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FINANCIAL RULES AND INTERNAL CONTROLS

DISBURSEMENTS

· All disbursements shall be made by check

· All payments in amounts of $1,000 or less shall require one authorized signature.

· All payments in amounts in excess of $1,000 shall require two authorized signatures.

· Members of the Board authorized by the Board shall be the only ones authorized to sign checks

· Evergreen Conservancy funds shall not be used to reimburse any director, officer, volunteer, or staff for an expense incurred on the behalf of Evergreen Conservancy without documentation of the expense and without written or e-mail authorization from the Treasure, President, or Vice President.
· The Board member can not authorize their own reimbursement.

RECIPTS, BANKING AND INVESTMENTS

· The board member assigned (IE. Treasure) shall receive all receipts and prepare and make deposits.

· The bank agreed upon by the board shall be the banking agent for Evergreen Conservancy. All cash receipts shall be made to that bank checking account and all cash disbursements shall be drawn from that checking account.

· The following procedure should be followed for reimbursement: 
· The person making the purchase should use the tax-exempt number when making a purchase. 
· The person requesting the reimbursement should give the treasure the receipt with 1 photocopy. The details of what it was for and the persons name and date should be on the receipt. If the receipt is too small, it should be attached to a blank sheet of paper.
· The person requesting the reimbursement should circle the total amount due and also write down exactly what the purchase was for, IE. “Food & drink for March Membership presentation” or “Photocopying of Winter 2007 newsletter”.

· Treasurer will then write the check.
· The receipt will be reviewed by the financial committee prior to the 10th of the month. The receipt and photocopy, the bank statement and copy of the check register will be sent to the accountant by the 10th of each month.

· The treasure and/or financial committee will assign which funding source the money used to reimburse the expense is coming from. This info is then passed onto the bookkeepers and will show up in monthly expense reports to the Evergreen Board. 

· When bank statements are received, the copy of checks should be placed in a monthly folder with paid invoices/receipts.
· Deposit of receipts should be attached to monthly statements.
· Reimbursement requests should be made a timely manner, as this will help the board to have a more realistic picture of what money we really have on hand and what has already been spent. 

BUDGET AND AUTHORITY TO INCUR OPERATIONAL EXPENSES

· The Board shall approve an annual budget prior to the start of the fiscal year. The Board may amend the budget at any time.

· The president is authorized to bind Evergreen Conservancy to obligations of any amount, provided that the obligations have been provided for in a line item(s) in the annual budget.

BOOKKEEPING AND REPORTING

· Revenue and receipt expenditure (copies of checks and receipts) files shall be maintained by the chair of the finance committee.

· The Treasure shall maintain a journal of all disbursements, receipts and other transactions. 

· The treasure will record bank statements and submit a monthly draft of the treasures report to the financial committee

· The finance committee will review the monthly report against the books, make changes as needed and present the treasures report to the board. 

· The finance committee shall present and maintain an annual budget with semi annual revisions to the full board for approval. The committee will also liaise with the accountant/bookkeeper as needed.

· The finance committee will help other committees complete and maintain their work plans and budget projections. 

· The Board will review the budget semi annually (IE. June – prior to the end of the fiscal year and January).

AUDIT

The Evergreen Conservancy shall have an annual audit completed. The finance Committee shall oversee the Audit. If funds dictate, it will be an internal audit or if funds are more, then the audit will be done by an independent Certified Public Accountant. The finance Committee appointed by the Board shall oversee the Audit. 

GRANTS

Finance Committee is responsible for grant writing and grant management. 

Adopted by the Evergreen Conservancy Board of Directors on                    8/4/07

The mission of the Evergreen Conservancy is to advance the preservation, protection and stewardship of natural, 
cultural, and historical resources in and around Indiana County, Pennsylvania. 
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