(Organization’s Name)
Financial and Control Policies

Philosophy

The purpose of financial management in the operation of all (organization’s name) activities is to fulfill the (organization’s name) mission in the most effective and efficient manner and to remain accountable to stakeholders, including board members, funders, and the community. In order to accomplish this, (organization’s name) (Executive and the Board of Directors) commits to providing accurate and complete financial data for internal and external use. 

Authority 

· The Board of Directors is ultimately responsible for the financial management of all activities.

· The Board is authorized to enter into contracts for activities that have been approved by the Board as a part of budgets or plans.
· The Treasurer is authorized to act on the Board's behalf on financial matters when action is required in advance of a meeting of the Board of Directors. 

· The Treasurer is responsible for the day-to-day financial management of the organization. The Board authorizes the Treasurer to pay bills, receive funds, and maintain bank accounts. 
Best practice principles for financial accountability 

· Ensure clear and decisive financial governance
· Adopt ethics and conflict of interest policies
· Implement appropriate financial controls
· Conduct regular independent financial audits
· Ensure transparency of financial data and performance
· Maintain knowledge on emerging not for-profit issues
Board Treasurer's Job Description and Responsibilities 
Purpose: 
To manage and report on (organization’s name) finances.
Responsibilities: 
· Carries out the responsibilities of a member of the Board of Directors.
· Assists in the preparation of the budget.
· Monitors the budget.
· Ensures the Board's financial policies are being followed.
· Reports to the Board of Directors and general membership on finances during regular meetings.
· Prepares any required financial reporting forms.
· Maintains all bank accounts.
· Oversees all financial transactions. 
· Pays all obligations and files required reports in a timely manner.

· Accounts for donor restricted, Board designated funds, and casino funds separately from general operating funds, and clearly defines the restrictions applicable to these funds.

· Makes no contractual commitment for bank loans, corporate credit cards, or for real estate lease or purchase without specific approval of the Board.

· Records fixed assets in accounting records as capital assets. Depreciation of capital assets will occur as per Canada Revenue Agency guidelines.

· Chairs the finance committee, if the committee is created.
· Sits on the casino committee.
· The Treasurer's signature should appear on all cheques of the organization with the second signature from any of the board's other directors with signing authority.
· Submits books to auditor for preparation of financial statement and/or performance of an audit.

· Once the auditor's financial report has been accepted by the Board, the Treasurer prepares a report and presents it to the membership at the Annual General Meeting.

Position Description elaboration:
The Treasurer's role is one of the most important functions on the Board. Financial accountability is of the utmost importance to not for profit associations. If our funders lose faith in our ability to control and account for finances, they lose faith in the whole organization.

As stated in the job description, the Treasurer is first and foremost a member of the Board. This means that the Treasurer is responsible to the members (as with every Board member) and to the funders for the funds received and spent by the (organization’s name).

The Treasurer takes a "hands-on" role with respect to the (organization’s name). A hands-on Treasurer should go through a monthly routine which will vary depending on the level of involvement. At the very least, a Treasurer should meet with the board and members on a regular basis to go over invoices and cheques, to review the bank statements, and to prepare monthly statements for the Board.

Board Responsibilities

· Formulate financial policies and review operations and activities on a periodic basis
· Review financial reports at each board meeting.

· Provide adequate training to members to enable each member to fulfill their obligations. 

· Obtain competitive bids for items or services costing in excess of $(identified limit). Selection will be based on cost, service and other elements of the contract. The (organization’s name) may award the bid to any provider and is not required to accept the lowest cost proposal. 

Financial Transactions with Insiders 

No advances of funds to officers or directors are authorized. Direct and necessary expenses including travel for meetings and other activities related to carrying out responsibilities shall be reimbursed. 

In no case shall (organization’s name) borrow funds from any officer or director of the organization without specific authorization from the Board of Directors. 

Budget 

In order to ensure that planned activities minimize the risk of financial jeopardy and are consistent with Board-approved priorities, long-range organization goals, and specific multi-year objectives, the Treasurer shall: 

· Submit operating and capital budgets to the Board in time for reasonable approval by the Board shortly after the start of each fiscal year.

· Use responsible assumptions and projection background, with a general goal of avoiding an unrestricted deficit. 

Conflict of Interest 

Members of the Board of Directors are prohibited from activities that might present conflicts of interest. The powers of directorship may not be used to personally benefit the Director at the corporation’s expense. If a Director has a financial interest in a corporate transaction, the Director must fully disclose the interest and abstain from voting. Loans to Directors are prohibited.  

Gift Acceptance 

(organization’s name) may accept contributions of goods or services other than cash that are related to the programs and operations of the (organization’s name). Any other contributions of non-cash items must be reviewed and approved by the Board of Directors before acceptance. 

Asset Protection 

In order to ensure that the assets of (organization’s name) are adequately protected and maintained, the Board shall: 

· Insure against theft and casualty losses to the organization and against liability losses to Board members, staff, or the organization itself to levels indicated in consultation with suitable professional resources. 

· Plan and carry out suitable protection and maintenance of property, building, and equipment. 

· Avoid actions that would expose the organization, its Board, or staff to claims of liability. 

· Protect intellectual property, information and files from unauthorized access, tampering, loss, or significant damage. 

· Receive, process, and disburse funds under controls that are sufficient to maintain basic segregation of duties to protect bank accounts, income receipts, and payments. 

· Invest money in accordance with Board-approved investment policies.

Financial Procedures 

Bank Accounts and Investment Accounts

The Treasurer shall maintain and oversee Bank and Investment accounts, and ensure the (organization’s name) day-to-day financial operations. Several accounts may be maintained by the Agency, including: 

· General Account 

· Casino 

· Certificates of Deposit (if indicated)
These accounts may be changed as the (organization’s name) financial conditions and requirements change.
General Account Operating Funds 
A minimum General Account balance of $(amount to be determined) shall be maintained, with an ideal average balance of $(amount to be determined), in order to cover annual operating expenses. When the account balance falls below this minimum, the Treasurer and the Board shall develop a plan and budget for rebuilding it.
Cash Receipts / Accounts Receivable 

Cash receipts (cheque or cash) should be recorded in a deposit ledger (electronic or paper, and then immediately endorsed with a For Deposit Only stamp. Cheques should be photocopied. Cash should be verified by the documentation which accompanies the cash receipt. Copies of cheques and cash documentation should be attached to each deposit record (see below). 

Deposits 

Cheques, money orders, and cash received should be deposited to an appropriate (organization’s name) account (usually the General Account) at least in the week it is received. Fund raising events, foundations, corporate donations and miscellaneous contributions, shall also be deposited into the account(s). A copy of the deposit record and a copy of the returned corresponding cheque or cash documentation for each item should be retained. At the end of each bank statement cycle, the Treasurer or other Board designee will reconcile the deposit records to the bank statement. 

Cash Disbursements / Accounts Payable 

All invoices are subject to budget authority. All cheques must have two signatures, and the expense must have been previously budgeted and approved by the Board of Directors. Checks are written weekly to meet obligations, or ongoing operational expenditures. All expenditures shall be coded by appropriate bank account. The Treasurer maintains standard accounting records containing all aspects of the (organization’s name) financial operations. They include but are not limited to: A budget spreadsheet and a casino account ledger. Following the review and approval of an invoice, a cheque for payment shall be prepared and attached to the invoice. Upon payment of a bill, a copy of the cheques or duplicate of stub shall be stapled onto the bill and payment date and cheque number shall be printed on the invoice. The paid invoices shall be filed in the appropriate file box, and shall be kept on a fiscal year basis on file.

Bank Reconciliations 

Bank statements are to be reconciled to the account/cheque register monthly. Reconciliations will be performed by the Treasurer or other designee and reviewed by the Board as part of the monthly Treasurers report. 

Blank Cheques

There shall be no blank signed cheques. Cheques shall not be signed until the amount and payee are known and completed on the cheque. No cheques may be written to "cash" or "bearer".
Voided Cheques

All voided cheques must be defaced and retained either with the cheque stub or with cancelled cheques in the appropriate bank statement file.
Signing Authority

The President, Vice President, Secretary, and Treasurer, and other Board members as designated by the Board shall be designated as signatories on (organization’s name) accounts. Any cheques written to those with signing authority should not be signed by that person.
Grant Receipts, Restriction Releases, and Allocation

The Treasurer has responsibility for seeing that revenue received is allocated in accordance with any restrictions placed on its use by the grantor or contributor. Generally, grant funds are accompanied by a letter or other documentation from the grantor which outlines any stipulations on use of the funding. This documentation, along with the proposal and budget sent as application for the grant, are used to guide the allocation of the grant revenue to various projects. These funds will be identified as restricted assets.

Financial Statements 

The Treasurer will prepare financial statements on a monthly basis. These statements will summarize all expenditures and receipts for the period covered and compare them to the approved budget. The monthly statements will be circulated by the Secretary prior to the Board meeting. The full Board will review the most up-to-date financial statements available at each Board meeting. 

Audit 
The (organization’s name) will have an audit of its financial statements undertaken annually, within 2 months of the end of each the fiscal year and ideally before the holding of the Annual General Meeting. The audit shall be completed by a minimum of two volunteers from (organization’s name) membership, who are not the Treasurer, and do not sit on the finance committee or the casino committee. The board shall have direct responsibility in overseeing the implementation of the annual financial audit. 
The selection of the audit committee will occur at the AGM 
Budget 

An annual operating budget shall be prepared yearly by the Executive. The Board of Directors is responsible for approving the annual budget at the first regularly scheduled Board meeting after the AGM in June. 
Major Events Budgets

Organizing committees for major events such as regional campouts and winter carnivals, which entail substantial expenditures, shall provide to the (organization’s name) board a budget outlining projected revenues and expenditures for approval, in order ensure that costs are within budget, and in keeping with the aims of the (organization’s name).

Travel and Expense Reimbursement

Travel and expense reports for mileage, meals, hotel, supplies, etc., will be maintained by each board member and then submitted to the Treasurer for approval and payment in a timely manner

Accounting Software 

Setting up the (organization’s name) computerized accounting system should be the responsibility of the Treasurer and the Finance Committee. Financial records and electronic files shall be stored in a secure location, and electronic records shall be backed up at least monthly on an appropriate storage device.
Physical Security 
It is important in all organizations that the assets are adequately protected. Physical security of assets requires that access to assets be limited to authorize personnel. One means to limit access to both assets and related accounting records is through the use of physical controls. Protection devices restrict unauthorized personnel from obtaining direct access to assets or indirect access through accounting records that could be used to misappropriate assets. Locked storage facilities restrict access to inventories, and fireproof vaults prevent access to petty cash vouchers. 

Insurance 

Reasonable and adequate coverage will be maintained to protect the (organization’s name) interests as well as the Board of Directors. The following insurance policies may be considered on a yearly basis: General and Professional Liability Insurance, Directors and Officers Liability Insurance. Insurance Policies shall be carefully reviewed by the Board before entering into a policy.

Document Retention

Financial documents are retained for a period of time in keeping with Canadian law and the recommendations of the Canada Revenue Agency. 

Canada Revenue Agency Tax Reporting

The (organization’s name) as a not for profit registered society may or may not be exempt from federal income taxes.  If not, no provisions for income taxes have been reflected in the financial statements. However, the (organization’s name) may still be required to complete an income tax return each year to report to the Canada Revenue Agency. The Treasurer needs to ascertain the possible requirement to complete tax returns.
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