BERT NASH COMMUNITY MENTAL HEALTH CENTER, INC.

POLICIES AND PROCEDURES

SUBJECT:

Accounts Rotation 

POLICY:
The depository of the Center’s accounts will be determined by the Chief Executive Officer, or his/her designee, based on cost/benefit and security considerations.

PURPOSE:
To prudently invest operating funds to maximize the efficient use of Center resources.

PROCEDURE:


1. Operating funds will be maintained in an interest bearing account that has liquidity.
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BERT NASH COMMUNITY MENTAL HEALTH CENTER, INC.

POLICIES AND PROCEDURES

SUBJECT:

Development and Distribution of Financial and Service Reports

POLICY:
Reports necessary to the governance and management of the Center are prepared and distributed in an accurate and timely manner on a monthly basis.

PURPOSE:
To provide financial and operations data for review by the Governing Board and for management use.
PROCEDURE:

A. Financial Reports

1.
The Chief Financial Officer or his designee will prepare a Monthly Financial Statement, including Statement of Financial Position, Operating Income, Program Income and Cash Balances.  These reports will be distributed to the Chief Executive Officer, Governing Board and Executive Team.

2.   An annual audit of the Center’s financial statement will be performed in accordance with Government Auditing Standards by an independent public accounting firm engaged by Douglas County.  The independent audit report and accompanying financial statements will be distributed to the Governing Board and Kansas Department of Social and Rehabilitation Services and be available to the public upon request.

B. Service Reports

1. Referral Sources and Monthly Intakes will be completed monthly by the Administrative Services Director or designee and forwarded to the Chief Executive Officer or designee.(
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BERT NASH COMMUNITY MENTAL HEALTH CENTER, INC.

POLICIES AND PROCEDURES

SUBJECT:

Expenditure Review

POLICY:
All expenditures shall be subject to review by the CEO and a representative of the Governing Board of Directors.

PURPOSE:
To provide a method for the governing board of directors to appropriately monitor expenditures.

PROCEDURE:

I. For Expenditures falling outside of budget, see the Purchasing Policy.

II. The voucher listing of expenditures will be presented to the Chief Executive Officer and the Chair of the Governing Board of Directors or their designee for review coincidental with check disbursement.

III. The analysis of total Center expenditures, compared to budget, will be presented by the Director of Administration and Finance to the Governing Board of Directors for review at the regular monthly meeting.
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BERT NASH COMMUNITY MENTAL HEALTH CENTER, INC.

POLICIES AND PROCEDURES

SUBJECT:
Investment Objective and Policies for Non-Endowed, Idle Funds

POLICY:

To obtain a reasonable rate of return, to maintain liquidity for unforeseen cash flow needs, to maintain a cash reserve for operating expenses, and to be protected from market volatility and risk.

PURPOSE:
Funds designated as operating reserves or those established as designated contingencies will be appropriately invested.

PROCEDURE:

I. Public Moneys

A. “Public Moneys” refers to funds received through taxes, revenue sharing, state and federal grants and contracts, and state aid.  Investment of such funds is regulated by the Kansas Statutes Annotated 12-1675, a copy of which is attached to and incorporated into this policy.  
B. The determination of operating obligations is crucial to assure sufficient available cash reserves. These funds must be kept on open deposit with one or more state or national banks which have offices in Douglas County.  No more than the amount guaranteed by the FDIC may be deposited in any one bank unless the excess is secured by direct obligations of the United States government, the principal and interest of which are guaranteed by the U. S. Treasury.  Unless secured through a repurchase agreement, all such bonds or securities pledged to secure deposits shall be deposited with a Kansas state or a national bank or trust company having adequate facilities for the safekeeping of securities and a joint custody receipt taken, with one copy going to the corporation making the deposit and one copy going to the bank, trust company, or as is the case in later paragraphs, state or federally chartered savings and loan associations, which has secured the deposits.  

II. Non-Public Moneys

A. “Non-public Moneys” refers to funds received from private sources, such as donations and fees for services.  Although there are no regulations regarding the investment of non-public moneys, Directors do have a fiduciary responsibility to follow the prudent investor rule as set forth in K.S.A. 17-5004.  All investments of non-public monies will be made in accordance with K.S.A. 17-5004, a copy of which is attached to and incorporated into this policy, and in accordance with the following:  
B. The determination of operating obligations is crucial to assure sufficient, available cash reserves. The current fiscal year operating funds and operating reserve funds should be kept on open deposit in state or national banks or federally chartered savings and loan associations.  No more than the amount guaranteed by FDIC should be kept in savings banks unless the excess is collateralized by United States government obligations, the principal and interest of which are guaranteed by the U. S. Treasury.  In the case of savings and loan associations, all deposits should be secured by direct obligations of the federal government, the principal and interest of which are guaranteed by the U. S. Treasury.

C. Funds in designated contingencies, which by their nature are not targeted for expenditure in the near or immediate future, may be invested in any of the following investment vehicles:

1. Certificates of deposit with FDIC or pledged security protection.

2. U. S. Treasury obligations.

3. Mutual funds based upon recommendations of the Center’s Investment Committee.  Such recommendations will include selection of specific investment assets, choosing investment weights, computing annual rates of return and monitoring performance results over time.
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BERT NASH COMMUNITY MENTAL HEALTH CENTER, INC.

POLICIES AND PROCEDURES

SUBJECT:



Purchasing 

POLICY:
Purchases for goods or services will be made in accordance with the budget authority as approved by the Governing Board of Directors.  
PURPOSE:

To establish purchasing guidelines.

PROCEDURE:

General Purchasing

I. Requests for purchases shall be made by Service Directors or their designees.  

II. Prior to submission the request shall be verified and approved by the Service Director or their designee as within budgetary guidelines.
III. For expenditures falling outside of budget, the following limits shall apply based upon the position of the individual making the purchase.  
i. Program /Service Supervisor - $500

ii. Program/Service Director, Senior Director - $5,000
iii. COO/Director of Administration and Finance - $10,000

iv. CEO – Greater of five percent (5%) of budgeted expense category or $50,000.  Any unbudgeted expenditures over $15,000 approved shall be reported to the Finance Committee at the next regularly scheduled Finance Committee Meeting.
IV. For the purpose of this policy, budgeted expense categories can contain multiple expense line items each of which is assigned its own general ledger (GL) number.  For example, within the “insurance” expense category, there are four GL expense line items: general liability insurance, professional liability insurance, directors & officers’ insurance, and building property insurance.
V. When an emergency situation requires a purchase that cannot be approved by the Service Director or their designee, the Chief Operations Officer or the Director of Administration and Finance shall review and approve request within the purchasing guidelines set forth in this policy.  
VI. Related party transactions will be consummated on terms equivalent to those that prevail in arm’s-length transactions and should be substantiated.  Related parties include members of the organization’s management and governing board; employees and their immediate families; and contributors if they can significantly influence the management or operating policies of the organization by the restrictions on their contributions.

VII. Receipts shall be checked against the invoice or delivery document for accuracy and completeness, and they shall be verified as received in good condition by the individual receiving the goods prior to approving invoice.

VIII. All invoices will be approved by the Director of Administration and Finance or their designee prior to payment.

Capital Purchases

I. Purchases of property and equipment $5,000 or greater will require a purchase order or comparable substitute.  Any purchases where the cost is $5,000 or greater per item will also require three bids excepting where there is a sole source or limited sources for the item needed.  An item costing $5,000 or greater will be added to the fixed asset listing to be capitalized and depreciated.  Significant repairs and maintenance expenditures will be capitalized if, as a result of the repairs, the economic life of any property or equipment is extended.  Equipment acquisitions will include leases which can be capitalized.  (
II. Considerations for accepting a proposal will be price, payment terms, quality, delivery, a Douglas County location, and comparability to item requested, if substitute being recommended or required.  References will be checked as appropriate.


III. Purchases of property and equipment shall be reviewed by the Service Director or their designee for conformance to specifications and budgetary compliance prior to purchase being made.

Donated Goods/Services 

I. Acquisition of equipment will not be limited to purchase.  For donation of any item with a useful economic life of 3 years or more, valuation will be the fair value as of the date of the donation to be established using estate or insurance documentation, catalog price lists, appraisal reports, or vendor quotes for acquisition of similar assets.  All property and equipment donations will be disclosed to the Director of Administration and Finance by the Director of Community Development or vice versa for appropriate follow-up by both individuals.  Disclosure will include any information regarding donor-imposed restrictions on the use or disposition of the item.
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