· The organization has established CIS credit card accounts to enable employees to charge purchases of supplies without incurring personal debt.  Such expenses will be reimbursed through the monthly expense reimbursement process.

Procedures

1. Authorization must be given for an eligible employee to be issued a credit card.

2. This card will be issued in the employee’s name as an employee of CIS of Anywhere.

3. The employee is responsible for making payment to the credit card company.

4. The employee is responsible for submitting a request for reimbursement to CIS.

Responsibility

Executive Director

Employee

1, 2
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III. Payroll
A. Time Keeping
Policy

· All employees are paid on the ______ and the _______ of each month.  Each paycheck will include earnings for all work performed through the end of the previous payroll period.  In the event that a regularly scheduled payday falls on a weekend or holiday, employees will receive pay on the last day of work before the regularly scheduled payday.  Each payday, employees will receive an itemized statement of wages earned and paid via direct deposit.
· CIS does not provide pay advances on unearned wages to employees.
· In any instance when wages are paid by checks, all pay checks must have two signatures.  Authorized signatures are Board officers:  Chair, Vice Chair, Treasurer, Secretary, as well as Executive Director.  Every check must be signed by at least one Board Member.
· The payee for a payroll check shall not be a signatory for that check
· CIS follows federal and state laws that require an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.
· Overtime work must always be approved in writing by the Executive Director before it is ever performed.
· Altering, falsifying, tampering with time records, or recording time on another employee’s time record may result in disciplinary action, up to and including termination of employment.
· Compensating controls are in place when an Electronic Funds Transfer process is used instead of writing payroll checks.
Procedures

1. All employees submit a time record two days  prior to payday 
2. Employees sign their time record to certify the accuracy of all time recorded.

3. The supervisor will review and sign the time record before submitting it for payroll processing.

4. Pay amounts and tax deductions are calculated using the accounting software.

5. Payroll checks are prepared and distributed to employees.

6. Payroll is posted to the accounting system.
7. When using an Electronic Funds Transfer process (EFT) a spread sheet of hours worked and net pay is prepared.

8. The EFT spread sheet is reviewed, either in person or by e-mail, prior to being sent to the bank.

9. The confirmation report thus generated by Quick Books is compared to the spreadsheet and it is signed after it goes to the bank.

Segregation of Duties
Executive Director
Office or Program Staff
Employee     Supervisor

Treasurer
8, 9


4, 5, 6, 7


1, 2
         3

8, 9
B. Tax Compliance

Policy

· State and federal payroll tax regulations and procedures mandate periodic payments of employer liabilities.  It is essential that a schedule of taxes and due dates be drafted to ensure prompt payment and to avoid penalties due to disregard for the law.  

· All employee wages are subject to FICA tax which represents both social security tax and Medicare tax.  CIS matches all FICA tax withheld.  
· CIS follows state and federal payroll tax regulations and procedures that mandate periodic payments of employer liabilities.

· CIS, whose tax status is defined under federal tax code 501 (c) (3), is exempt from federal unemployment tax.

· According to the number of employees on staff, CIS of Anywhere may be subject to North Carolina unemployment tax.  The amount of tax due is computed using an employer experience rating and is subject to wage base limitations.  Details can be found at: 
http://www.nolo.com/legal-encyclopedia/how-pay-unemployment-insurance-employees-north-carolina.html
Procedures

1. To ensure that payroll taxes are paid promptly, a schedule of taxes and due dates is established to ensure prompt payment and to avoid penalties.
2. Federal Form 941 must be prepared and submitted to the Internal Revenue Service for federal taxes paid and deposited according to the amount of payroll.  Please see IRS Publication 15.
3. The North Carolina Withholding tax withheld from employees’ pay is sent to the NC Department of Revenue.  For deposit information please see website: http:/www.dor.state.nc.us/.

4. Quarterly reports are prepared and submitted to the Employment Security Commission if the organization is subject to NC Unemployment tax.
5. All payroll reports are reviewed prior to submission to appropriate agencies
Responsibility

Executive Director
 Office or Program Staff
1, 5
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IV. Fixed Assets

Policy
· It is essential that the fixed assets (property valued at $500 or more) of Communities In Schools of Anywhere be physically protected.

Procedures

1.   Detailed records of fixed assets will be maintained.  Such records shall include: 
      description and location of equipment, serial number, acquisition date and cost.

2. Useable life of fixed assets will be determined following guidelines established by the 
Internal Revenue Service.

3. A physical inventory of assets will be performed at the end of each fiscal year and should be reconciled with accounting records.

4. Adequate insurance coverage of fixed assets shall be maintained.

5. Equipment is to be maintained and kept in working order.

6. If any loss or theft should occur, a full investigation will take place.

7. The Board of Directors must approve the sale or disposition of any fixed assets.

Responsibility
Executive Director
Office or Program Staff
Board of Directors
Auditor

1, 3, 4, 5

3


4, 6, 7
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V.  Financial Monitoring
Policy

· Provide financial reports to the full Board at least quarterly, showing clear information regarding actual expenses as they relate to the annual budget and actual revenues compared to projected income.

Procedures

1.
Financial reports will be reviewed prior to Board Meetings.  All significant variances shall be discussed and shall be presented to the Board of Directors.
2. 
Financial reports that are presented to the Board of Directors must include, at a minimum, an “Actual vs. Budget” Year to Date report, Balance Sheet and Cash Flow Projection covering a minimum of six months.
3. Financial reports are approved Board Meetings, at least quarterly
4. Approval of financial reports is recorded in the Minutes of the Board Meeting.
5. Timely and accurate financial reports are submitted to grantors and other funders.
Responsibility

Executive Director
        Treasurer

      Board of Directors
            Secretary
1, 5


        1, 2

      3
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VI. Budget
Policy

· The fiscal year shall run July 1 through June 30.

· The budget represents a proposed plan for obtaining and using funds for specified programs, functions and activities and supports the Annual Operations Plan.  Budget figures represent a collaborative effort between CIS staff and Board Members.
· The annual budget is a summary of projected CIS revenue and expenses, showing restricted and unrestricted funding, with sufficient detail to allow regular monitoring and correction of actual expenses by the Executive Director and Board of Directors.

· The approved budget authorizes and provides the basis for the control of financial operations during the year.

Procedures

1. The draft budget is prepared prior to the start of each fiscal year.
2. The annual budget is reviewed and approved prior to the start of each fiscal year.
3. Approval of the annual budget is recorded in the Minutes of the Board Meeting.

4. The budget is entered into the accounting system.

5. Amendments to the budget must be approved.

6. Amendments to the budget are recorded in the Minutes.

Responsibility

Executive Director Office or Program Staff  Finance Comm.   Board of Directors
    Secretary

1

     4                                         1

       2, 5
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VII. Risk Management

A.  Insurance

Policy
· The organization shall carry adequate insurance coverage to ensure continuous operation and uninterrupted support for students and families.

· Through careful attention to fiscal and personnel policies and procedures, CIS of Anywhere strives constantly to minimize opportunities for liability issues to arise.

· General Liability insurance coverage is secured to protect the organization from a wide range of acts or offenses which could result in bodily injury, personal injury or property damage to a third party.

· To minimize negative consequences to Board Members and the CIS of Anywhere organization in the event of any liability action which might be initiated against the organization, Directors and Officers Liability is secured annually.  This covers damages resulting from the wrongful acts of the directors and officers of CIS and extends to damages which are not covered under the General Liability policy.
· Professional Liability Insurance and Abuse and Molestation coverage can be secured as an endorsement to the General Liability policy and is secured annually.

· To protect CIS of Anywhere against internal theft and fraud, fidelity bond insurance is secured in the amount of $50,000.  All employees and volunteers who regularly handle or manage cash and/or bookkeeping responsibilities would be covered under such a policy.
· To protect employees when using personal vehicles or rental cars for CIS purposes, the organization should secure non-owned and hired auto insurance coverage.

· To protect against loss or theft of the fixed assets, the organization should secure business/personal property insurance with coverage that is adequate to cover replacement costs of fixed assets
· In order to mitigate losses from various cyber incidents, the need for Cybersecurity Insurance is determined. 
· As required by North Carolina State law, CIS of Anywhere must have workers’ compensation insurance for its employees.

Procedures
1.  The Board, possibly with assistance from an insurance professional, conducts an annual 
assessment of the organization’s insurance needs to determine if there is adequate 
coverage to avoid potential risks.
2.   If deemed necessary, insurance coverage is adjusted accordingly.
Responsibility

Executive Director

Board of Directors


2
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B.  Fraud/Misuse of Funds

Policy

· Procedures are in place to ensure that appropriate action is taken in case of fraud or misuse of funds.
Procedures

1. Any employee who receives information or evidence of theft, embezzlement, misapplication or misuse of funds or assets shall immediately report the matter to the appropriate committee of the Board of Directors no later than three days from the time the information or evidence is received.
2. The Board will determine which committee is appropriate and ensure this information is conveyed to all employees
3. The Chair of the Board of Directors shall report the matter in writing, within five days of receipt, to the director of the funding division of any state or federal agency whose funds are in question.

Responsibility

Board of Directors
      Employee

Board Chair
2


      1       

3
C.  Disaster Recovery Plan

Policy

· Protective measures are in place to safeguard all the documents that CIS of Anywhere would need to operate in the event of an emergency or natural disaster.  Those documents are necessary to reconstruct the organization’s legal and financial status.
Procedures

       1.   A back-up of essential files shall be made weekly and placed in a secure location
             away from the CIS administrative office.  The backed up files should be checked 

             periodically to make sure viable back-ups are made.  OR
       2.   All data is backed up through a commercial online backup service, storing data in the 

             cloud, which also provides rapid access and retrieval of important organizational data.
       3.   Other important documents such as the IRS 501 (c) (3) determination letter, 

             bylaws, articles of incorporation, donor list, contracts, investment documents, etc. 

             will be kept in the organization’s safe deposit box.
Responsibility

Executive Director

1, 2, 3
VIII. Accounting
Policy
· Accounting records are kept in a manner that accurately reflects the financial activity of CIS of Anywhere.
· Books are kept on an accrual basis.
· Quick Books accounting software (or other reputable and established accounting software) will be used to perform accounting procedures.
Procedures

1. All transactions are entered into Quick Books in a timely and orderly fashion.

2. All entries incorporated into the financial records must have detailed documentation and show appropriate approval.
3. Access to financial software shall be password protected.
4. Appropriate security levels will be assigned to individual employees with access to financial software.

5. Financial activity other than receipts and check disbursements should be recorded in the financial records by means of adjusting journal entries.  Double-entry bookkeeping methods are used to record adjustments.
6. A back-up staff person performs financial transactions when the primary responsible staff person is absent.
7. Accrued financial statements should be prepared at year-end.  All prepaid expenses should be classified as such.  Accounts receivable, accounts payable and accrued payroll liabilities should be booked as well.  Promises to give (formerly called pledges) should be recorded as receivables with proper documentation.  Depreciation expense should also be entered.  All accruals should have supporting documentation.
8. All documentation is to be reviewed and approved prior to the issuance of any reports or statements of financial position.  

9. The accounting files should be regarded as sensitive documentation and kept in a secure location.

Segregation of Duties

Executive Director

Office or Program Staff


Treasurer 
2, 3, 6, 7, 8, 9


1, 5, 7
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IX. Audit and IRS Form 990
A. Audit/Review
Policy

· An audit, if revenue is $500,000 or more, or an independent financial review if less than $500,000  by an independent Certified Public Accountant (CPA) with experience conducting audits for nonprofit organizations, shall be conducted annually in accordance with generally accepted auditing standards, after the close of the fiscal year.
· The audit or independent financial review, including opinion and management letter (if there is one), shall be presented to the Audit Committee within 120 days of the end of the fiscal year.
· If there is a management letter, CIS of Anywhere shall respond to the findings stated in the letter.
· The annual audits and independent financial reviews are in the public domain, for review as requested.
Procedure

1. A qualified auditor is engaged to conduct the annual audit or independent financial review.  The engagement letter is signed by the Executive Director and the Board Chair or Chair of the Audit Committee.  The auditor should have specialized training and/or experience in the area of nonprofit audits as well as experience auditing other entities.
2. All documentation required by the CPA firm will be provided.
3. The auditor presents its findings to the Audit Committee and/or directly to the CIS Board and presentation is documented in the Minutes.  
4. If there is a management letter that requires a response, CIS will write a response to it.
5. The response to the management letter shall be reviewed and recorded in the Minutes.
6. The annual audits and independent financial reviews should be maintained in a readable, up-to-date manner to allow for consistent and clear lines of accountability.
Responsibility
           
Executive Director      Audit Committee
     Board of Directors
          Secretary             Auditor
1, 2, 4, 6
         1, 4

     1, 3, 5
                         3, 5
           3
B.  IRS Form 990
Policy
· The Federal Form 990 must be filed prior to the 15th day of the 5th month after the close of each fiscal year, unless a federal extension has been filed and approved.

· The Form 990 should reconcile to the audit and be prepared by the same CPA that conducts the annual audit.

· The Form 990 is in the public domain, for review as requested.
Procedures

1. The Form 990 shall be reviewed prior to filing.
2. The Form 990 is available from a downloadable link on the CIS of Anywhere website.
Responsibilities

Executive Director

Board of Directors
2



1

X.  Financial Reserves

Policy

· There shall be cash reserves in an amount sufficient to keep CIS of Anywhere solvent in the event of unforeseen disruption of incoming revenue for a period from three to six months.

Procedure

1. A plan is developed to increase cash balance at year end equal to three to six months of operating expenses.
2. The plan is approved.
3. Regular reports are provided to the Board of Directors regarding financial reserves.
Responsibility

Executive Director            
Treasurer

Board of Directors


1

         

1, 3
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Acknowledgement

Financial Management Policies

By signing below, you acknowledge that you have received a copy of the Communities In Schools of Anywhere Financial Management Policies, and understand that it is your responsibility to read and comply with the policies referred to within and any policy revisions.  

Signature _________________________________________________

Print Your Full Name ______________________________________________________

Date ______________________________________________________________________

Please sign and date one copy of this notice and return it to the CIS administrative office at CIS of Anywhere.  Retain a second copy for your reference.


