GEP Fiscal Policies and Procedures
Approved 9/4/01

(Amended 3/2002, 5/2002, 7/2002, 9/2002, 10/2002, 01/2003, 04/2003, 03/2004, 3/18/05)
A .
Handling (03/2005) Receipts
1.
Recording Receipts.  The state check, which is the primary source of revenue, will be endorsed and deposited within 2 working (03/2005) days of receipt.  The Executive Director or designee (other than Financial Manager or Treasurer) will open all other receipts, record them in a transaction log, endorse for deposit only, and keep the receipts in a secure place (locked box or safe) until review by Financial Manager.  A transaction log shall identify the source of the receipt, type of receipt (check, cash), the amount of the receipt, date received (opened) and date deposited.  (Revised 03/12/04)
2.           Depositing Receipts. The bookkeeper Financial Manager (03/2005) shall review receipts, verify the accuracy of the transaction log and initial all entries to indicate that verification has been done, prepare the deposit slip and deposit receipts at least weekly

3.           Reviewing Receipts Log. A copy of the transaction log shall be prepared and given to the Treasurer to review on no less than a monthly quarterly (03/2005) basis.

4.
Cash Receipts. Cash receipts are to be deposited when convenient but at least weekly and may not be allowed to accumulate beyond $100.

5.
Event Receipts. Tickets from events and conference registrations and attendance sheets (amended 9/27/02) should be reconciled against receipts from the events and personnel managing the event should be able to explain any discrepancies. A written copy of consecutively numbered receipts will be maintained with one copy going to the payer and a second copy maintained by the organization. 

6.
Donations. It is the policy of the GEP-Inc. that donated funds may not be used to support staff salaries or regular operations of the organization (rent, utilities, staff travel, office supplies, empowerment grants). The intent of the Board is that the basic and necessary functions of the organization are in no way dependent upon donations. 

Restricted donations may be used only for the purpose designated by the donor. 

Unrestricted donations may be used at GEP’s discretion or be included in the fund balance for future use. These funds are subject to policy statement above with exception of lobbying activities (03/2005).

GEP may solicit and accept pharmaceutical company donations only for special events that are over and above what is required by funders, to support advocacy activities or to enhance regular events such as the consumer conference.

GEP may not accept donations “with strings attached” (e.g., that would require GEP to publicize the donation or to participate in certain activities) without prior approval of the Board of Directors or the Executive Committee (03/2005). (Sec. 6 added 3/15/02)

B .
Disbursements
1. Basic Policy.  All disbursements require only one signature, but for bills received that exceed $2500, prior to processing of payment, the Treasurer or designated Board member will review the bill and any pertinent backup, and indicate authorization for payment by initialing and dating the bill. (Revised 3/12/04)

2. Internal Control.  At the time a new Board is selected, consideration should be given to ensuring that at least one of the Board officers resides or works in the same city as the GEP offices. The Executive Director may authorize payment, supported by an invoice showing that payment is or will imminently be due and voucher.  The bookkeeper Financial Manager (03/2005) will prepare the check in the exact amount authorized and maintain a log of checks Cash disbursements Journal (03/2005). One   (amended 9/27/02). No facsimile signature is allowed.  Any changes in the individuals authorized to sign checks should be transmitted to banks, credit card issuers and similar financial institutions within seven days of the change. 

The President and Vice President, or other Directors designated by either or both, along with the Executive Director and a designated staff member, shall be authorized to sign checks.  The Financial Manager shall only be given authorization to make transfers between accounts.  No authorized signer may sign checks written to him/herself unless, prior to processing of payment, the Treasurer or designated Board member has reviewed the request for reimbursement and any pertinent backup, and indicated authorization for payment by initialing and dating the request. (Revised 3/12/04) 
a .
No authorization in blank.  No blank check or other authorization may be signed in advance.  No check or other authorization may be made payable to “Cash” or “Bearer.”

b .
Account for Voided Checks.  All checks or other authorization to disburse funds that are voided are to be accounted for in check reconciliation.  The word “VOID” shall be written or stamped, in ink, across the face of the authorization.

c .
Invoice Verification.  The officers designated to disburse funds shall examine all invoices and similar documentation to verify that items, prices, and quantity items are proper as ordered.

d .
Invoices Marked Paid.  All invoices will have a copy of the check number recorded (03/2005) and voucher attached to show the date of payment and check number  date of service (03/2005).
e .
Insurance.   All Authorized (03/2005) employees handling cash or checking accounts are to be bonded or equivalent.

f .
Petty Cash. – N/A (03/2005) Fifty dollars may be set aside for petty cash and kept in a locked cabinet or other secure location.  All petty cash disbursements should be supported by a receipt identifying the payee and showing the date and a description of the transaction..
g .
Monthly Quarterly (03/2005) review.  An itemized statement Cash Disbursements Journal (03/2005) of all disbursements made within each calendar month shall be prepared and given to the Treasurer for review.  Treasurer will report to the board on this review and detail will be made available to board members upon request (03/2005).
3.  Travel Expenses.  All requests for travel related expense reimbursement must be recorded on the current agency Request for Travel Reimbursement form; all other forms of reimbursement request will be denied.  (03/2005)  All Request for Travel Reimbursement forms must be submitted to the Executive Director for approval before the close of the agency fiscal quarter in which expenses were incurred within 90 days (03/2005). Reimbursement for late requests may be allowed at the discretion of the Finance Committee Executive Director (03/2005).  At the discretion of the Executive Director, an employee who needs a travel or per diem advance may receive a check for this purpose prior to her/his travel.  The Executive Director is responsible for ensuring that the requests for travel advances or expense reimbursement are properly substantiated and are reasonable in accordance with standard mileage estimates. All advances must be reconciled with refund or additional payment adjustments within 30 days of the event. No subsequent advances will be honored until prior adjustments are completed (03/2005).
Reimbursement Procedures (Revision to policy 04/2003):

· Board members, grantee meeting attendees, and staff may submit a reimbursement request form for mileage and meal(s) expense.

· Reimbursement for mileage will be at not exceed (03/2005) the state rate, meals will be reimbursed at actual per receipt(s) but not greater than state rates (state rates are on the reimbursement forms) but cannot include alcoholic beverages.

· Reimbursement for travel can be for mileage OR out-of-pocket (03/2005) car rental and fuel costs but not both.

· Reimbursement request forms can be submitted via email or mailed to the G.E.P. post office box. 

· Requests should be submitted, whenever possible, within two weeks of the event.

· Requests MUST be submitted by no later than the end of January for expenses incurred during previous fiscal calendar (03/2005) year or they will not be paid.

· Checks must be cashed within 90 days of the date of the check.

4. Credit Cards. GEP may provide a general use credit card (e.g., VISA, MasterCard) to those employees who have a need for such a card (e.g., those who travel significantly). These cards are for business purposes only. Employees cannot charge personal expenses to their GEP credit card except in an emergency situation. When an employee does need to charge a personal expense to the GEP credit card, he/she should report this to the Executive Director at the earliest opportunity (the Executive Director shall notify the bookkeeper Financial Manager (03/2005)) and make arrangements for reimbursing the agency.  Misuse of the credit card will be dealt with as outlined in the personnel policy (03/2005).

With prior conditional approval (03/2005)  GEP may choose to provide other employees with limited use credit cards (e.g., Office Depot) if the employee has a need for such a card. Staff may have either one general use credit card or one or more limited use credit cards.

Employees shall keep all receipts for GEP credit card purchases and submit these to the bookkeeper Financial Manager (03/2005) monthly.

In general, it is the agency’s policy that disbursements for most expenses be accomplished through purchase order or billing account rather than through credit card.

Credit card limits shall be set only as high as needed to cover anticipated need plus a reasonable level of emergency need. The finance committee should be provided with information about any need to change the credit card limits and may take action, as needed. The treasurer only may review needed card limit changes in urgent situations. All credit cards shall be paid off on a monthly basis unless temporary cash flow problems require a delay. Any delay of credit card payment beyond the due date shall be reported to the Treasurer.

Credit card expenditures are subject to all fiscal policies governing purchases as described in Sec. E.

Under no circumstances shall individuals other than GEP staff have access to GEP credit cards. (Sec. 11 added, 9/27/02)

5.  Pay as Due: It is the policy of GEP to pay all bills by the due date. The Treasurer shall be notified within one week of any decision to delay bill payments beyond the due date. (Sec. 12 added, 10/14/02).

C .
Deposit Accounts
1 .
Reconciliation.  The checking account and other deposit accounts shall be reconciled by the bookkeeper Financial Manager (03/2005).  All checks that have been outstanding for 60 days or more should be investigated and payment stopped as appropriate. The Executive Director will review the reconciliation on a monthly basis.

2 .
Check Numbers.  The sequence of check numbers is to be accounted for when reconciling deposit accounts.

3 .
Blank Checks.  All blank checks and the checkbook shall be kept in a locked, secure cabinet.

4 .
Bank Statements.  The Executive Director shall open and review bank statements for irregularities prior to forwarding to the bookkeeper for reconciliation. The treasurer shall review bank statements on a regular basis, but no less than quarterly. (Amended 9/27/02).

D .
Payroll Policies  
1 .
Time Sheets.  All employees shall maintain a monthly record noting days off, vacation and sick days.  For any non-exempt or hourly employee, the sheets should also note hours worked per day. 

2 .
Payroll Checks.  Payroll checks will be issued by QTI. Employees will comply with all QTI requirements for documentation. The treasurer will review the QTI itemized report on a regular basis, but no less than quarterly. The Executive Director shall notify the Treasurer of adjustments that will affect staff pay. (Amended 9/27/02)

E .
Purchases
1 .
Routine purchases.  All expenses and purchases are to be approved by the Executive Director, President, Treasurer or such other person as may be designated by the Executive Committee or Board of Directors from time to time.  Authorized purchasers may incur expenses or purchase items or services if sufficient funds are on hand to pay for the items or services.

2           Expenses over budget.  All purchases are to be checked with the budget for verification that a budget line exists authorizing the purchase.  Any expense that will result in overspending the funds budgeted for that type of expenditure by more than $500 or 10% of the budget line, whichever is less, requires approval by the Executive Committee or Board of Directors. For any expense resulting in any overspending of a budget line the Executive Director must identify where offsetting deductions can be made in other parts of the budget. (rev. 3/15/02)

3 .
Capital Expenses.  Capital expenses, including new equipment purchases and maintenance contracts over $1000, shall be approved by the Finance Committee and reported to the Board of Directors. Capital expenses between $500 and $1000 must be reported to the Treasurer within 10 working days of the purchase.

4 .
Capitalization of Expenses. When the cost of any one item equals or exceeds $2500, that cost will be capitalized. (revised 7/18/02)

F .
Reserves
1 .
General Reserves.  All surpluses shall be placed in reserve at the end of each fiscal year.

2 .         Line of Credit. GEP shall maintain a line of credit sufficient to cover up to one month of operating expenses. The Executive Director shall notify the Treasurer if there will be insufficient revenue to meet operating expenses over a portion of the fiscal year. The Executive Director shall identify the anticipated length of time for which credit is needed and how the budget will be reconciled when revenue is received. Use of the line of credit to meet temporary revenue shortages must be approved by the Executive Committee.

3 .
Shortfalls.  The Treasurer should be notified immediately when it becomes apparent that the corporation will receive insufficient income in a fiscal year to meet operating expenses.  Staff, in consultation with the Finance Committee, shall attempt to revise the budget to prevent the shortfall.  When necessary, operating expenses may first come out of any special reserve account when consistent with any limitations on the reserve account.  If special reserve accounts provide insufficient funds, general (unencumbered) reserves may be used.  If the shortfall cannot be completely addressed by these methods, granting authorities should be contacted to review other alternatives.

G .
Investment
1 .
Funds.  All funds are to be held in interesting-bearing accounts until needed.  (03/2005)
2 .
Other Investments.  The Finance Committee makes any other investments decisions unless a member of the Finance Committee would benefit from the decision.  In such situations, the Finance Committee will make a recommendation, which clearly describes the issues, including the conflict, to the Executive Committee which will make the decision.

3 .
Corporate Ownership.  All investments shall be held in the name of the Corporation.

H .
Financial Records and Reports.
1 .
Ledger.  Program Financial Reports shall be based on amounts recorded in general ledger accounts.

2 .
Agency Financial Reports.  The monthly financial statements of the agency shall be reviewed by the Finance Committee at each meeting.  The statement shall show monthly and  (03/2005) year to date revenue and expenditures for each account and such other information as requested by the Finance Committee.  A copy of monthly reports shall be sent to Executive Committee members after review by the Finance Committee for informational purposes.  In addition, the June, September, December and March reports shall be sent to all members of the Board of Directors.

3 .
File Backup.  Accounting system files will be backed up daily weekly (03/2005).  A copy will be exchanged on a weekly basis and stored off site.

4 .
Retention of Records.  Records will be kept for seven years at the offices of GEP-Inc.

I .
Annual Audit
1 .
An annual audit shall be conducted by a Certified Public Accountant selected by the Finance Committee.

J .
Assets
1 .
Property Record.  A property record shall be maintained for all furniture, equipment and donated physical assets.  This record shall be updated when additional furniture or equipment is purchased or donated to the agency or when furniture or equipment is sold, donated or discarded by the agency.

2 .
No Personal Use.  Loans, including cashing of checks from agency funds or personal use of the GEP credit card, are prohibited.  Personal use of agency assets may be allowed by the Executive Director when there is no substantial cost to GEP.

3 .
Disposal.  No agency asset of any substantial value may be discarded, sold or otherwise disposed of without Finance Committee approval.

4 .
Segregated Accounts.  No asset required by a funding source to be separately accounted for may be commingled with other agency assets.

K .
Budget
1 .
Annual Budget.  The agency will develop and operate according to an annual budget.  No expenditure may be made unless provided by the budget.  The budget will be developed by the Finance Committee in consultation with staff and other principals and approved by the full Board of Directors.

2.
Amendment.  Significant modifications of the budget, such as those that might occur through receipt of additional revenues or grants, must be approved by the Board of Directors. Variations in individual line items exceeding 10% of that line item must be approved by the Executive Committee or by the Board of Directors. Modifications under 10% should be reported to the Treasurer (except where these must be reported as per Sec. E.2. of these policies). (amended 3/15/02)

L.
Borrowing
1 .
No funds may be borrowed without approval of the Executive Committee.

2 .
Routine credit card purchases consistent with the budget are not subject to the preceding, provided the monthly bill is paid in full   (03/2005)
PAGE  
2

