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WEST VIRGINIA COALITION

AGAINST DOMESTIC VIOLENCE

Financial Manual 

	Financial Manual



	Objectives of the Financial Manual

	Section 1.1
	

	“West Virginia Coalition Against Domestic Violence, Inc. (WVCADV) Financial Manual” contains the policies and procedures of WVCADV pertaining to the organization’s fiscal management.  These policies and procedures are designed to meet the following objectives:

1. Provide for overview of the financial structure.

2. Define responsibilities and limits of the board, committees, and staff.

3. Provide a framework for accounting system.

	Overview of Financial Structure

	Section 1.2
	

	WVCADV bylaws set forth the powers of the corporation to further its purposes.  The powers conveyed in the bylaws of WVCADV confer certain duties and responsibilities to the board of directors and are listed and explained below.

Duty of loyalty – Board members must act in the best interest of the organization and avoid decisions that may be an actual or apparent conflict of interest with the organization’s mission and interest.

Duty of care – Board members are held responsible to read, understand, and respond to reports concerning the organization management, programs, and financing.  As a portion of that duty, board members must attend meetings, deliberate actively, and make decisions.  Decisions made in a board member’s absence are still the responsibility of that member to carry out.

Duty of obedience – Board members must adhere to all applicable laws, rules, and upholding the organization’s mission.  

Board members may be held personally liable for financial actions or policies that violate these principles.  

The powers conferred by the bylaws of WVCADV are listed below:

· Solicit funds;

· Collect and receive money and other assets;

· Administer funds and contributions received by grant, gift, deed, bequest or devise;

	· Acquire money, securities, properties, rights, and services, of every kind and description;

· Hold, invest, expand, contribute, use, sell, or otherwise dispose of any money, securities, properties, rights, or services; 

· Borrow money;

· Make, accept, endorse, execute, and issue bonds, debentures, promissory notes, and other corporate obligations, for monies borrowed or in payment of property acquired; and

· Secure payment of obligation by mortgage, pledge, deed, indenture, or any such instrument of trust.  

The financial structure of the organization is as follows:

· Board of Directors

· Coordinating Committee

· Finance Committee

· Team Coordinators

· Finance Manager

The Board of Directors will serve without salary but the board may authorize the payment by the corporation of reasonable expenses incurred by the directors in the performance of their duties and of reasonable compensation for special services rendered by any director.  The board will fix a scale of other compensation such as for meals, lodging, and/or travel on the officer or agents of the corporation.  Directors or officers of WVCADV shall not receive directly or indirectly, any salary, compensation, or gift from the corporation.  (Article XII Section 12.1 of bylaws)

Any director or officer will be indemnified by WVCADV against all liability and reasonable expenses incurred as a result of representing WVCADV except in such matters that the director or officer is liable for negligence or misconduct in the performance of his/her duties.  (Article XIII Section 13.1 of bylaws)   

Liability insurance is maintained for all board and staff member.

	Responsibilities and Limits

	Coordinating Committee

	Section 2.1
	

	The Coordinating Committee will be comprised of the four or five leadership positions as identified in Article VI Section 6.2 of the Bylaws.  These positions are the Chair/Co-Chair, Vice-Chair, Secretary, and Treasurer.

	Finance Committee

	Section 2.2
	

	The Finance Committee shall meet periodically and discuss the financial progress of WVCADV.  The members of the committee include: the treasurer, a Team Coordinator, the Finance Manager, and any other eligible board member.  Any resolutions should be brought to the full board of directors.  The Finance Committee shall act as the audit committee.  

	Treasurer

	Section 2.3
	

	The Treasurer will monitor the disbursement and depositing of funds, the payment of just debt, and the fundraising process and periodic financial reporting of WVCADV.  The Treasurer will submit a full financial report to the membership on an annual basis.  The Treasurer will notify members when dues are payable and/or delinquent.  The Treasurer may delegate any or all of the above duties and responsibilities to the team coordinators under the supervision of the Treasurer and Board of Directors.  (Article VI, Section 6.7 of the bylaws)

	Team Coordinators

	Section 2.4
	

	Team Coordinators are hired by the Board of Directors to fill the staff leadership positions of WVCADV.  Team Coordinators shall exercise general and active management of the business of the corporation, shall report to and advise the Board of Directors on all significant matters of the corporation’s business, and shall see that decisions and resolution of the Board of Directors are carried into effect.  The duties of the Team Coordinators shall include the duty to attend all meetings of the Board of Directors and to approve all material business transactions that do not require approval of the full board.  (Article IX, Section 9.1and 9.2 of the bylaws)

	Finance Manager

	Section 2.5
	

	The Finance Manager is under the direct supervision of the Team Coordinators and is responsible for day-to-day responsibilities of maintaining the accounting system.  

	The Framework of the Accounting System



	Deposit of Funds

	Section 3.1
	

	All funds of the corporation not otherwise employed shall be deposited in such banks, trust companies, or other reliable depositories as the Board of Directors from time to time may determine.  (Article XI, Section 11.1 of the bylaws)  For new accounts, there should be a resolution by the board.  The duty of the Finance Manager is to monitor accounts to stay within the FDIC limits for all accounts.

	Checks

	Section 3.2
	

	All checks, drafts, endorsements, notes, and evidence of indebtedness of the corporation, shall be signed by such officer or officers, agent or agents of the corporation and in such a manner as shall from time to time be determined by resolution of the Board of Directors.  (Article XI, Section 11.2of Bylaws)  At least one Team Coordinator should approve payment.  Checks over $1,500.00 must be authorized by the treasurer or, if not available, a member of the Finance Committee.  Checks must have two signatures as designated by the Board.  These signatures should be from the Board of Directors, Finance Committee, or the Team Coordinators.  At no time should that duty be given to the Finance Manager.

	Loans

	Section 3.3
	

	No loans or advances shall be contracted on behalf of the corporation, and no note or other evidence of indebtedness shall be issued in its name, unless and except as authorized by the Board.  Any such authorization may be general or confined to specific instances and may include authorization to pledge, as security for loans or advances so authorized, any and all securities and other personal property at any time held by the corporation.  (Article XI, Section 11.3 of the Bylaws)

	Contracts

	Section 3.4
	

	The Chair/Co-Chair, Vice Chair, any other officer or Team Coordinators specifically authorized by the Board of Directors, may, in the name of or on behalf of the Corporation, enter into those contracts or execute and deliver those instruments that are specifically authorized by the board.  Decisions needing to be made in a short period are delegated to the Coordinating Committee.  The Coordinating Committee may authorize Team Coordinators to sign contracts on behalf of the Corporation.  These contracts will be reviewed at the next WVCADV board meeting.  Without express and specific authorization of the Board, no officer or agent of the corporation may enter into any contract or execute and deliver any instrument in the name and on behalf of the corporation.  (Article XI, Section 11.4 of the bylaws)

	Bonding

	Section 3.5
	

	The Treasurer and such other officers and employees handling funds for the corporation must be bonded in such amounts as are determined by the Board and at the expense of WVCADV.  (Article XI, Section 11.5 of the bylaws) 

	Audit

	Section 3.6
	

	An audit is required every fiscal year.  The Team Coordinators and Finance Manager shall prepare a request for proposal from local auditors as needed.  At the completion of the audit, the Finance Committee will meet and discuss the audit.  Any response to the audit findings by the Finance Committee must be reported to the board.  Team Coordinators are responsible for implementing any action decided by the board.

	Budget

	Section 3.7
	

	An important tool for Board members, the budget translates the goals of the organization’s strategic plan into numbers.  Board members should compare the allocations reflected in the budget with the priorities stated in the organization’s strategic plan.  The budget for the corporation must be submitted to the Finance Committee by the Team Coordinators to approve prior to submitting it to the full Board of Directors.  

	The Accounting System

	General

	Section 4.1
	

	The accounting system for the WVCADV has been designed to meet the following criteria:

· Assure financial operations are properly conducted;

· Assure financial statements are properly presented;

· Record all financial transactions and maintain financial management system;

· Obtain and sort financial data in ways which facilitates evaluation of the organization’s effectiveness and efficiency; and 

· Generate all necessary reports needed by the Board of Directors, Team Coordinators, funding sources, and government agencies.

WVCADV will follow the principles of accounting set forth by the Financial Accounting Standards Board.  The corporation will use a modified accrual basis for recording income and expenses.  The corporation fiscal year begins on July 1 and ends on June 30.  WVCADV will maintain an accounting information system that is computerized and is readily able to identify separate funding sources and the expenses made from those sources.  

WVCADV will maintain a chart of accounts that identifies accounts based on the budget of the corporation, subject to approval by the Board of Directors.  WVCADV will also maintain a classification listing of its funding sources.  These classifications should be readily identifiable by name and should identify applicable fiscal year cycles.  

	The financial reports of the WVCADV will include the following:

· Budget reports

· Statement of Activities

· General Ledger

· Statement of Financial Position

· Comparison of Budget to Expenses in Percentages and Actual

These reports should be kept for all grant or contract sources and for WVCADV as a whole.  The reports should be generated from the computerized accounting system on a monthly basis and kept in binders for each grant source.  

	Cash Receipts

	Section 4.2
	

	The Office Manager receives all mail.  The Office Manager endorses and stamps the checks for deposit only.  The Office Manager then makes two copies of the checks.  The checks, two copies of each and any attached documentation for the check is then given to the Finance Manager.  

The Finance Manager records the checks in the computerized accounting system and prepares the deposit slips.  A report of the deposits is filed with copies of the deposit slips and copies of the checks and retained in the Finance Manager’s office records.  The checks and deposit slips are then given to one of the Team Coordinators for deposit.  The receipts of the deposits are then given to the Finance Manager to be attached to the record of deposits.  Bank reconciliations are done on a monthly and timely basis.  Bank reconciliations are completed using the computerized accounting system.  Reports are printed and filed in the Finance Manager’s office files.  

	Accounts Payable and Payments

	Section 4.3
	

	Approval from at least one of the Team Coordinators is required prior to any purchase. All staff must use the purchase request form to obtain proper authorization.  Invoices received for payment are passed to at least one Team Coordinator for approval.  The Team Coordinator reviews and stamps the invoice for payment.  The invoice is then passed to the Finance Manager for timely payment.  The Finance Manager using a computerized accounting system writes the check.  The Finance Manager will charge the check off to the accounts set up in the budget of the WVCADV.  The expenditures also need to be charged off to the applicable grant according to the budget of the grants.  Each grant to be charged

	will need to be categorized in the class or project appropriate for the grant on the check using the computerized accounting system.   

There are also payments that occur that originate from the Finance Manager’s office such as tax payments.  If any check is written for over $1,500.00, WVCADV’s Treasurer must authorize the check for payment.  The check and appropriate documentation are given to at least one of the Team Coordinators for review and signatures.  The signed checks are then passed to the Finance Manager for completion of the payment process.  The Finance Manager makes a hard copy of the check and any attached invoices.  The check is then mailed to the appropriate vendor. The Finance Manager maintains the records and supporting documentation of payment.

	Accounts Receivable

	Section 4.4
	

	When monies are owed to WVCADV the Finance Manager is responsible for invoicing the collection of these monies.  If payment is not received on a timely basis the Finance Manger should verbally contact the customer and document the communication.  When payment is received, the invoice copy is pulled, marked paid and attached to the deposit record.  

	Payroll

	Section 4.5
	

	All employees must turn in a timesheet to one of the Team Coordinators for authorization of payment.  The Team Coordinator will pass the original to the Finance Manager to copy and pass the original back to the Team Coordinator for permanent files while keeping copy for the financial records.  Payroll is processed biweekly.
The Finance Manager will process the payroll on the computerized accounting system.  Grants or contracts that are funding the different positions should be charged off to the individual’s salary and benefits at that time by using the appropriate category of classes or projects set up on the computerized accounting system.  The checks are then processed in the same manner as other checks pursuant to guidelines outlined above.  

	The Finance Manager prepares the federal income tax deposit at the time payroll is processed.  Quarterly payroll taxes should be processed on a timely basis to avoid penalties.  The Finance Manager is responsible for preparing W-2’s and the W-3 on a timely basis and delivering it to employees and different controlling agents.

	Grants

	Section 4.6
	

	Grants are written and submitted based on the organization’s state plan.  In collaboration with the Team Coordinators and contracted grant writers, develop the grant proposals that are then submitted to the Team Coordinators for approval.  The Team Coordinators will review awards and plan for the implementation of the grant.  

	The information that is financial in nature and the grant agreement are passed to the Finance Manager for incorporation into the budget for the fiscal year.  Direct expenditures are those made to implement the grant such as renting a location for a meeting.  Indirect expenses are those charged to the grant for general operations of the grant such as charging off a portion of the coalition office lease.  Both types of expenses are approved by the Team Coordinators in a manner consistent with the above controls for expenditures.  The Team Coordinators and Finance Manager complete progress and financial reports received by the grant.  The narrative on the activities involved in the grant is completed by one the Team Coordinators or the coordinator of the project consistent with the reporting requirements of the grant.  The Finance Manager reports on the expenditures from the grant consistent with the requirements of the grants.

The Finance Manager is responsible for keeping a binder on each grant received.  The binders shall contain the following:

· Signed grant agreement

· Budget 

· Budget adjustments 

· Financial correspondence with the grantor

· Copy of checks received from grantor

· Copy of any fiscal reports sent to grantor 

· Copy of check and invoice with a breakdown of line items charged to grant

· Supporting documentation clearly identifying what portion of expenditures are allocated to specific grants

	Staff Reimbursements

	Section 4.7
	

	Reimbursements for staff expenditures shall be made once a month. All employees are expected to retain receipts for items to be reimbursed.  These receipts should be attached to the forms made available to the staff of WVCADV.  Mileage is to be reimbursed at a rate determined by the Board of Directors.  

	

	Bids for Purchases

	Section 4.8
	

	When purchasing furniture, office equipment, or other high costs items or services the person coordinating the project will need to obtain three bids.  It is not necessary to purchase item or service with lowest bid but the cost must be a consideration in purchasing these items.  The bids need to be kept and a narrative or explanation written to explain which bid was selected.  The bids should be retained.

An inventory should be kept of all equipment and furniture purchased by WVCADV.

	Vacation Accruals

	Section 4.9
	

	Each employee is responsible for maintaining his/her benefits pertaining to holidays, vacation, and sick time.  Vacation time accrued is to be paid at the time of termination up to 210 hours.  Holiday and sick time are not a right of reimbursement upon termination.  At least one of the Team Coordinators should review these records periodically.  The Financial Manager in conjunction with the oversight of the Team Coordinator should maintain a copy of these accumulations in separate records accumulating vacation costs and accounting for them in the financial statements of WVCADV
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