Financial Policies of Positive Bright Start
April 2022
Check-Signing Authority and Withdrawal of Funds:

Accounts:

Positive Bright Start shall maintain its accounts in financial institutions that are federally insured.  All funds received by Positive Bright Start shall be deposited at a minimum of twice a month.  

Authority to Sign:

All checks or other orders of withdrawal shall bear the signature of either the Executive Director or one other designated Positive Bright Start staff member, and a member of the Board.  All checks except for the monthly food program provider checks shall require two signatures.  Any checks payable to any one of the above-named persons, shall be signed by someone other than the payee.  Food program checks to providers may be signed by just one signer.

Bonding:

Each officer or designated signatory with authority to withdraw funds shall be bonded.  The cost associated to secure the aforementioned coverage shall be that of Positive Bright Start.  The amount of insurance coverage will be reviewed annually by the finance committee.
Quarterly Review:

The Board of Directors shall on a quarterly basis review all disbursements in the amount of $2,000 or more. 

Cash Disbursements:

Disbursements will be made only upon review and approval by an authorized check signer. This will include review for the existence of proper supporting documentation such as evidence of the receipts of the goods and services.   
Routine Authorization:

Disbursements shall be authorized by the Executive Director, acting within the guidelines of the approved budget and the organization’s fiscal management procedures.  Analysis of current financial data is utilized in making final expenditure authorizations.

Co-Authorization:

Excepting certain routine and regularly occurring transactions as described here, co-authorization by the Board of Directors and the Executive Director is required for all disbursements and contracts exceeding $2,000.  Due to their routine nature, either of these individuals acting alone may authorize contracts and disbursements of any amount related to routine staff payroll, taxes, and insurance.

Unbudgeted or Over-Budget Expenses:

In cases where the Executive Director identifies a need to expend either unbudgeted funds or when such action would not contribute to a deficit, an official budget amendment or approval of the Board of Direcors is needed.           

Expense Reimbursement:

Positive Bright Start staff members will be reimbursed for mileage at the Federal Reimbursement rate.  This rate will be consistent across all programs sponsored by Positive Bright Start.

Approval of Capitol Expenditures

Definition:  A capital acquisition is an individual asset and/or class of assets that has a useful life of more than one year and a cost of $1,000 or more.

Budget:  Anticipated capital acquisitions shall be included in the normal budgetary process as part of the separate capital acquisitions budget.  The budget shall include purchase requests for all new and replacement acquisitions.  

Expenditures:  When appropriate, a minimum of three bids will be obtained for each capital acquisition with a purchase price of $2,000 or more.

Cash Reserves:

Restricted Reserves:  Cash received for specific grant or contract work that is not expended in a particular fiscal year and which is allowed to be carried over is deferred to the future fiscal year and is captured in a grant/contract cash reserve for the explicit use to accomplish work required in the grant/contract agreement.

Emergency Cash Reserve:  Positive Bright Start  Reserve Account funds are held in the association account for use in case of emergencies.  Use of cash in this reserve requires board approval and will be used to pay expenses for services rendered and for activities essential to the continued operation of the association.  

Investment Policy:

Should the association’s reserves be in excess of one year’s operational expenses, then funds may be invested.  At that time an investment policy will be written and followed.
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Risk Management Policy

Positive Bright Start is committed to protecting its human, financial and goodwill assets and resources through the practice of effective risk management.  Positive Bright Start’s Board of Directors and management are dedicated to safeguarding the safety and dignity of its paid and volunteer staff, its members, and anyone who has contact with the organization.  To this end, the Board will ensure that the organization has an insurance plan for the organization that is reviewed and updated on an annual basis.

With respect to operating the association in a sound and prudent fiscal manner, staff or board members may not jeopardize the long-term financial strength of the association. Therefore, the Board of Directors and staff will operate under these guidelines.  The board and staff shall not:

1. Allow assets to be unprotected, inadequately or unnecessarily risked.  The assets will be insured against theft and casualty losses with at least 80% replacement value and against liability losses to board members, staff members, or the organization itself.  Office equipment and furniture are inventoried with supporting documents.

2. Make any purchases wherein normally prudent protection has not been given against conflict of interest.

3. Make any purchase over $2,000 without having obtained comparative prices and quality.

4. Receive, process or disburse funds under controls, which are insufficient to meet auditor standards.

5. Expend more funds than have been received in the fiscal year to date. 

6. Fail to settle payroll and debts in a timely manner.

7. Allow tax payments or other government ordered payments of filings to be over due or inaccurately filed.

8. All intellectual property, information and files are protected from loss or significant damage.  A safe, secure place is maintained to store copies of bylaws, policies and procedures, legal papers and other vital documents.

9. Engage in activities that endanger the organization’s public image or credibility, particularly in ways that would hinder its accomplishment of mission.

Budget Policy

Financial planning for any fiscal year shall not deviate materially from the Board’s priorities, risk fiscal jeopardy, or fail to be derived from a multi-year plan.

The Board of Directors shall not approve a budget that:

1. Contains too little information to enable credible projection of revenues and expenses, separation of capital and operational items, cash flow and disclosure of planning assumptions.

2. Includes expenditure of more funds than are conservatively projected to be received.

3. Does not have a relationship between income and expense that is in line with the governing board’s priorities for either a) spending reserves to expand programs, b) balancing the budget, or c) building reserves with surplus.

Budget Process:

Timing:  At least two to three months before the beginning of the fiscal year the budget process will begin.

Involvement:  The Executive Director will take the lead on developing the budget with input from lead staff from each program.  The Board of Directors will review the budget to ensure that it truly reflects organizational goals, priorities of the strategic plan and acts as a guide for spending and decision making.  

Steps to follow:

1. Review the program and management achievements and fiscal performance for each program over the year just ending.  This includes, but is not limited to, reviewing objectives achieved, comparing budget to actual figures and looking at the number of people served and the scope and quality of the service.

2. Based on this review, new goals and objectives should be discussed and agreed upon in a preliminary way.  These goals and objectives should fit into the strategic plan.

3. Estimate the costs required to achieve the objectives, including staff, supplies and other resources.

4. Budget for income as well as expenses.  Note: Contributed revenue and grants should be projected using the best information available. 

5. Compare revenue and expense projections.  At different times the organization may choose to incur a deficit, realize a surplus or simply break even.  In any given budget period, revenue and expenses should be in the relationship that the board of directors chooses, rather than mechanically balanced.

6. If the preliminary budget has been prepared and the revenue and expenses are not in the desired relationship for the board of directors, programs and activities must be reevaluated and adjustments made.

7. Once the budget has been updated to have the revenues and expenses in proper relationship, the full Governing Board must approve the plan for the year and the budget.

8. Once the budget is approved by the Governing Board, the Executive Director will monitor monthly activity and prepare monthly reports for the board to compare actual income and expenses to the budget.

Financial Reporting/Record keeping

Under the direction of the Executive Director or the Bookkeeper, a proper set of accounting records shall be maintained according to generally accepted accounting practice.

Financial reports will be provided to the Board of  Directors on a regular basis to provide information to support its decision making.  The following financial reporting process will be followed:

The Board will review the following monthly:

1. Statement of Position (Balance sheet) to review the financial health of the organization and the amount of cash available to pay expenses.

2. Budget review to determine budget to actual information to date.

3. Status reports on revenues received. 
4. 
5. Payroll tax reports.

At each scheduled board meeting the full board will be given a financial report that outlines the following:

1. Balance to date in each of the organization’s accounts

2. Budget vs actual revenue and expense report

3. Special issues of concern requiring action

Annually:

The Board will review the following documents annually:

1. Annual federal forms, including 990 

2. State reports as applicable

3. Year end financial statements

4. Audit results 

Annually the full Board of Directors will be given a copy of the year-end financial statements and narrative status report of governmental reports filed and audit results/recommendations.

Income


.
Service fees:

Rates for services shall be approved by the Board of Directors based on current costs and study of rates used by other agencies providing comparable services.

In the process of setting rates for services and products, consideration is given to high-quality products and rates that are reasonable for target clients.

The primary purpose of Positive Bright Start activities is to provide high-quality services and products directed toward the mission of the organization at a cost that is reasonable for participants.  A secondary purpose of some organization-based activities (conferences, exhibits) is to generate public awareness.

Bookkeeping:

The following procedure will be followed to maintain accurate records of the organization’s finances:

1. A computerized accounting system will be maintained to track all receipts and expenditures of the organization.

2. Receipts will be kept for every payment to and every expenditure from the organization

3. Income and expenditure records will be entered on a monthly basis into the computerized accounting system.

4. Financial reports will be prepared on a monthly basis.  These reports will compare income vs. expenses, budget vs. actual expense, etc.  All financial reports will be reviewed by the Board of Directors on at least a quarterly basis.

5. The organization’s bank account will be reconciled on a monthly basis and reviewed by a person other than the person authorizing disbursements.

6. Accounting records will be kept on an accrual basis.  Fund accounting is used to track each major grant or contract by funding source.

7. The fiscal year will be September 1 – August 31.

Internal Accounting Procedures:

Receipts Collected:

1. Pre-numbered master receipts, prepared in duplicate, should be used for cash or checks that are received.  One copy is given to the payer and one copy is retained for the organization’s records.

2. Never erase or alter a receipt.  If an error is made, mark the receipt “void”, retain all copies, and write a new receipt.

3. Checks should be endorsed immediately upon receipt, with an endorsement stamp with the wording “for deposit only”.

Disbursements:

1. Policies regarding expenditures apply regardless of whether payment is made by check, debit card or petty cash fund.

2. Evidence supporting all expenditures must be kept on file.

3. Properly approved invoices or receipts are required.  Canceled checks do not meet this requirement.

4. Reimbursements may be made for purchases only upon presentation of the invoice or receipt. 





5. Cash paid out is limited.

6. Pre-numbered checks will be used.  All voided checks are to be preserved and filed after appropriate mutilation.

7. Person who processes checks has limited access to other accounting records.

8. Invoices and check requests are authorized by non-accounting staff.

9. Payroll is authorized by non-accounting staff.

10. Invoices/check requests must accompany checks to be signed.  

11. Pre-signing of checks is prohibited.

12. The person responsible for writing the checks is not authorized to sign them as a sole signatory.

13. All debit/credit card charges must be approved in advance by the Executive Director and accompanied by receipt and attached to the voucher.

14. Cash withdrawals should never be made via ATM.

15. Cash disbursement vouchers will be prepared for each invoice or request for reimbursement.  The voucher will detail the date of check, check number, payee, amount of check, description of expense account to be charged, authorization signature and accompanying receipts.

16. All signed checks must be mailed promptly.

17. All invoices should be marked Paid with the date and amount of the check.

18. Unpaid invoices are maintained in an unpaid invoice file.

19. A list of unpaid invoices is regularly prepared and periodically reviewed by the board of Directors.

Bank Deposits

1. Deposits should be prepared at least twice a month to include all receipts on hand.  Deposit slips should be prepared in duplicate. One copy is retained by the organization and one copy is sent with the bank deposit.

2. Care should be taken that large sums of money are not kept on hand.

3. A special trip to the bank may be necessary when large collections are received.

4. If a check which has been deposited is returned by the bank, immediately collect cash or a cashier’s check from the maker.  The collection shall include any service charges imposed.

5. Bank statements and canceled checks are received and reconciled by a person independent of the person authorizing and signing checks.

Petty Cash:

1. A petty cash fund may be established for making small cash expenditures.  A check will be issued payable to Petty Cash to establish the fund.

2. Evidence supporting all petty cash expenditures must be kept on file, including all invoices and/or receipts.

3. When the petty cash balance becomes low, the fund should be reimbursed for the amount expended by issuing a check payable to Petty Cash.  These expenditures should be debited to the appropriate ledger accounts monthly.

Payroll:

1. Personnel files are maintained on each employee that contain social security card, updated salary, benefits, employment status, withholding information, beginning date of employment and termination date, when applicable.

2. A personnel manual will be kept current regarding organization policies, vacation, holidays, and sick leave.

3. Employment records are kept for each employee up to seven years after the employee has been terminated.

4. Time sheets will be completed by each employee to document employee hours (including overtime) and authorize payments to employees.  Time sheets must be signed by the executive director authorizing payment for the work.

5. Payroll checks will be written in keeping with the procedures for all other cash disbursements.

6. Someone other than the payroll check signer will be responsible for holding unclaimed paychecks; reviewing the payroll register and posting payroll to the general ledger; reviewing payroll-related tax withholding, deposits and reporting; distribute year-end tax summaries (W-2’s) to employees.

7. Payroll-related taxes (federal income tax, state income tax, employee and employer share of social security, and other taxes) are withheld and paid to federal and state agencies on a timely basis.

8. The payroll tax return is reviewed by the Executive Director.

9. A list of all payroll checks written, with appropriate withheld taxes, is maintained.

Positive Bright Start

Acceptance of Grants and Gifts

Introduction and Purpose
The Gift Acceptance Policies of Positive Bright Start (PBS) define the broad parameters of fundraising and oversight for all philanthropic efforts.  Training and orientation of each new Board member will include review of this Policy.  Its goal is to encourage financial support for PBS without encumbering the organization.  
This policy and related administrative procedures are established to:
. Provide legal and equitable protection for the interests of PBS and those who support it through charitable gifts.

A. Assure that each gift to, or for the use of, PBS is structured to provide maximum benefits and serve interests of both the donor(s) and organization.

B. Encourage gifts to PBS and demonstrate gratitude, commitment to donor intent and accountability to its donors.

C. Create effective fundraising programs through clear, concise policies and procedures consistent with the purpose and mission of the organization.

Oversight

PBS fundraising initiatives are directed by the organization’s Development Director, who reports directly to the Executive Director, which is ultimately responsible for all philanthropic endeavors and reserves the right to decline specific gifts if it deems them inconsistent with the organization’s mission. 
Donors
a. Solicitation

Donor solicitation may occur for a specific purpose or general unrestricted support.  Solicitations may be verbal, written, electronic, or by special event such as a golf tournament, walk or gala.  In all cases, discretion shall be used to ensure the propriety and respect of the prospective donor as well as the organization.
b. Communication

PBS will not offer legal or financial advice to donors, but instead, will encourage donors and prospective donors to seek the advice of their own legal and financial advisors in matters relating to their gifts and resulting tax and estate planning consequences.  PBS may seek its own outside counsel in matters relating to the acceptance of gifts. 
c. Recognition

All donors will receive the opportunity to be anonymous or to be recognized consistent with any materials promoted by PBS.  Campaigns and other special fundraising initiatives might provide opportunity for naming recognition, in which case:
d. Such recognition is generally done for significant gifts within the scope of a major campaign and at the initiative of the organization.  In the event a donor requests naming rights outside the scope of a campaign, PBS will make the determination regarding acceptance of the gift.  The following conditions apply:

e. The project must be an acceptable naming opportunity as defined by PBS.

f. A significant and appropriate percentage (generally 50% or more) of the project must be contributed to have the entire project named.

g. The specific proposed name, design, location, and use of the recognition must be approved by both the donor and the PBS Board of Directors.

h. PBS will produce a letter of agreement to be signed by both parties clearly stating the length of time for which naming rights will remain in place.

Confidentiality

PBS will maintain confidentiality standards for all donor files and records.  These files and records may be used only by PBS and will not be shared without donor consent.  Unless given specific permission by the donor to publicize the details of a gift, the donor’s files and records will be held in strict confidence.  Details of a donor’s giving history will not be shared without donor consent.
Valuing Donations
Gifts are valued at fair market value unless otherwise as defined by state and federal rules and regulations.  Independent appraisals may be required as terms of gift acceptance.  In all cases, PBS and the donor shall follow Internal Revenue Service and federal and state regulations.  Here are specific examples of valuing donations:
· Cash and Checks-Outright gifts of cash or checks will be accepted and acknowledged at face value.

· Bequests-Unless otherwise agreed to between the donor and PBS, such gifts will be allocated to Undesignated Net Assets.  

· Life Insurance and Retirement Plans-Only insurance policies which are either paid in full, or where there is a commitment by the donor to be responsible for the payment of continuing premiums, and which PBS is named as both the beneficiary and irrevocable owner, will be accepted.  Unless otherwise agreed to by the donor and the organization, gifts of life insurance and retirement assets will be allocated to PBS Undesignated Net Assets.

· Securities- Gifts of marketable securities will be accepted according to the IRS Standards and administrative procedures for marketable securities gifts.  Upon receipt of the marketable securities, PBS reserves the right to sell the securities through an independent broker, at current market value.  Marketable securities will be valued at the average of the high and low value as listed on any recognized national or regional securities exchange on the appropriate date of receipt of the securities. Gifts of non-publicly traded securities will not be accepted. PBS will not accept gifts of futures, contracts, or derivatives in the absence of the ability to immediately liquidate such gifts.

· Real Estate-Any prospective gift of real estate must receive the approval of the Board of Directors.  Gifts of real estate will be subject to inspection and evaluation to include safety, marketability, access, and environmental issues.  Outright gifts of real estate and/or interests in entities holding real estate will be valued at fair market value through a qualified appraisal meeting IRS Standards at the time of transfer.  PBS is not generally in the practice of holding real estate and will attempt an immediate sale of any donated property, provided market conditions are favorable.  Property given for a specific use rather than sale must receive the approval of the Board of Directors. 

· Gifts of Artwork and Other Tangible Personal Property- Artwork and other personal property received as a gift may be sold. Only outright gifts will be considered. It will be the responsibility of the donor to arrive at a value for the gift at the time of transfer.

· Life Income Gifts, Gift Annuities, Charitable Trust, Pooled Income—PBS is pleased to be a charitable beneficiary but does not actively manage gifts such as Life Income Gifts, Gift Annuities, Charitable Trust or Pooled Income Funds. 

· Memorials-All memorial gifts will be properly acknowledged and become undesignated net assets unless otherwise agreed to by the donor and the organization.

  
Donor Intent
Receipt of a contribution implies PBS will make every effort to honor donor intent.  If it is unable to do so it will notify the donor to seek a mutually agreeable resolution, and if that is not possible, PBS will offer to return the gift.     
Documentation and Record Keeping
All gift, pledge and deferred gift commitments will require formal documentation before being recognized and counted toward PBS revenue totals. Such documentation will usually be a signed and dated pledge form, a letter of intent or a letter of confirmation from PBS to the donor.  Outright gifts should be reported only when assets are transferred irrevocably to the organization.  Life income agreements such as deferred gifts should be reported only when assets are transferred to PBS.
Volunteers
All volunteers for PBS will be treated with the utmost respect and confidentiality afforded its most significant donors.  PBS volunteers are provided certain rights that include the following:  
· The right to contribute in a safe environment

· The right to be treated with respect by all Board of Director and staff members

· The right to be engaged in meaningful work and be actively included regardless of race, gender, sexual orientation, or any physical limitation

· The right to be told what impact their contribution has on the organization

· The right to ask any staff member about the organization

· The right to provide feedback about their experience

· The right to receive financial information or an annual report and the right to receive final reports regarding their role in fundraising.

1
1

