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Introduction

This handbook is a working document as a financial policy guide.  Its purpose is to provide guidance to Oklahoma Art Education Association Executive Board and officers in conducting the financial affairs of their offices.  State association policies are subject to application of all applicable state and federal laws.  It is the responsibility of the officers and Executive Board to scrupulously monitor compliance with all such statutes.

1.0 SUGGESTED FINANCIAL POLICIES & PROCEDURES

The Executive Board recognizes its responsibility to maintain stable, secure financial policies that will abide by all state and federal laws, and protect the association’s non-profit organization status.

Association policies should be clearly written for all financial matters such as, but not limited to maintenance of budget accounts, signature authorization, fiscal year and carryover money, federal and state tax exempt status, cash box, banking fees and assessments, securing authorization for investments in savings, savings certificates, money market, or mutual fund accounts, and reimbursements.

1.1.0 TREASURER DUTIES:

The Treasurer will:

1.1.1. Receive and deposit all association monetary funds in the banking institution approved by the Executive Board.

1.1.2. Maintain prudent investments in money market account, or mutual funds approved by the Executive Board.

1.1.3. Disburse funds by check when proper invoices, forms, and receipts have been submitted for reimbursement or payment.

1.1.4. Maintain electronic financial records for the association.

1.1.5. Submit proposed budget to Executive Board prior to the beginning of the next fiscal year.

1.1.6. Submit an Annual Report for publication at the Annual Fall Conference.

1.1.7. Be responsible for all financial reporting as required by law.

1.1.8. Work cooperatively with President as the second reviewer in the monthly reconciliation of all financial records, and the annual preparation of tax records as required by law.

Other Related Policies:

1.1.9. Signatures on all accounts should be changed when required by election results, personnel changes in positions on the Executive Board, or the law.

1.1.10. Signatures for all banking shall be handled during an official Executive Board meeting as required by State and Federal banking laws and Homeland Security laws, with all designated parties present and signing.

1.1.11. An Executive Board member other than the one who makes out the checks must sign checks.  

A) A variation on this could be a two-signature process; ie the treasurer makes out the check and signs it, as well as the treasurer or another designated executive board member.

1.2.0 Treasurer Duties (Bookkeeping)

The Treasurer will:


1.2.1. Serve on the Finance Committee.


1.2.2. Maintain both daily operating expenses and procedures for the association.


1.2.3. Receive and deposit all association funds.

1.2.4. Disburse funds by check as requested with the appropriate receipts, disbursement forms, and                     documentation.


1.2.5. Disburse funds only if they are within the line item budget allowed by the Executive Board.

1.3.0 Annual Conference Duties:

1.3.1. Co-sign Conference account with the Conference Chair(s) and/or President.

1.3.2. Receive and deposit all conference funds.

1.3.3. Disburse funds when approved by the Conference Chair(s) and/or President.

1.3.4. Complete an Annual Conference Financial Report.

Other Related Policies:


1.3.5. For a treasury with few gross receipts, a yearly ‘review’ by a Finance Committee is recommended standard procedure in lieu of an annual audit.  *Audit years usually coordinate with the election of a new Executive Board or during scheduled number of years.

2.0 JOB DESCRIPTION

2.1 TREASURER

2.1.1. Handle all expenditures concerning association funds in collaboration with accounting professionals.

2.1.2. Oversee/facilitate long range financial planning in conjunction with approved professional(s) recommended by the finance committee or Executive Board.

2.1.3. Submit records for financial review including:

A. A written report to be published for the Board Meetings.

B. An in-house financial review during off election years.

C. A written review for audit when required.

2.1.4. Maintain non-profit {501 C3, 501c6} status, and report status annually at Executive Board meetings.

2.1.5. Ensure expenditures within the budget shall not exceed the assets of the organization.

2.1.6. Seek and attend IRS training for non-profit organizations.

2.1.7. Attend Executive Board and general council meetings.

2.1.8. Be bonded along with any other Executive Board or governing council member handling association                   funds.

2.1.9 Transfer funds on any given line item by approval of the Executive Board and notify parties.

2.1.10 Insure all controlling funds have accounts co-signed and supervised by the President.,

3.0 BACKGROUND, QUALIFICATIONS, AND TRAINING

3.1. Any individual in the association who has strong organizational skills, currently manages family finances, has experience using computer spread sheets such as Quicken or Excel, has a record of completing work in a timely and efficient manner, and is willing to devote a great deal of time to the association qualifies for the position of Treasurer.

3.2 The Treasurer must be of sound character, reliable, and, above all, trustworthy.  It is recommended that the associative members actively seek information about these characteristics prior to accepting the nomination of any individual for election as Treasurer.  

3.3. For associations with less than $100,000 in the treasury, careful screening of all financial records and transactions is the least expensive and the most practical course of action regardless of whether the position is appointed, elected, or hired.

4.0 BANKING PROCEDURES

Banks will provide varying checking account options and fees.  Therefore, it is important to review current banking procedures and policies such as; required minimum balances; the association’s frequency of financial transactions; deposit procedures; un-cancelled checks; and any other procedures and polices involved with the banking of association funds.

4.1 ATM cards shall not be approved for use to pay for any conference or association expenses.

4.2 All association accounts shall be in the name of the association.  Conference accounts will specify the conference year or special uses such as scholarship funds, grants, or other uses approved by the Executive Board.

4.3 All association accounts shall have authorized signatures from the President as standard operating procedure.  Additionally, as sound practice, more than one officer should be required to sign all checks.  Conference accounts shall have the additional signature of the Conference Chair(s).

4.3.1 All accounts shall be set up and signed according to state banking and federal homeland security laws.

4.3.2 Association signatures must be updated with association elections and in accordance with state laws.

4.3.3 Consideration should be given to selecting a banking company that is widely available throughout the state or with accessibility to all board members approved to conduct banking for the association.

5.0 PAYMENT/REIMBURSEMENT PROCEDURES

5.1 Bills shall be paid only if submitted with the appropriate disbursement or reimbursement forms that have been filled out properly and include the proper receipts.

5.1.1 The association will provide standardized reimbursement forms.

5.1.2 State Non Profit Associations recommend acceptance of original receipts only.  Copies of receipts can be altered and/or submitted multiple times.

5.2 Payments for disbursements will b made within the year they occur.  Should a member request reimbursement after the year in which it occurred, it will be paid from the current year’s budget, thus reducing the line item from which it is taken for that year.

5.3 The association reimburses for gas receipts only for the Executive Board and others as approved by the Executive Board.  Mileage also may be deducted as volunteer miles on individual tax forms. ( Refer to IRS volunteer mileage laws.)

5.4 Individuals receiving stipends from the association will submit an invoice for their services to the Treasurer for payment as designated by the Executive Board.

6.0 CONFERENCE REGISTRATION AND REIMBURSEMENT

6.1 Conference registration fees and reimbursements should be set into policy within the Oklahoma Art Education Association Policies.

6.2 The association should clearly define and state in the association policy document all policies that apply to registration fees at state and regional conferences for workshop presenters and organizers.

7.0 BONDING AND INSURANCE

7.1 Bonding or insuring the Treasurer is generally recommended if there is more than $100,000 in the treasury at any time during the fiscal year.

7.2 The association shall maintain Liability Insurance as required by state insurance laws.

8.0 REVENUE AND BENEFITS

8.1 The association shall not, in any way, act or engage in activities which might affect its right to full tax exemption or the right of donors to full tax deduction of their contributions to the association.

8.2 The association, if it is licensed as a tax-exempt organization, shall operate so as to entitle all federal and/or state tax exemptions, which may be granted to charitable, scientific, and education associations or foundations.

8.3 The association shall not engage in any other transaction that either directly or indirectly results in such diversion of its revenues.

8.4 Annually, the Executive Board shall determine that revenue has served the operation and stated purpose of the organization as set forth in the Constitution and By-laws.

8.5 The Executive Board shall engage in sensible fiscal management that values carryover of surplus from one fiscal year to the next in order to provide a contingency fund for unexpected expenses and to provide unearned income for the association.

8.6 The Executive Board shall annually review the monetary value of the contingency fund to determine if it is appropriate in the amount and/or duration.

9.0 MAINENANCE OF BUDGET ACCOUNTS

9.1 Upon approval of the annual budget by the association Executive Board and governing officers, it shall be the responsibility of the officer, who is the chair/manager of the program or budgetary line item, not to exceed the monetary amount of their account.

9.2 If any expenses could or will exceed the budgeted amount in a particular account, it shall be the responsibility of that officer member to seek approval as stated in association policy, i.e. Seek approval of Treasurer if the amount is less than $100.00 or governing body (Executive Board) if the amount is over $100.00.

10.0 SIGNATURE AUTHORIZATION

10.1 It shall be the responsibility of the President to represent the association with his/her name and signature on legal and ceremonial documents requiring such authorization and validation.

10.2 It shall be the responsibility of the Treasurer to represent the association with his/her signature on all financial documents and accounts requiring authorization and validation that either the President or Treasurer could sign.

10.3 Documents that the Treasurer shall be authorized to sign on behalf of the association are checks, contracts that involve payments, documents dealing with tax exemptions, or financial institutions relevant to the checking or investment accounts.

10.4 Signatures of association Executive Board representatives shall be authorized to validate contractual agreements between vendors, venues, companies, keynote speakers, presenters, and individuals with association related duties of their office.

10.5 Every election year signature authorizations shall be reviewed and updated.

10.6 In the case of association checking accounts, money market or mutual fund accounts, signatures must be updated to include the current President if the current Treasurer were unable to fulfill this responsibility.

11.0 FISCAL YEAR AND CARRYOVER MONEY

11.1 The fiscal year shall be defined in the association Constitution and By-Laws.

11.2 At the end of the fiscal year, all budgeted accounts shall be closed and the fiscal year budget report shall be finalized.

11.3 The Annual Report shall be published in the association-designated publication. I.e. In the fall or winter journals or newsletters, on the association website, or other means of communication with the membership approved by the Executive Board and Governing Council.

11.4 Until the association, Executive Board, and Governing Council approve the new budget, money remaining in the appropriate accounts will be carried over into the general fund account. 

11.4.1 Requests for reimbursement or payment following the closure of the fiscal year shall be drawn from the new fiscal year budget and charged to the appropriate proposed budget account.

11.4.2 When appropriate, the Executive Board and Governing Council may direct the Treasurer to place the unused money from the previous fiscal year in the money market or mutual fund investments in order to provide financial security for the association.

12.0 FEDERAL AND TAX EXEMPT STATUS

12.1 As a non-profit organiztion with an income tax-exempt status under Section 501 C (3), associations shall remain in compliance with all rules regarding the IR Code Section 509 (a) (2).

12.2 It shall be the duty of Executive Board/Council members to use either tax-exempt status when required or to substantiate the association as a non-profit organization free from tax obligations.

12.3 Association members shall remain in compliance with all rules regarding the State Sales and Use Tax Codes.

12.4 It shall be the duty of Executive Board/Council members to present the State Sales and Use Tax Exempt Certificate when purchasing exempt merchandise or services.

12.5 It is the duty of each association to check with their State Attorney General for State Sales and Use Tax Codes and to make sure their association designees comply with the state regulations for use.

13.0 CASH BOX

13.1 Before placing into service, money in all cash boxes provided by the Treasurer shall be counted by the designated association member(s) to verify the starting cash amount(s) on the form provided by the association.

13.2 Designated association member(s) who are in possession of the cash boxes shall be responsible for the welfare and safe keeping of the boxes and its contents before, during and after sales activities.

13.3 Designated association member(s) who are in possession of the cash boxes shall be responsible to count the contents and write down the total dollar amount on the form provided prior to returning the box (es) to the Treasurer.

13.4 Cash received at a conference or other association-sponsored event must be counted out at the beginning and end of each day.  A “Daily Receipt Recap Sheet” must be signed and dated and deposited that day, or the next morning.  The deposit slip must then be attached to the “Daily Receipt Recap Sheet” and turned into the treasurer or designated party for the official association records.

14.0 BANKING FEES AND ASSESSMENTS

14.1 In the event that all reasonable contacts and mutual negotiations regarding the loss of an association issued check does not result in a positive or mutually agreed upon solution, the following actions regarding stop payment for the issued check(s) shall be implemented:

14.1.1 Upon determination of probable cause, culpability, responsibility, and circumstance and after consultation with the President of the association, the total current bank fee for stop payment shall be assessed to the person, business, institution, or organization who whom an association check was issued and stop payment action was required.

14.1.2 The party to whom the check was issued shall be assessed this fee by reducing the amount of the re-issued check by the amount of the stop payment bank fee debited to the association.

14.1.3 If the amount of the original check is equal to or less than the stop payment fee, a check will not be reissued.

14.2 In the event that all reasonable contacts and mutual negotiations regarding an insufficient funds check is issued to the association does not result in a positive or mutually agreed upon solution, the following actions regarding the fee assessed to the association for checks received with insufficient funds shall be implemented.

14.2.1 Payment of banking fee assessed to the association for returned deposited check due to insufficient funds shall be the accountability of the person, business, institution, or organization responsible for writing the check.

14.2.2 After 30 days following first contact, the outstanding payment together with the insufficient funds fee shall be subject to the current annual finance charge (fee) as established by credit card companies or banking institutes.

14.3 In the event that all reasonable contacts and mutual negotiations regarding late payment to the association does not result in a positive or mutually agreed upon solution, the following actions regarding the annual finance charge on late payments shall be implemented:

14.3.1 After 30 days following first contact, the outstanding payment shall be subject to an annual finance charge of some specified amount (i.e. 12%).

14.3.2 The current annual finance charge shall be added to the outstanding bill and compounded monthly until the outstanding bill has been paid.

15.0 DEFINITIONS: IRS TERMS/FORMS

15.1. 501c3:  Exemptions Requirements

To be tax-exempt as an organization described in IRC Section 501©(3) of the Code, an organization must be organized and operated exclusively for one or more of the purposes set forth in IRC Section 501 ©(3) and none of the earnings of the organization may inure to any private shareholder or individual.  In addition, it may not attempt to influence legislation as a substantial part of its activities and it may not participate at all in campaign activity for or against political candidates.  

The organization must not be organized or operated for the benefit of private interests, such as the creator or the creator’s family, shareholders of the organization, other designated individuals, or persons controlled directly or indirectly by such private interests.  No part of the net earnings of an IRC Section 501 © (3) organiztion may inure to the benefit of any private shareholder or individual.  

IRC section 501 ©(3) organizations are restricted in the amount of political and legislative (lobbying) activities they may conduct.  

16.0 WEBSITE RESOURCES

E-letter, plain-English summaries Answer Your Questions Here:  www.nonprofitissues.com
Information on 501C3:  http://www.irs.gov/publications/p557/inddex.html
VL MBA Glossary:  www.ventureline.com/glossary-N.asp
17.0 IRS FORMS AND DUE DATES

www.irs.gov/formspubs/lists
Form W9 Request for Taxpayer Identification number.


This is the form to garner information like address, SS # from conference presenters, vendors, everyone who will receive a check from the association.  Also this form provides the information necessary for completing the 1099.  These are kept on file for reference should they be requested by the IRS.  These need to be updated semiannually.

Form 990 Return of organization exempt from income tax


Organization Income tax return.  It is recommended that a professional CPA prepare this form.


Due May 15th
Form 1096


Form used to tell the IRS how many 1099 forms have been issued.  


Due February 28 following the end of the year.

Form 1099 misc.


To notify the IRS that you have paid $600 or more in any given calendar year mailed to the IRS by Feb. 28.  Not necessary to send to a corporation.  Must be mailed to the recipient by Jan. 31st following the end of the calendar year.
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