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I.  ENTITY ORGANIZATION AND PERSONNEL
      A.  Fiscal Manual

The New Hampshire Coalition Against Domestic and Sexual Violence will 
maintain a fiscal manual in order to outline the accounting functions of the 
organization and detail all policies pertaining to accounting functions, as adopted 
by the Board of Directors.

      B.  Treasurer of the Board of Directors

The Coalition’s chief financial officer is the Treasurer of the Board of Directors 
and serves as financial officer of the organization and as chairperson of the 
finance committee.
· The Treasurer manages, with the finance committee, the Board’s review of and action related to the Board’s financial responsibilities.

· S/he works with the Executive Director to ensure that appropriate financial reports are made available to the Board on a timely basis.

· The Treasurer also assists the Executive Director in preparing the annual budget and presenting the budget to the Board for approval.

· The Treasurer reviews the annual audit and answers Board members’ questions about the audit.

· The Treasurer reviews the bank statements on a quarterly basis.

      C.  Finance Committee

The Finance Committee’s responsibilities are to:
· Propose for Board approval a budget that reflects the organization’s goals and Board policies;

· Monitors income, expenditures, and program activities against projections, on a monthly basis.  

· Present quarterly financial statements to the Board;  

· Review and recommend financial policies of the Board, including ensuring adequate internal controls and maintaining financial records in accordance with standard accounting practices;

· Review proposed new funding contracts for financial implications, recommending to the Board approval or disapproval; 

· Assure that the Coalition maintains adequate insurance coverage;  

· Recommend to the Board the selections of auditors, reviews scope of annual audit and receive and review the audit. 

· Evaluate staff response to management letter, if there is one
· Assure that the Board as a whole is well-informed about organization finances;

· Review of investment portfolio every six months; 

· Review the IRS annual form 990.

      D.  Quarterly Financial Reports 
Quarterly financial reports are presented to the Board of Directors, detailing all revenue and expenditure activity of the organization.

      E.  Annual Audit
1. The finance committee will recommend for Board approval independent auditors to perform an annual audit of financial records.

2. The auditor will present audited financial statements and a management letter (if applicable) directly to the Board each year within four months of the close of the fiscal year.

3. The Board will review the audited financial statements, management letter, and management’s response.

      F.   990 Review
It is NHCADSV’s policy that NHCADSV’s Board of Directors Finance Committee review the IRS Form 990 that is filed on the organizations behalf within 30 days of it being filed with the IRS.  The Finance Committee will present the IRS Form 990 to the full Board at the next available opportunity.

A board resolution is not required in order for the Form 990 to be filed.  

The means of delivery shall be via email to each director’s email address. 

      G.  Contract Funds Accepted
The Executive Director is authorized to accept all contract HHS state funds,  RPEG, ESG, FVPSA/SPIRDV, and DVGP and all federal HHS or DOJ or OJP funds.

II.  BUDGETING PROCESS
       A.  Budget Information Provided to the Board 

Every year the Finance Committee will provide to the Board of Directors and the PMC the following:

· Historical information of last five years’ budgets, including program, direct service and operating funds;

· A detailed budget narrative, including a proposed budget for the following fiscal year presented a minimum of three months before the beginning of the fiscal year.

· The budget will have enough detail to give an accurate projection of revenues and expenses and have separation of capital and operational items;

      B.  Budget Basis  


The Board will approve the annual budget prior to the beginning of the fiscal 
year.  The budget shall be based upon the mission, the Board’s priorities, and the 
organization's long-term plan.  

      C.  Budget Changes

  
During the fiscal year, any major change of income or expenditure, which would 
significantly alter the annual plan of operation, will be reflected in a budget 
revision and approved by the Board of Directors.

      D.  Ten Percent Budget Change Rule  

            During the fiscal year, any budget adjustment will be reflected in budget revision 
and will be presented to the Board of Directors by the Finance Committee.  
Budget revisions that exceed 10% of that section of the budget (Program, Direct 
Service, Operating) will require Board of Directors approval.  Any adjustment 
from one line item to another, which exceeds 10%, will also require Board of 
Directors approval.  Any change to the budget under 10% will be reported to the 
Board, but does not require approval.

III.  ACCOUNTING SYSTEM
      A.  Accounting Software

The NHCADSV owns one Micro Information System Fund Accounting (MIP) license.  Currently, MIP is installed on the computers of the Bookkeeper and the Administrative Director.

Access Privileges:  The Administrative Director has Administrator privileges and the Bookkeeper has limited User privileges.

      B.  Uniformity and Systems
The accounting system shall be uniform for all programs of the organization.  The accounting system is based on a double entry system, identifies by source and application all revenue and expenditure items, shows fund or ending balances and reflects all of the financial activities of the organization.

      C.  Review  
The Executive Director will review all accounts monthly and quarterly.

      D.  General Journal  
NHCADSV will maintain a General Journal for recording adjusting entries, reversing entries, accruals and other financial transactions not normally recorded in the Cash Receipts Journal or Cash Disbursements Journal.  Entries in the General Journal must be adequately documented.  

      E.  Cash Receipts Journal 
NHCADSV will maintain a Cash Receipts Journal for recording all cash receipts.  The Cash Receipts Journal contains at least the following information:
· date

· source

· general ledger account designation (for membership, contributions, other income, etc.)
· program designation (Signature Ad, training, etc.)

· grant designation (non-grant related, DVGP, VAWA, etc.)
      F.  Cash Disbursements Journal
NHCADSV will maintain a Cash Disbursement Journal for recording all cash disbursements (i.e., payroll, rent, printing, etc.).  The Cash Disbursements Journal will contain at least the following information:
· check number

· date

· expense account number

· program account number

· cash (credit) column

· description or payee

      G.  General Ledger 
NHCADSV will maintain a General Ledger with accounts for all assets, liabilities, net assets, expenditures, and revenues.  Separate accounts will be maintained for each major program’s expenses and revenues.
1. NHCADSV will maintain a Chart of Accounts that coincides with the expense account titles on federal and state contracts.

2. NHCADSV will consistently post transactions that are of a similar nature to the same account.

      H.  Payroll  
NHCADSV will record the payroll in the Cash Disbursements Journal.  NHCADSV will also maintain a cumulative payroll earnings record on each of the employees.  The payroll record will contain the following information about each employee:
· name

· position

· Social Security number

· salary

· payment record including:  gross pay, itemized payroll deductions, 

· net pay (by pay period, quarter, and year-to-date)

· eligibility or benefits balances

· changes in status or position

   1.  Payroll Procedure


a. Payroll is processed once per week, pay date is Thursday.  If the pay date falls 

    on a Holiday, the paid date is the first business day prior to the Holiday.

1. The Administrative Director notifies Bookkeeper of any payroll adjustments (for example, salary adjustments, 403(b) deductions, withholding taxes, name changes).

2. Payroll adjustments are made in MIP payroll module.


b. The Bookkeeper processes the following items:
· Pay checks for all employees

· Calculated Check Register 

· The 941 Worksheet.  Phones the tax payment to EFTPS. 

· A check is made out to Lincoln Financial Group to cover employee and NHCADSV contributions to the 403(b) accounts of all employees who participate

· A lobbying wage report for fund transfer

c. The Administrative Director reviews the reports for accuracy, especially 

    if adjustments have been made recently, by comparing it to the previous  
 
    Calculated Check Register. 
 
d. The Executive Director reviews and signs pay checks, and returns the checks 
   
     to the Administrative Director for further processing.

e. The Bookkeeper delivers the pay checks to each employee on payday or mails 
 
    to employees upon request.
3. All employees shall maintain time sheets, which record hours worked, sick, vacation and other time taken.

4. The organization shall make appropriate withholding and payment of federal income taxes, FICA, and worker's compensation insurance.

5. Tax returns and quarterly reports are filed in a timely manner.
6. The personnel policies prohibit employment of individuals which result in nepotism, conflict of interest and discrimination, prohibit employees from accepting gifts, money or gratuities from beneficiaries of the program, provide for travel reimbursement, and define eligibility for participation   in staff benefit programs.  Employee loans are prohibited.

7. The NHCADSV will not reissue the payroll/stipend check for at least ten days following the date the check was distributed.  The business office will first call the bank to see if the check in question has been cashed.  If so, the check will not be reissued.  If the check hasn’t been cashed, NHCADSV will void the initial payroll/stipend check in its books and reissue a new check for the amount previously due to the employee/AVAP member.  It will be at the discretion of the business office of NHCADSV to decide the appropriateness of issuing a stop payment.  Because the bank will charge NHCADSV for the stop payment, the business office will determine whether or not to charge the employee/AVAP member for the 
      

 
stop payment fee.

       I.  Tax Sheltered Annuity Report (TSA)

1. The TSA payment is due to the Lincoln Financial Group on the third Friday of the month.

2.   The Bookkeeper will run a Deductions History report in MIP.  

3.   From this report the Bookkeeper will enter deductions in Excel.  


Print two copies.  Use one for the Accounts payable and mail one with the  
check to Lincoln Financial Group. 

4.   An employer contribution amount will be voted on by the Board annually.  
The Administrative Director will give Bookkeeper the percent to use 
annually based upon BOD/budget approval.  An employer contribution 
amount will be calculated and processed quarterly of the employee gross 
wage.  
      J.  Petty Cash Disbursements
1. A petty cash fund will be maintained for payment of small (less than $50) necessary expenses incurred by NHCADSV (e.g. postage, office supplies, etc.).  Petty cash disbursements must be supported by store receipts, petty cash vouchers, or other authenticated documentation that indicate the item purchased, the employee making the purchase, and the date of the purchase.

2. The petty cash fund will be maintained on the imprest system, i.e., a check will be drawn to the petty cash custodian to set up the fund and to make periodic reimbursements.  Receipts, vouchers, etc., supporting each fund replenishment must be bound together.

      K.  Recording of Donated Goods and Services
       1.
When an item or service is donated to NHCADSV, the staff, PMC or 
Board member receiving the donation must secure a record of the donation 
in writing from the donating party.

The record shall include:
· The name and address of the donating policy.

· The date of the donation.

· An estimated value of the donated gift or service.

· A description of the donated gift or service.

2.  The receiver of the donation shall give the information to the business office as   

     soon as possible.


3.  The NHCADSV will attempt to recover a denied credit card donation or a 

     returned check.  The business office, or its assignee, will call or correspond 
   
     with the credit card holder or check issuer at least twice.


4.  It is the policy of the NHCADSV to send a thank you letter for all donations 
  
     valued at $250 or above to the donor.  The NHCADSV will keep a database on 
     all donations, solicited or unsolicited over $250.  The database will track name, 
     address, amount donated, and reason/purpose of donation.  When a letter is  
     
     sent to the donor, the database will also track the date the letter is sent and 
  
     by whom (staff member.)

IV.  ACCOUNTING RECORDS AND FILING
      A.  Retention of Accounting Records and Filing of Supporting Documentation

All relevant supporting documentation for reported program expenditures and revenues shall be filed in a systematic and consistent manner.

1. Record Retention:  All accounting records (journal, ledgers, etc.) and supporting documentation (invoices, receipts, checks, voided checks, vouchers, etc.) will be retained for a minimum period of seven (7) years.  Below is a list of records to be retained:

· Accounts Payable ledgers and schedules 

· Bank Reconciliations 

· Bank Statements 

· Checks (for important payments and purchases, including voided 


checks) 
· Contracts, mortgages, notes and leases (expired)

· Correspondence (with customers and vendors)

· Expense Analyses/Expense Distribution Schedules

· Year-end Financial Statements

· Insurance records, current accident reports, claims, policies, etc.

· Internal Audit Reports

· Inventories of products, materials and supplies

· Invoices (to NHCADSV, from vendors)

· Payroll Records and Summaries

· Personnel Files (terminated employees)

· Receipts- with bank statements

· Tax returns and worksheets

· Timesheets and other payroll/personnel records
· Withholding Tax Statements

2. The following list of records will be retained permanently: 
· Audit Reports

· Correspondence (legal and important matters)
· Deeds, mortgages, and bills of sale
· Depreciation Schedules
· Retirement and Pension Records

3. Payroll records, time and attendance records are kept in a locked file drawer in the Business Office.  The Executive Director, Administrative Director and Bookkeeper have a key to the drawer.  These files are kept in a separate file from the bank files. 

V.  FINANCIAL PRACTICE
      A.  Cash Receipts and Deposits   

Occasionally, the NHCADSV receives payments through the mail.  These payments can be for overpayment of invoices, reimbursement for materials, donations, or other miscellaneous items.  When funds of this type are received, they are deposited in the NHCADSV checking account at Merrimack County Savings Bank, according to the following procedure:
1.  Upon receipt, the Office Coordinator opens the mail and stamps the check 

     For Deposit Only.

2.  The Office Coordinator enters the information in a Database kept on the server, if appropriate, and forwards the check to the 
     Administrative Director.

3.  The Administrative Director reviews the check and forwards to the 
     Bookkeeper who completes a bank deposit slip, writes the Merrimack
     County Savings Bank checking account number on the back of the check, 
     makes a copy of the check and deposit slip and makes the deposit at 
     Merrimack County Savings Bank.

4.  The Bookkeeper staples a copy of the deposit receipt to the copy of the 
     check and deposit slip, notes the date of the deposit in the database, and
     returns the paperwork to the Business Office for filing in the bank
     reconciliation notebook.

5.  The Bookkeeper records the deposit in MIP. 

      B.  Accounts Payable
      1.   All invoices need to be recorded in MIP, and are entered once a week on 
Tuesday for processing.  The date the invoice was created should be listed 
in the invoice field.  The description line is used for the invoice number or 
other identifying information.  If no invoice number is listed, a description 
of the invoice is used.  If two invoices with the same company name and 
creation date are submitted, check for duplicate billing; if not duplicate 
add an "a" after the date in the invoice field.

       2.  Paying Invoices:

a. The Office Coordinator opens the invoice; date stamps it and delivers it to the Administrative Director for review.  The Administrative Director receives some invoices via email or hand delivered.  The Administrative Director delivers it to the Bookkeeper for processing.

b. The Bookkeeper uses the accounts payable function in MIP to enter the invoice information.



i. All invoices associated with a specific grant or special projects, 



where a liability has been recorded in the payable account, should 



have the expense debited to the specific grant or special projects 



account. Example:  Postage for the SANE program is debited to 



the SANE grant, not GDC.




ii. The invoice is stamped with the accounts payable stamp. 
c. The Bookkeeper uses the MIP checking writing function to write the check to pay the invoice.

d. NHCADSV uses voucher payment checks.  The bottom piece of the voucher check, which includes the check number and check amount is stapled to the invoice. 
e. The Administrative Director forwards the invoice and checks to the Executive Director for final review and signature.
f. The Executive Director reviews and initials the invoice to indicate her approval and signs the check.
g. The Executive Director forwards the checks to the Administrative Director.
h. The Bookkeeper mails out the checks as appropriate or on Thursday.

      C.  Processing Bank Statements
The NHCADSV has several bank accounts.  Follow this procedure to process each monthly bank statement for each NHCADSV bank account when it arrives in the mail.  Note that the procedure indicates that the NHCADSV reconciles bank statements monthly.
1. The Office Coordinator delivers the unopened bank statement to the Administrative Director for review.
2. The Administrative Director opens the statement and reviews the statement and cancelled checks.
3. The Administrative Director initials and dates the statement to indicate the date that she reviewed the statement and cancelled checks.
4. The Administrative Director delivers the bank statement and cancelled checks to the Bookkeeper for reconciliation.
5. In a timely manner, the Bookkeeper uses the Reconcile function of MIP to reconcile the bank statement received from the Administrative Director.
6. The Bookkeeper prints a Reconciliation Report for the account, staples the report to the bank statement, and files in the monthend booklet.
7. The Administrative Director reviews the documents and initials and dates the Reconciliation Report to indicate her final approval.
8. The Bookkeeper files the month end booklet and re-locks the file cabinet.
9. The Board of Director’s Treasurer will review bank statements on a quarterly basis.

      D.  Processing Lobbying Transfers
When lobbying wages are paid in payroll the following procedure is followed:

1. After payroll is completed, the Bookkeeper will run a Lobbying Earnings Report. 
2. The Bookkeeper stamps the report for the Executive Director to approve  and then puts the report in the folder along with the paychecks for the week.

3. After the Bookkeeper processes payroll, she gives the lobbying earnings report to the Administrative Director along with the Merrimack County Bank Lobbying folder so the funds can be transferred from the Lobbying account into the Operating account.

4. Once the Administrative Director has transferred the funds, she will give the Book Transfer Confirmation report to the Bookkeeper along with the approved Lobbying Earnings Report. 

5. The Bookkeeper will then make a Journal Voucher entry in MIP for the funds transferred. 

6. The Bookkeeper makes a copy of the Book Transfer Confirmation report for the operating deposit folder.  The Lobbying Earnings Report and the Book Transfer Confirmation report go into the Merrimack County Bank Lobbying folder. 

7. When the Operating and Lobbying Bank Statements arrives, the Administrative Director will verify that the transfers were made.

      E.  Disbursements 
1. All disbursements, other than petty cash disbursements, will be made by check or company credit card or Staples credit card.  Only the Executive Director, Bookkeeper, Administrative Director, or their designee have access to the credit cards for purchases.
2. Executive Director is the sole signatory of all checks.  If the Executive

 
Director is unavailable, another approved signatory can sign the checks. 

3. The Administrative Director receives invoices either via email, or regular mail.  All invoices need to be recorded in MIP, and are entered as they are received, including invoices paid by credit card.  The Administrative Director delivers the invoices to the Executive Director or her designee.  After approval of invoices, the Bookkeeper prepares the invoices entering the information into MIP.

4. The Administrative Director forwards the invoices and checks to the Executive Director (or her designee) to the Executive Director for her final review and signature.

5. After signing the checks and invoices, the Executive Director forwards the checks and invoices to the Bookkeeper, who distributes the checks as appropriate.

6. NHCADSV uses voucher payment checks.  The bottom piece of the voucher check, which includes the check number and check amount is stapled to the invoice.  


(For detailed procedures for invoice/payable processing, there is a manual 
in the Business Office on MIP processing.)
7. Paying Grant Awards; This procedure is followed when paying recipients of a grant award:
a. All payments must be entered in MIP prior to payment.

b. Two people review each scheduled payment prior to check issue for grant compliance, the Administrative Director and Bookkeeper and/or Executive Director. 
c. All payments must be authorized by the Executive Director either through an email or signed AR/AP report.

d. The award payment schedule follows the Terms of Award subcontract determined at the time of the grant award.  Most payments are made quarterly.  Initial payments are made after the NHCADSV receives a signed subcontract from the grantee and all grant conditions have been met. Subsequent payments are made following reimbursement request receipt and approval.  (Further information can be found in the Subcontracting Policies section of this manual.)

e. The Administrative Director reviews MIP scheduled payments for the list of grants to be paid and prints the list, which includes the amount to be paid, grant name, name of organization to receive check and project title or project period.  A copy of the payment list is printed for each check to be issued.

f. The Bookkeeper issues a check made payable to the grant award recipient using the operating account and debits the Grants Payable in MIP.

g. The NHCADSV uses voucher payment checks.  The bottom piece of the voucher check, which includes the check number and check amount is stapled to the authorization documentation.

h. The authorization documentation includes the approval authorization (usually a reimbursement request, see d. above), a copy of the list of payments from MIP (see e. above) and the bottom of the voucher check (see g. above).

i. The payable account debited is written on the authorization documentation.

j. The Administrative Director forwards the grant folder, authorization documentation information and the check(s) to the Executive Director for final review and signature.

k. The Executive Director or other approved check signer, signs the checks. 

l. The authorization documentation is filed in the Accounts Payable filing cabinet.  The grant folder is returned to the grant folder file drawer.
      F.  Recording Grant Liabilities
When the NHCADSV awards new grant funding, the liability will be documented in the NHCADSV accounting software.  The liability is incurred on the day the NHCADSV Board of Directors makes the awards.  Grants awards are recorded for the entire amount of the grant, even if the grant is for more than one year.  

In MIP, the Bookkeeper debits the Grants expense account for the amount of the award and credits the appropriate fiscal year Grants Payable account, where the fiscal year is the program year of the award.

      G.  Recording Grant Award Liabilities 
When the NHCADSV assumes fiscal sponsorship, the liability will be documented in the NHCADSV accounting software.  The liability is incurred on the day the NHCADSV assumes fiscal sponsorship.  The awards are recorded for the entire grant amount, even if the funding is for more than one year and a separate accounts payable account is used.

      H.  Miscellaneous Practice
1. Checks will not be payable to “cash” or signed in advance.

2. Voided checks will be mutilated, but not destroyed, and filed with cancelled checks.  If a mistake is made in writing a check, follow this procedure to process the check that is in error.  A. Write VOID in large black letters across the face of the check.  B. Tear off or otherwise mutilate the signature area of the check.  C. File the voided check in the voided check folder and record the voided check in MIP.  D. At month end reconcile voided check list with MIP.

3. Unclaimed or undelivered checks shall be cancelled after six (6) months.

4. The person signing or controlling the signing of checks at the time checks are signed shall examine supporting documents.

5. The Executive Director or her assignee, shall distribute payroll checks.

6. The Executive Director, or her assignee, shall approve all disbursements, excluding petty cash purchases, and disbursements to herself.

7. Disbursements and timesheets of the Executive Director will be approved by an appropriate Board of Directors member.

8. The Board of Directors must approve any purchases over the amount of $2,500, unless the purchase has been approved as part of the operating, program or capital budget of the organization.

9. At the discretion of the Executive Director, any unused or unwanted equipment, supplies or furniture may be donated to a member program or employee.  If applicable, the item shall be disposed of properly on the fixed assets inventory.

10. Blank checks are stored in a locked drawer in the Administrative Director’s office.  The Executive Director, Administrative Director and Bookkeeper have keys to this drawer.  Note:  The drawer where blank checks are stored cannot be located in the same filing cabinet where payroll and personnel records are filed.

11. For restricted funds, the following procedures are followed:  the recording of expenditures by program function and/or budget cost category; the checking of cash requests from sub-grantees for reasonableness in view of actual expenditure and/or average cash balance for the period; special provisions regarding flexibility limitations within budgetary cost categories are complied with; and the encumbrance and expenditure of funds is made within the appropriate budget period as prescribed in the awarding document.

12. Bonding:  All officers, employees, and agents who handle cash or have access to the agency’s funds shall be bonded.
      I.  SANE Scholarship 
1. From registration fees received for comprehensive SANE trainings, $100.00 will be put into a separate program/account to provide funds for the IAFN test scholarship.  

2. Each spring it will be determined by NHCADSV management and the Program Director how much is available for the scholarship.

3. Applications for the scholarship will be received from June 1st through July 15th of each year.  
4. The SANE Advisory Board will determine eligibility and award amounts, and make scholarship awards based on applications and available funds.  

5. Mock trial and Quarterly Review Day registrations are exempt from the scholarship provisions.



Approved by Finance Committee 3-22-11

      J.  Fixed Assets/Capitalization
1. NHCADSV will capitalize all property and equipment acquisitions in excess of $500 and maintains a full listing of all fixed assets as per annual audit.  An inventory of most computer hardware is located on the NHCADSV Administrative Director internet computer on the Desktop.  A unique tag number is assigned to each NHCADSV asset with a purchase price that exceeds $500.  The tag number is printed on a label, and the label is affixed to the asset.

2. At the end of each fiscal year (June 30), the NHCADSV takes an inventory of all fixed assets and updates the spreadsheet listing as necessary.   Purchased property and equipment is capitalized at cost.  Donations of property and equipment are recorded at their estimated fair market value at the date of donation.  Such donations are reported as unrestricted support unless the donor has restricted the donated asset to specific purpose.  Assets donated with explicit restrictions regarding their use and contributions of cash that must be used to acquire property and equipment are reported as restricted support.  Absent donor stipulations regarding how long those donated assets must be maintained, the NHCADSV reports expirations of donor restrictions when the donated or acquired assets are placed in service as instructed by the donor.  The NHCADSV reclassifies temporarily restricted net assets to unrestricted net assets at that time.  Property and equipment are depreciated using the straight-line method over their estimated useful lives.  Leasehold improvements are amortized over the shorter of their estimated useful lives or the applicable lease term.

      K.  Dues/Fundraising 
1. Annually, the PMC is responsible for raising no more than $14,000 through equal dues.  The money for the dues needs to come from unrestricted dollars the PMC agency receives or fundraises.  It may not be federal or state restricted money.

2. The NHCADSV will invoice each agency at the beginning of the fiscal year for the member dues.  The agencies will have until April 1 of the fiscal year, to pay the $1,000 dues to the NHCADSV business office.  

      L.  End of the Month Processing
The Bookkeeper performs the following tasks at month end and saves and files the folder in the grants payable file drawer.
1. Enters all invoices that have been received to date, if not already done so within the daily course of business.
2. Reconcile all bank accounts and agree to ending balance of Trial Balance.
3. Post monthly journal entries including depreciation, grant awards, investment recognized and unrecognized gains and losses and management fees. Accrued earned time is adjusted annually. Journal entry spreadsheet is found in MIP notebook/manual in Business Office and on the Administrative Director accounting computer.
4. Agree the MIP payment schedule to trial balance.
5. File the appropriate tax payments.
6. Print the following reports:
· Administrative Director’s Statement of Activities

· Executive Director’s Statement of Activities

· Statement of Cash Flow

· Statement of Financial Position

· Revenue Journal

· Fundraising Reports

· Payroll Reports
7. All printed documents are reviewed monthly by the Administrative Director and the Executive Director.

8. Quarterly the Board of Directors reviews the financial information and financial statements.
M.  Investments
1. It is the Board’s responsibility to develop policies that govern investment of the assets of the organization.  This shall include delineating a specific philosophy of investment management and establish parameters for investment risk and return.  Assisting in this function, the Board is authorized and permitted to engage the services of investment managers with the necessary specialized research facilities and skilled personnel to assure expertise in equity and fixed-income investments.  These guidelines may be revised from time to time, but shall always be in writing.

a. The investment policy of the organization will be approved by the Board of directors and reviewed annually.

b. Assets are to be managed with the goal of achieving the maximum annual income from interest and dividends, yet maintaining, insofar as possible, the purchasing power of the underlying assets.  Investments shall be consistent with the overall mission of the NHCADSV.

c. Full discretion, consistent with the guidelines described within, is granted to the investment manager in the mix of assets, the selection of securities and the timing of transactions.

d. No more than 25 percent of the total portfolio at portfolio cost value shall be in the securities of any one issuer.

e. All investments shall adhere to such federal and state laws as now apply or may be applicable to the investments in the future.

f. Gifts of securities will be sold immediately upon receipts unless otherwise restricted by the donor.

g. Cash reserves, will be invested according to Board-approved investment policies, in consultation with the Finance Committee.

h. The Finance Committee shall make review of investment portfolio and results no less often than every six months.

i. The Board shall assist the designated investment manager and protect his/her position by setting up practical guidelines and clear performance objectives.

j. The performance of the investment manager shall be measured by setting up practical guidelines and performance objectives.
N.  Capital Reserve Fund
The Board of Directors will develop, build and retain sufficient funds to handle maintenance and/or repair of the deterioration of physical assets.  This fund is called the Capital Reserve.          

1. Capital Reserve funds will derive from unrestricted fund balances, after Board acceptance of the annual audit and capital fundraising.

2. The goal for the Capital Reserve Account is to maintain a balance of no less than five percent of the value of owned property.  Owned property is classified as “Property and Equipment” on the Statement of Financial position.  To establish the Capital Reserve, the Board of Directors has designated $10,000 of existing accumulated unrestricted net assets as the beginning balance of the fund.  The remaining balance is to be funded over the next two years through funding strategies incorporated into the annual capital budget and development plan, taking into account current funding needs.

3. The Capital Reserve will be listed separately in the net assets section of the Coalition’s statement of financial position as “Board-Designated Capital Reserve” and longer-term borrowings from the reserve will be shown as a liability – “Due to Operating Reserve” – in internal financial reports.
4. Capital Reserve funds shall be invested in accordance with the organization’s approved investment policy.  Interest earned on the investment of Capital Reserve funds shall remain in the Capital Reserve Account.
5. Expenditures from the Capital Reserve shall be approved by the Board of Directors.  Any draw-downs from the fund should be replaced by the methods described in 2 above. 
O.  Operating Reserve Policy
I. Statement of Purpose 

 

The NH Coalition Against Domestic and Sexual Violence’s (the Coalition) Board of Directors designated an OPERATING RESERVE FUND by resolution at its June 28, 2011, Board meeting. The general purpose of the fund is to help to ensure the long term financial stability of the Coalition and position it to respond to varying economic conditions and changes affecting the Coalition’s financial position and the ability of the Coalition to continuously carry out its mission. 
The Coalition will maintain a Board Designated Operating Reserve Fund to achieve the following objective(s): 
A. To enable the Coalition to sustain operations through delays in payments of committed funding and to accept reimbursable contracts and grants without jeopardizing ongoing operations; 
B. To promote public and funder confidence in the long term sustainability of the Coalition; and

C. To provide funds to meet unfunded and unexpected Coalition needs, maintain financial flexibility and leverage opportunities. 

II. Board Designated Operating Reserve Fund Balance 

The target amount to be attained and maintained for the Board-Designated Operating Reserve Fund is three months of operating expense based upon the Coalition’s operating budget, excluding program and direct service portions of the budget.  To establish the Operating Reserve Fund, the Board of Directors has designated $30,000 of existing accumulated unrestricted net assets as the beginning balance of the fund.  The remaining balance is to be funded over the next 7 years through funding strategies incorporated into the annual budget and development plan, taking into account current funding needs.

III. Use of the Board Designated Operating Reserve Fund 

The Executive Director may access the Operating Reserve Fund for purposes of paying approved budgeted expenses, as long as sufficient accounts or grants receivable are available to repay such usage within three months time. The Executive Director will notify the Treasurer in writing, and usage will be acknowledged in writing by the Treasurer. Email or fax shall be acceptable forms of notification and acknowledgement.   Such usage shall be reported at the next full Board meeting.

A draw-down from the fund that will not or cannot be replaced with operating funds in the timeframe established above must be approved by majority vote of the Board.

IV. Management of the Board Designated Operating Reserve Fund 

Under the direction of the Treasurer or the Finance Committee, the Executive Director will establish a separate bank account for the Board‐Designated Operating Reserve Fund. Policies and procedures for handling deposits, reconciling statements, safeguarding access, etc. will be the same as established from time to time for any of the Coalition’s other bank accounts and as described in the Fiscal Manual. If feasible, the funds will be invested according to the Investment section of the fiscal manual.   

The Operating Reserve Fund will be listed separately in the net assets section of the Coalition’s statement of financial position as “Board‐Designated Operating Reserve” and longer term borrowings from the reserve will be shown as a liability – “Due to Operating Reserve” – in internal financial reports.

V. Operating Reserve Ratio

The status of the Board-Designated Operating Reserve will be calculated at the end of the each fiscal year based upon the fiscal year audit/review results.  The Operating Reserve Ratio will be calculated as follows:

Unrestricted, Board-Designated Operation Reserve as of June 30  =  No. of Months

 

Budgeted Annual Operating Expenses / 12 months

The Operating Reserve Ratio will be presented to the Finance Committee at their meeting following approval of the financial audit/review results.  The Committee will consider the adequacy of the Operating Reserve amount and will recommend any changes as deemed necessary.

VI. Responsibilities of the Finance Committee 

The Finance Committee will receive reports on the Board-Designated Operating Reserve Fund at its regular meetings and shall be charged with assuring that the funds are maintained in accordance with guidelines stated above.

The Treasurer will report the status of the Board-Designated operating Reserve Fund to the Board as part of the regular Treasurer’s report.

The Finance Committee will review the Operating Reserve Policy every year and put forward any necessary changes for Board approval.
P.  Fund for Grace Reserve Policy
I. Statement of Purpose

The NH Coalition Against Domestic and Sexual Violence’s (the Coalition) Board of Directors designated the FUND FOR GRACE by resolution at its May 22, 2012, Board meeting. The general purpose of the fund is to help to ensure the long‐ term financial stability of the Coalition and to strengthen the ability of the

Coalition to continuously carry out its mission.

Appropriate uses of the Fund for Grace may include:

A. To provide sustainability of the Fund;

B. To provide for prevention activities;

C. To provide for public awareness and outreach funding; and

D. To provide funds to meet unfunded and unexpected Coalition needs, 
     maintain financial flexibility and leverage opportunities.

II. Fund for Grace Balance

The Fund for Grace will receive money from donors that make donations designated for this fund.

III. Use of the Fund for Grace

The Fund for Grace is an unrestricted fund. The Executive Director may access the Fund for Grace for purposes of paying approved budgeted expenses and/or expenses from items A through D above. The Executive Director will notify the Treasurer of the Board in writing, and usage will be acknowledged in writing by the Treasurer. Email or fax shall be acceptable forms of notification and acknowledgement. Such usage shall be reported at the next full Board meeting.

IV. Responsibilities of the Finance Committee

The Finance Committee will receive reports on the Fund for Grace at its regular meetings and shall be charged with assuring that the funds are maintained in accordance with guidelines stated above. The Treasurer will report the status of the Fund for Grace to the Board on a semi-annual basis, or when a significant change occurs that is unanticipated.

The Finance Committee will review the Fund for Grace Policy every year and put forward any necessary changes for Board approval.
Approved by Board of Directors, 01-28-2014.
Q.  Expense Reimbursements
The policies and procedures in this section are for use by NHCADSV staff, members of the Board of Directors, PMC staff/volunteers, and consultants or contractors.

1. Events:  Offsite visits and meetings, grantee site visits, conferences, seminars, workshops, and other training that directly enhance a person’s ability to perform his or her job can be considered for reimbursement.  Expenses incurred while working at a NHCADSV event are eligible for reimbursement.

2. Lodging expenses incurred while working at or attending a NHCADSV event will reimbursed or paid by NHCADSV directly.  Lodging expenses  need to be approved prior to attending the event.  Receipts are required for all eligible lodging expenses.  

3. Receipts are required for all miscellaneous items purchased for NHCADSV use.

4. Travel expenses are reimbursed to staff and Board members upon submission of a signed and completed reimbursement request within ten days of the end of the quarter.  Upon completion of any trip, the NHCADSV representative submits receipts for all expenses and the difference in expense from any advance is rectified.  All travel vouchers must be signed, clearly indicate the places traveled to and from and be approved for payment by authorized staff. 
5. Travel advances will be made based upon availability of NHCADSV funds.  Advances are made based upon need as determined by the Business Office of NHCADSV.  Travel advances made to the NHCADSV representative are made according to a written estimate of the costs, including receipts and meeting expense estimates on registration forms.  Eligible travel expenses include meals, lodging, air fare, taxi, van, shuttle, train, and mileage. You will be reimbursed round trip for travel from home to place of business, i.e. conference site, off-site meeting, etc., or from the office to place of business whichever is less.  Receipts are required for all eligible transportation expenses, except when difficult to obtain as with some taxis, tolls and parking.

6. The mileage and tolls reimbursement rate will be set each year during the budgeting process.  Airport parking will be reimbursed at the long-term or economy rate for any airport.  

7. In order to promote and support the participation of its member programs in statewide meetings, activities and public policy efforts, the NHCADSV will reimburse its members for travel to such meetings and activities. Mileage is reimbursed to the agency and not to an individual staff member or volunteers.  Reimbursement requests may be sent to the Coalition as needed, but shall be sent at least quarterly.  

8. Appendix A is a travel reimbursement request form.  All reimbursements from the PMC staff and volunteers (travel and PMC Board representative stipends) shall be submitted within 10 days after the end of the quarter.  Current rates of reimbursement are indicated on the form.

9. Appendix B is a grant travel reimbursement request form to be used when member agencies send staff or volunteers to conferences with grant money such as VOCA or VAWA Rural Grant funds for Praxis trainings.  Current rates of reimbursement are indicated on the form.  Member agencies shall submit the completed grant travel reimbursement form to the Coalition business office within 10 days after reimbursing the staff or volunteer, or 10 days after the end of the quarter whichever comes first. 

10. The quarters are January 1 through March 31, April 1 through June 30, July 1 through September 30, and October 1 through December 31.

11. Reimbursement requests for PMC travel will be made payable to the agency and not to the individual.

12. A stipend reimbursement for Participating Member Council representatives serving on the Board is payable to the agency for which the representative works.  The stipend doesn’t include mileage reimbursement, which may also be submitted.  Appendix C is the form to be used by a PMC representative when submitting a reimbursement request on behalf of their agency.

a. The rate is $100 per diem for attending Board related meetings, not 
to exceed reimbursement of $200 per month.  Reimbursable 
meetings include regularly scheduled Board meetings, special 
meetings of the Board as convened and Board committee meetings.  
Board committees are designated annually and the list is 
distributed to all Board members.

b. Regular Participating Member Council meetings, PMC committee 
meetings, and Governor’s Commission on Domestic and Sexual 
Violence meetings are not reimbursable by the Coalition.

  R.  Subcontracting Policies
1.  Subcontractors are required to comply with the following policies:

a.  NHCADSV will notify each subcontractor by email or facsimile that a grant application has been sent to him or her.  The subcontractors shall confirm with the NHCADSV Administrative Director the receipt of an application via email or telephone call.

b.  Deadlines for applications for funding through the Coalition must be met in order to be considered for funding.  This includes internally set application dates to allow the Business Office the time needed to compile applications for the external application due date.

c.  All sub-contractors of the NHCADSV must submit grant acceptance letters and/or signed funding contracts within 45 days of receipt from the Coalition office.

d.  If a subcontractor informs the Coalition office that the subcontractor will be unable to expend all allocated funds from a grant program before the end of the grant contract period, the Coalition office will inform all other subcontractors of that grant program of the amount of funding that is available.  All other subcontractors of that grant program will be invited to submit requests for the specified remaining funds.   The Administrative Director will review all such requests to insure the proposed use of the funds is allowable within the grant program requirements.  Available funds will be divided evenly among the subcontractors that request the funds for allowable expenses.  If a subcontractor requests less than an equal share of the funds available, that amount will be granted and the balance divided evenly among the other requests.

e.  Noncompliance with contract requirements will result in non-payment on that contract until all contract requirements are met.  Contract requirements include but are not limited to correctly and accurately filing data, reports, and payment requests by the stated deadlines.  Repeated noncompliance may result in default on a contract as outlined below:
i.  The NHCADSV Administrative Director will inform the 
NHCADSV Executive Director of any repeated (more than one occurrence) noncompliance with contract requirements or application requests.  The NHCADSV Executive Director will contact the Executive Director of the agency in noncompliance and offer assistance with meeting contract requirements.

ii.  If there is an additional instance of non-compliance within a year of the first instance of non-compliance, the NHCADSV Administrative Director informs the NHCADSV Executive Director of noncompliance.  The NHCADSV Executive Director will inform the NHCADSV Board of Directors.

iii.  The NHCADSV Board of Directors will discuss the  noncompliance issues including potential consequences with the noncompliant agency Board of Directors or the agency director’s supervisor. The NHCADSV Board of Directors will offer assistance to the agency in noncompliance with meeting 
requirements.

iv.  When noncompliance issues have not been resolved by the agency within four months of the contact described in N.5.c. above, the contract(s) between the agency and the NHCADSV may be terminated.
2.  NHCADSV reserves the right to restrict or not allow the use of subcontracted 
     funds for indirect costs.

       S.  Funding Formula

GOVERNMENT FUNDING FORMULA POLICY

The funding sources managed by NHCADSV are allocated to member programs according to a funding formula.  The current funding sources are VOCA, VAWA, SGIA/ESG, SPIRDV/FVPSA, DVPP/DVGP, SVA, and SVP/RPEG.  Unless funders’ guidelines do not allow, or direct otherwise, the formula will be applied to all funding sources.  Currently for the purposes of ease of administration of the VOCA and VAWA funding sources and to comply with the request of the funder, the VOCA and VAWA awards are run in one formula, with the actual allocation of VAWA funds applied as directed by the funder.  

All member programs receive $100,000 of base funding.  The $100,000 base for each member program is taken equally from each funding source, so that there is an equitable amount of funding to go into the 1:1:2 formula in each funding source.  The 1:1:2 ratio of weight for the factors means that in each funding source, after the equal allocation to base is made, 25% goes to population, 25% to geography and 50% to victims assisted.  The victims assisted figure is derived from averaging the last three years victims assisted by each member program.  The victims assisted figure includes both primary and secondary victims, given equal weight.  Victims assisted are separated between sexual assault (SA) and domestic violence (DV), depending on the funding source.  For purposes of calculation, stalking victims are included with domestic violence victims in the formula.  Here is a list of the breakdown of violence type by funding:  (DV:  DVPP, SGIA, SPIRDV; SA:  VAWA SASP, SVA, SVP; both DV & SA:  VOCA, VAWA)

Any new funding source will be administered according to the existing funding formula policy.    
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       T.  Server Backups

Server backups are automatically created each night by a backup utility stored on the server.  Hard-drives are stored and then reused on a rotating basis nightly and weekly.  NHCADSV staff is responsible for the rotation and storage of the hard-drives after they are created each night.
The following procedure describes the handling of the nightly and weekly backup drives:
1. Each morning, the Office Coordinator removes the backup drive that was created the night before (referred to as the nightly backup drive), and inserts the appropriately labeled drive (Monday, Tuesday, Wednesday, Thursday, Friday) into the tape drive.

2. Note:  The Monday–Friday drives are kept next to the server (There are two drives for Thursday labeled “Thursday – weekly.”)
3. The Office Coordinator takes the nightly backup drive home overnight and brings it back the next morning. 

4. On Friday morning, the Office Coordinator takes the Thursday weekly backup drive and gives it to the Administrative Director. 

5. The Administrative Director takes the Thursday weekly backup drive to an offsite location where it will be kept for a week, and brings the last Thursday weekly backup drive back to the office. 

6. Every Friday morning and during the Monthly Maintenance procedure the Office Coordinator will check to make sure that the backups are working and completed per the Computer Maintenance Instructions.*  

                 * See (U:\Office Coordinator\COMPUTER MAINTENANCE\NHCADSV - Steps to Help Perform Monthly Checklist.doc
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