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Financial Policy and Procedures
Objectives 
· Protect the assets of the organization;
· Ensure the maintenance of accurate records of the organization’s financial activities;
· Provide a framework for the organization’s financial decision making;
· Establish operating standards and behavioral expectations;
· Ensure compliance with federal, state, and local legal and reporting requirements.
Finance Committee Responsibilities
The Finance Committee, with assistance from the Chief Executive Officer (CEO) and the Chief Operating Officer (COO) is responsible for Ballard Center financial matters. The Finance Committee:
· Members include the CEO, COO, Board Chair, Treasurer, and other appointed members
· New key people (e.g., COO, Board Chair or Treasurer) should receive a policy orientation
· Meets on the 2nd Monday of each month
· Develops the annual budget in January and presents it to the Board  
· Board of Directors approves the annual budget no later February
· Assigned Accountant from The Roark Group then enters the Annual Budget in QuickBooks
· COO is delegated the authority to approve expenses in accordance with the approved budget 
· This financial policy is reviewed after the annual audit and any needed changes implemented
· The financial strategy will be developed by the Finance Committee and approved by the Board including any changes to that strategy
· Reviews monthly financials and the Treasurer presents to Board monthly for approval 
Conflict of Interest
All employees and members of the Board of Directors and Finance Committee are expected to use good judgment, adhere to high ethical standards, and act in such a manner as to avoid any actual or potential conflict of interest. A conflict of interest occurs when the personal, professional, or business interests of an employee or Board member conflict with the interests of the organization. Both the fact and the appearance of a conflict of interest should be avoided. All members of the Board of Directors and Finance Committee must complete and sign a conflict of interest form annually.
Accounting Procedures
Throughout the fiscal year, expenses are accrued in the month in which they are incurred. Revenue is always recorded in the month in which it was earned or pledged. Invoices received after closing the books (usually the 2nd Tuesday of the following month) will be counted as a current-month expense. All expenses that should be accrued into the prior fiscal year, are so accrued, in order to ensure that year-end financial statements reflect all expenses incurred during the fiscal year. Year-end books are closed no later than 90 days after the end of the fiscal year. 
· Grants are categorized as Restricted or Non-Restricted. For Restricted Grants, expenses are coded and tracked in QuickBooks.
· Tuition is managed through the Brightwheel application. Each student’s parent/caregiver signs a tuition payment agreement and the COO signs for Ballard
· The COO prepares and reviews student accounts in Brightwheel at the end of the month
· Brightwheel automatically emails the invoices (including any Ballard or Community Hero discounts) to the student’s family on the 1st of the month
· Tuition Assistance Payments (e.g., Positive Bright Start, Department of Children and Families, or Ballard Scholarships) are posted in Brightwheel in each student’s account as they occur
· Brightwheel automatically emails a notice to the parent/caregiver whenever a payment of any kind is made to student’s account
· COO recommends and the Finance Committee approves sending past due tuition accounts to collection or providing a hardship exception for parents/caregivers unable to pay
Financial Operations Strategy
Ballard Center’s Financial Operations Strategy is developed by the Finance Committee and approved by the Board of Directors. It will be reviewed annually and if changed will be presented to the Board of Directors in January along with the annual budget for approval. 

The purpose of the strategy is to maintain a reasonable balance in the Ballard Center “Operations” bank account (which earns negligible interest income) to cover current operating expenses while investing the remainder in the “Ballard Center Investment Fund” managed by Douglas County Community Foundation (DCCF) where it can earn significantly more income. 

Background: Ballard Center relations with DCCF began is 2006 when the Ballard Center Endowment Fund at was   initially funded with a $40,000 donation from Ms. Tensie Oldfather. Annual draws on endowment income through Dec 2019 supported Ballard Center operations through very challenging times. The 2020 year-end balance was $58,000. DCCF provides a range of grant opportunities each year and grants Ballard Center an average of $10,000-$20,000 annually. While DCCF policy allows for 10 business days to process distributions, in practice, DCCF distributions are much quicker. This funds availability contributed to the development of the Ballard Center Financial Strategy outlined below.  

Ballard Center’s first Financial Strategy (approved in January 2021) is based on average monthly operating costs held in Ballard Center “Operations” bank accounts and will key off maintaining approximately a three (3) month balance. When the “Operations” balance exceeds four (4) months, the excess over three (3) months will be transferred to the Ballard Center Investment Fund at DCCF. When the “Operations” balance falls below two (2) months, a transfer from DCCF will be completed to return the “Operations” balance three (3) months. 

In 2021, with $63,000 average monthly operating costs this means: 
1. When Ballard Center “Operations” end-of-month bank accounts exceed $252,000, a transfer to the Ballard Center Reserve Fund at DCCF will be completed to bring our “Operations” bank accounts down to a balance of $189,000.  
2. When Ballard Center “Operations” end-of-month bank accounts fall below a balance of $126,000 a transfer from the Ballard Center Reserve Fund at DCCF will be completed to return the “Operations” bank accounts balance to $189,000.     
As required by the funder or deemed best practices by the Finance Committee, the Ballard Center will also maintain a separate bank account used for “pass-through support” programs, such as for rent and utility assistance. 
Deposits and Donor Handling 
The COO prepares bank deposits from cash, checks, or money orders. When cash is received, the COO and another staff member open the envelope, count the cash, and record the amount, the date and initial the envelop as a receipt. The COO accounts for online donations under a category, e.g., End of Year Appeal (received Nov-Jan), Changing Lives Gala, Giving Tuesday, General Donation.  

The COO opens the mail, make 2 copies of checks, money orders and cash receipts. The COO clearly documents copies of checks, cash receipts, and money orders with their income category e.g., tuition payments, restricted or unrestricted grants, general donation, Rev It up, Year End Appeal, etc. and records them in QuickBooks. The COO passes all donation receipts to the Director of Development and Programs (DDP) who enters them in the Eleo Donor Database that tracks individual donations made by check, cash, or online payments.   
· DDP uses one copy to prepare tax letter and files in annual donor binder.
· COO will make bank deposits within 2 days of receipt and posts deposit in QuickBooks. A copy of the deposit slip is attached to copies of receipts associated with that deposit and filed by month. 
Invoice Approval & Processing
· Ballard Center uses a single credit card with a $5,000 credit line, issued in the name of “CEO and Ballard Center.” 
· The COO opens and reviews invoices and bills. The CEO reviews unusual amounts (e.g., bill that exceeds the norm). 
· Most purchases are made with the Ballard Center debit card (typically groceries) or credit card (typically online purchases) and submit receipts to the COO. The COO reimburses receipts by check when staff make purchases with personal funds.  
· In QuickBooks, the COO enters the invoice, codes it (e.g., food, office supplies), assigns it to an account (e.g. a named grant, emergency services, etc.), makes the payment by ACH transfer or check.    
· Checks over $3,000.00 require two signatures (CEO, COO, Board Chair, or Treasurer) except:
· Grant expenses documented in grant compliance documents 
· Monthly credit card bill that includes multiple small approved expenditures
· COO files all paid invoices for a minimum of five years.
Payroll 
· Payroll is processed semi-monthly with all employees paid through direct deposit. The COO pulls timecards for hourly staff from Brightwheel, confirms use of Paid Time Off (PTO) for full-time staff and Holiday Pay for all staff, makes pay increase adjustments as needed and prepares payroll through Quick Books. The CEO approves each payroll.
Financial Reports 
The Roark Group Accountant:
· Prepares the monthly bank reconciliation
· Creates and posts Journal Entries including 
· Pledges entered when made but are paid later      
· Reconciliation of bad debts and liability accounts
· Prepares monthly report for Finance Committee. The COO reviews draft report and clarifies entries with Accountant prior to distribution to the Committee  
· [bookmark: _Hlk99532124]Prepares compiled year-end financial statements and the Form 990 
Recordkeeping
· Documents will be retained 5 years; except tax returns, which will be retained 7 years.
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