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I.
FISCAL POLICY STATEMENT
These fiscal policies set forth the basic framework for the overall fiscal management of United Way of Southeast Alaska (UWSEAK).  Operating independently of changing circumstances and conditions, these policies assist the decision-making process of the Board of Directors, President and staff.  It is anticipated that these policies will provide guidance to management, meet the requirement of regulatory bodies, serve as a standard for review, and represent the direction of the Board.

These policies will guide UWSEAK and help maintain financial stability.  All significant policy changes require Board approval.

UWSEAK’s fiscal year-end is August 31.

II.
ACCOUNTING POLICIES
UWSEAK will establish and maintain a high standard of accounting practices.  The accounting records will monitor expenditures, revenues, and performance of all UWSEAK activities on an ongoing basis and provide an accurate assessment of the financial condition of the organization.  The financial systems will provide a structure of internal control, a clear audit trail, and information required by the Board, funding sources and governmental regulatory bodies.

The accounts of UWSEAK will be organized on the basis of funds, each of which will be considered a separate accounting entity.  A single fund will capture all activity of United Way’s Private Sector, Combined Federal Campaign (CFC) and Alaska State SHARE campaigns. Other funds may be established by the Finance Committee to facilitate reporting.  The operations of each fund will be accounted for with a separate set of self-balancing accounts that comprise its assets, liabilities, fund equity, revenues, and expenditures. All transactions will be recorded in accordance with Generally Accepted Accounting Principles (GAAP).  In all funds, the accrual basis of accounting will be used (modified accrual accounting is acceptable for interim reporting purposes).  Revenues will be recognized in the accounting period in which they are earned.  Expenditures will be recognized in the accounting period in which the liability is incurred.

UWSEAK will strive to maintain sufficient reserves to ensure an adequate cash flow.  Invoices and charges will be paid promptly and discounts taken when available.  Payroll taxes will be paid punctually.  All employees will be paid timely and accurately in accordance with established payroll procedures and state laws and regulations.

Normally, relocation allowance and transportation will not be paid for new employees or for transferring current employees.  However, the Board of Directors may approve reimbursement of actual relocation costs when circumstances warrant.

A petty cash fund may be approved by the President.  The fund will be set at $300.  Persons controlling this money will be designated as Petty Cash Custodians and they are personally and solely responsible for safeguarding the cash and accounting for all transactions.  Petty cash funds will not be used to make unauthorized purchases or to circumvent the requisition procedure.  Petty cash funds will be subject to audit by supervisory personnel.  No personal loans are to be made out of petty cash.  Reimbursement will be handled on a routine basis.
A corporate purchasing card may be approved by the Board for the use of the President.  All purchases on the credit card must be authorized expenditures of UWSEAK.

Only the Board may enter into any grant/contractual obligations.  However, the Board may authorize the President to enter into grant/contractual obligations on their behalf.  All grants and contracts will be managed from the Executive Office.

III.
FINANCIAL REPORTING
Regular monthly financial reports to the Board will present a summary of financial activity in a format determined by the Finance Committee.  When requested, the reporting system will also provide information on the total cost of specific services by type of expenditure or by fund.  See additional detail in the Internal Controls Policies section.

IV. AUDITING

An agency wide annual audit will be performed by an independent public accounting firm with the subsequent issue of an official annual financial statement. The Accountant/Bookkeeper will provide documentation and information requested by the audit firm selected to perform the annual audit.  Copies of the auditor's report will be distributed to all members of the Board, and to appropriate government agencies. 
V.        SARBANES OXLEY PROVISIONS 
To avoid insider transactions and conflicts of interest, UWSEAK will understand and fully comply with all laws regarding compensation and benefits provided to directors and executives (including "intermediate sanctions" and "self-dealing" laws).  UWSEAK, as a rule, will not provide personal loans to directors and executives. In cases in which the board feels it is necessary to provide a loan, however, all terms should be disclosed and formally approved by the board, the process should be documented, and the terms and the value of the loan should be publicly disclosed.   The Board of Directors will establish and annually review a conflict of interest policy and will ensure a regular and rigorous means of enforcing it. 
The Board of Directors will appoint an independent and competent finance/audit committee, that will select and oversee an independent auditing firm to conduct an annual external financial audit and will review the audit.  Board members on the finance/ audit committee should be free from conflicts of interest and should not receive any compensation for their service on the committee.   The Board will include at least one “financial expert” on the finance/audit committee.   The audit results must be approved by the full board.  
The Board of Directors will rotate the auditor or lead partner at least every five years; will avoid any conflict of interest in staff exchange between audit firm and organization; will not use its auditing firm for non-auditing services except tax form preparation with pre-approval from audit committee; will require disclosure to the audit committee of critical accounting policies and practices; and will use the audit committee to oversee and enforce UWSEAK’s conflict-of-interest policy. 

UWSEAK’s President and Treasurer should sign off on all financial statements including Form 990 tax returns, to ensure they are accurate, complete, and filed on time.  The finance/audit committee should review and approve financial statements and Form 990 tax returns for completeness and accuracy. 

UWSEAK will disclose its Form 990 and 990-PF at its website; will file 990 and 990-PF Forms in a timely manner. 

UWSEAK’s Code of Ethics includes a formal process to deal with “whistle-blower” complaints and prevent retaliation.   UWSEAK’s Board of Directors or its designees will investigate employee complaints and correct any problems or explain why corrections are not necessary. 

Fiscal records and electronic files will be retained in accordance with a document retention and periodic destruction policy, according to a schedule developed by United Way of America.  These records may be kept off premises and may be transferred to electronic format, but will be stored in a secured area.

If an official investigation is underway or even suspected, UWSEAK will stop any document purging in order to avoid criminal obstruction.
VI.
REVENUE RECOGNITION
Cash receipts will be provided adequate safeguards by all personnel entrusted with their care.  All funds received will be transmitted and deposited timely as set forth in the Internal Controls section, an employee designated by the President, in accordance with procedures set by the Accounting Office.  A monthly reconciliation will be made to verify that all monies received by UWSEAK have been deposited.  The Accountant/Bookkeeper will prepare any necessary billings and be responsible for the correct accounting of all revenues.

All revenues from sources that have placed restrictions upon the expenditure of those revenues will not be expended for any unauthorized expenditures.

Revenues will be recognized in the fiscal year the pledge is received.  The subsequent cash collections will reduce the related receivable.

VII.
BUDGETING
These budgeting policies address the budget process for the ongoing programs of UWSEAK.

The formal budgeting process will provide the primary mechanism by which key decisions will be made regarding the levels and types of services to be provided, given the anticipated level of available resources.  All funds will be subject to the annual budget process.  The President of UWSEAK is primarily responsible for the preparation of the annual budget document.

The Accountant/Bookkeeper will begin the budgeting process for UWSEAK by distributing appropriate financial statements to the President in April.  These statements will show comparative figures for the current fiscal year through the most recently completed month for which financial statements are available, and the current operating budget.  From this information the President will prepare the preliminary budget for UWSEAK.  The preliminary Executive Office budget will be presented to the Board at its May meeting for review.

During budget development, the President will estimate the amount of revenues that can reasonably be anticipated from UWSEAK’s fundraising sources.

The Board will adopt a balanced budget and once approved, expenditures by program must be relevant to the stated objectives of UWSEAK.  These objectives cannot be changed without prior approval by the Board, unless otherwise stated in these policies.

UWSEAK will maintain a budgetary control system to ensure adherence to the budget and the Accountant/Bookkeeper will prepare timely, monthly financial reports comparing actual revenues, expenditures and encumbrances with budgeted amounts.  The President and Board of Directors are responsible for reviewing those financial reports.

The President is accountable for all expenditures made, and is expected to confine spending to amounts appropriated during the budget process as amended by Board actions.  The Board will review the budget for amendments quarterly at its discretion.

VIII. DESIGNATIONS OF FUND BALANCE

UWSEAK solicits donations to its Community Impact Fund and its various sub-categories.  These funds are allocated annually, in a grant-making process managed by the Community Impact Committee, which advances its grant recommendations to the Board of Directors.  

The accumulation of fund balance designations protects UWSEAK from uncontrollable increases in expenditures or unforeseen reductions in revenues, or a combination of the two.  They also provide adequate working capital and a sufficient cash flow for daily financial needs at all times.  The Board of Directors recommends the accumulation and maintenance of 3-6 months of operating expenses.
IX.
INVESTMENTS
The overriding purpose of this policy is to acknowledge clearly that any investment instrument or decision carries with it certain elements of risks.  However, safety of principal is the foremost objective of UWSEAK and there are numerous safeguards instituted that minimize such risks.  Each investment transaction will seek to first ensure that capital losses are avoided.

UWSEAK will seek to attain market rates of return on its investments, consistent with constraints imposed by its safety objectives, and cash flow considerations.  This policy establishes a framework for implementing such safeguards, authorizes particular types of allowable investment instruments, and creates oversight responsibilities of investment activities.

Management direction for the investment program is the responsibility of the Board of Directors.  The Board may delegate specific aspects to the President.

Actual investment transactions are the responsibility of the President.  No other position may engage in an investment transaction except as provided by the Board of Directors. Investments will be made with judgment and care, under circumstances then prevailing, which persons of prudence, discretion, and intelligence exercise in the management of their own affairs, not for speculation, but for investment, considering the primary objective of safety as well as the secondary objective of obtaining market rates of return.  Investment officers acting in accordance with written procedures and exercising due intelligence will be relieved of  personal responsibility for an individual security's credit risk, provided that deviations from expectation are reported in a timely fashion, and appropriate action is taken, to control adverse developments.

Investments by UWSEAK will be restricted to the following type securities; however, other investments may be made if prior Board approval is given to the President: savings accounts, certificates of deposit and other time accounts, interest-bearing money market investment accounts of commercial banks, savings and loan associations, community foundation, and other institutions insured by the Federal Deposit Insurance Corporation, 

UWSEAK will diversify use of investment instruments to avoid incurring unreasonable risks inherent                                                          in over-investing in specific instruments or individual financial institutions.

Diversification by financial institution: savings accounts, certificates of deposit and other time accounts no more than $100,000 with any one institution.   Other available cash is to be invested as appropriate to coincide with projected cash flow needs, taking into account large routine scheduled expenditures, as well as considering sizable blocks of anticipated revenues and cash receipts.  Maturities will not exceed 180 days.

All investments will be in the name of UWSEAK, and will be held in safekeeping at the financial institution from which they were purchased.  Safekeeping account receipts will be held by UWSEAK's Executive Office.

All interest earned from investments will accrue to the appropriate fund based on the fund which earned the interest.

UWSEAK will invest only with financial institutions that maintain an office within the City and Borough of Juneau. The financial institution must also be a member of the Federal Deposit Insurance Corporation (FDIC).

X.     INTERNAL CONTROLS
UWSEAK will maintain an internal control structure designed to ensure that the assets of UWSEAK are protected from loss, theft or misuse and to ensure that adequate accounting data are compiled to allow for the preparation of financial statements in conformity with generally accepted accounting principles.  The internal control structure will be designed to provide reasonable, but not absolute, assurance that these objectives are met.  The concept of reasonable assurance recognizes that: (1) The cost of a control should not exceed the benefits likely to be derived; and (2) The valuation of costs and benefits requires estimates and judgments by management.

UWSEAK will employ the following specific internal control procedures:

1. All checks will require two signatures. Signatory Authority is given to the following Board Officers: President, Chair, Chair-elect, past Chair, Treasurer and Secretary (except as noted).   The President is not permitted to be a signatory on any checks written to the President.  No Board member will be permitted to sign checks if that Board member is related in any way to an employee of UWSEAK or to UWSEAK’s Accountant/Bookkeeper.  No checks are ever pre-signed and signatories may not sign checks made out to themselves.  Voided checks are mutilated and filed at UWSEAK office. Similar controls apply to electronic disbursements of UWSEAK funds.  Supporting documentation must be provided and maintained for all checks issued; i.e. purchase order, requisition, check request, timesheet, lease, etc.

2. Invoices must be approved by the President prior to payment unless the payment is a payroll check to be paid to the President or if the payment is a reimbursement to the President.  In these cases, a member of the Board of Directors must approve the reimbursement request or timesheets. Approval must be written on the invoice.  In addition, the President or Board member must “code” the invoice prior to payment.  Coding includes indicating which account number a payment is to be charged to.

3. Certain items such as office rent are recurring and cyclically billed.  For these items, the President may instruct the Accountant/Bookkeeper to pay these without other approval.  The President will provide the Accountant/Bookkeeper with written authorization before these types of payments can be made.

4. No check may be written to cash.

5. Cash receipts. All cash and checks received by UWSEAK are to be received by the Administrative Assistant or President and restrictively endorsed to the proper bank account. The cash or checks received will be coded as to their source by the Administrative Assistant or President.  Deposits will be made at least twice per week.  A copy of the deposit slip, validated bank receipt and check support will be filed by date in the Executive Office.  A copy of the checks and deposit slip will be forwarded to the Accountant/Bookkeeper no less than once per month.  If a question arises, the Administrative Assistant or President should receipt the money received and endorse any checks for deposit only to UWSEAK and then submit them to the President or the Treasurer or President of the Board of Directors for further clarification as necessary.

No cash will be deposited by campaign key workers or individuals other than the President of UWSEAK or the President’s designated assistant.

6. The Accountant/Bookkeeper will maintain GAAP basis accounting records for the Private Campaign and SHARE activity on the UWSEAK’s accounting system.  The Accountant/Bookkeeper will also provide, modified accrual financial statements to include a comparative balance sheet, income statement, and comparison of budget to actual results.  These reports must be available for review by the 15th day subsequent to the end of any particular month.

7. The Accountant/Bookkeeper will prepare vendor payments at least once per month.  These payments will be coincident with the preparation of UWSEAK’s payroll.  The President will be responsible for mailing all payments.  The Accountant/Bookkeeper will prepare checks, the original check will be mailed to the vendor, and the check stub will be stapled to the vendors invoice and filed by vendor.  All documents will be retained in accordance with the Record Retention Policies. Similar controls apply to electronic disbursements of UWSEAK funds.
8. PAYROLL 
· All employees are paid twice per month.  Payroll periods will end on the fifteenth and the last day of each month.  Payroll will be paid within seven days following the end of each pay period.  

· Employees submit biweekly time sheets for approval to the President.  In the case of the President, timesheets will be submitted to a Board member for approval.  
· After approval by the appropriate supervisors they are submitted to the Accountant/Bookkeeper for payment.

· Timesheets must indicate time spent on key organizational activities.  The Accountant/Bookkeeper will use this information to appropriately charge each fund for staff time.  The Accountant/Bookkeeper will not prepare payroll for those employees who have not submitted properly approved timesheets.  The Accountant/Bookkeeper will allocate personnel costs to each fund based on hours worked by each employee at their respective pay rates.

· The President will maintain employee personnel files with all documentation required by law.  Computerized payroll records will be maintained by the Accountant/Bookkeeper which generate monthly and yearly payroll tax reports for the IRS and State Department of Labor.  IRS deposits are made bi-weekly at the time of the regular payroll.  Payroll advances are not allowed. All employee withholding is withheld at the appropriate rates as stated by the IRS and DOL.

9. DISTRIBUTIONS  
· All member agency distributions will be made on a quarterly basis as follows:
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Quarter


Period


Payment Due By



1

February, March, April


May 22



2

May, June, July


August 22



3

August, September, October


November 22



4

November, December, January

February 22

· The President or Administrative Assistant will be responsible for maintaining the computer software programs.  This information will summarize all activity of the Private/SHARE campaigns.  The President will provide the necessary reports to the Accountant/Bookkeeper by the tenth of the month following the end of each fiscal quarter so that the Accountant/Bookkeeper may prepare the Agency distributions.

· Each quarter, all designated funds will be distributed.  Undesignated funds will be distributed as determined by the Board of Directors.

10. The Accountant/Bookkeeper will review the outstanding check list for each bank account to identify checks written but not cleared which are over 180 days old.  For checks over 180 days old, the Accountant/Bookkeeper/Bookkeeper will attempt to contact the payee.  If unsuccessful in this attempt the Accountant/Bookkeeper will call the bank on which the check was drawn to notify them that the check is being canceled.  The Accountant/Bookkeeper/Bookkeeper will then notify UWSEAK’s Accountant/Bookkeeper who will cancel the check in the accounting system and establish the check as a liability on the accounting records of UWSEAK.  The President will maintain a subsidiary ledger supporting the total amount of the liability recorded.  UWSEAK will then follow the Unclaimed Property Statutes and regulations of the State of Alaska in determining the disposition of the funds.

XI.
PURCHASING
It is the policy of UWSEAK to obtain necessary supplies, equipment, goods and services, as reasonably as possible, only by persons authorized by the President.  Local vendors will be used where practical.  Consideration will also be given to service, quality, delivery, and repair capabilities.

The President will generate all requests for prices or services and all purchases, or continuous cyclically billed services which are approved when invoices are submitted by the vendor.

The President will insure that the quality, quantity, and type of materials requisitioned and delivered conform to the specifications of the Board of Directors or other authorized personnel who have ordered the materials.

Acceptance of gratuities at any time, other than promotional novelties, is prohibited.  Employees will not become obligated to any supplier and will not conclude any UWSEAK transaction from which they may personally benefit, directly or indirectly.

The President will strive to maintain strong and enduring relationships with vendors of proven ability.  To accomplish this, purchasing activities will be conducted so that vendors will value UWSEAK business and make an effort to meet our requirements on the basis of quality, service, and price.

UWSEAK will buy only from suppliers who have adequate financial strength, high ethical standards, and a record of adhering to specifications, maintaining shipping promises and giving a full measure of service.  New sources of supply will be given due consideration as multiple sources of supply are necessary to ensure availability of materials.

All bidders will be afforded equal opportunities to furnish price quotations and are to compete on equal terms.

The President will act as the UWSEAK representative on all matters pertaining to purchasing.  However, all purchases of goods or services in excess of $1,000 and not specifically budgeted for require prior Board of Directors approval.

XII.
FIXED ASSET POLICY


INVENTORY
Fixed Assets include all items with a purchase price greater than $5,000. An inventory of such fixed assets will be maintained which provides the following information:


1.  Description and location of asset.


2. Date of purchase or donation


3. Depreciation or disposal status


4. Original cost or donated value

This inventory is verified and updated at the time of the annual General Audit.


FIXED ASSET ACCOUNTING POLICY

Assets purchased with grant funds will be directly expensed against the appropriate grant and maintained in accordance with grant requirements.
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