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Accounting Records
· The accounting records of the Arizona Higher Education Loan Authority (AHELA) are maintained on the accrual basis of accounting under Generally Accepted Accounting Principles and accordingly reflect all significant receivables, payables, and other liabilities.

· The AHEAL reports information regarding its financial position and activities according to three classes of net assets: unrestricted net assets, temporarily restricted net assets, and permanently restricted net assets, as recommended by Financial Accounting Standards Board in its Statement of Financial Accounting Standards (SFAS) No. 117, Financial Statements of Not-for-Profit Organizations.

· AHELA considers all highly liquid investments with an initial maturity of three months or less as cash equivalents.
Student Loans Pledges, Donations and Other Receivable 

· Pledges, contributions and other receivables are stated at the unpaid balances, less an allowance for doubtful accounts. AHELA provides for losses on these receivables using the allowance method. The allowance is based on experience, industry knowledge, and other circumstances, which may affect the ability of donors to meet their obligations. Receivables are considered impaired if full principal payments are not received in accordance with the contractual terms. It is the Museum’s policy to charge off uncollectible receivables when management determines the receivable will not be collected.
· Pledges receivable over periods greater than one year are discounted and recorded at present value based on a discount rate established at the time of donation by the Executive Director.  The discount is amortized over the life of the pledge.  

· Donated marketable securities and other noncash donations are recorded as contributions at their estimated fair values at the date of donation.  Unless otherwise directed by the Board of Directors, the Museum will sell any donated marketable securities as soon as practical.
· Donations are reported as increases in unrestricted net assets unless the donor has restricted the donation to a 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 contributions. Absent donor stipulations regarding how long those donated assets must be maintained, the Museum reports expirations of donor restrictions when the donated or acquired assets are placed in service as instructed by the donor. The Museum reclassifies temporarily restricted net assets to unrestricted net assets at that time.
· Contributions that are restricted by the donor are reported as increases in unrestricted net assets if the restrictions expire (that is, when a stipulated time restriction ends or purpose restriction is accomplished) in the reporting period in which the revenue is recognized. The reporting period is the Museum’s fiscal year beginning September 1 and ending August 31.  All other donor-restricted contributions are reported as increases in temporarily or permanently restricted net assets, depending on the nature of the restrictions. When a restriction expires, temporarily restricted net assets are reclassified to unrestricted net assets and reported in the Statement of Activities as net assets released from restrictions.
· Unconditional promises to give are recognized as revenues in the period received and as assets, decreases of liabilities, or expenses depending on the form of the benefits received. Conditional promises to give are recognized only when the conditions on which they depend are substantially met and the promises become unconditional.
· Donated services are recognized as contributions in accordance with SFAS No. 116, Accounting for Contributions Received and Contributions Made, if the services (a) create or enhance nonfinancial assets or (b) require specialized skills, are performed by people with those skills, and would otherwise be purchased by the Museum. 
Expenses: 

· Directly identifiable expenses are charged to programs and supporting services. Expenses related to more than one function are charged to programs and supporting services on the basis of periodic time and expense studies. Management and general expenses include those expenses that are not directly identifiable with any other specific function but provide for the overall support and direction of the Museum.
Capital Assets

· All acquisitions of property and equipment in excess of $1,000 and expenditures in excess of $1,000 for repairs, maintenance, renewals, and betterments that materially prolong the useful lives of assets are capitalized. 
· Depreciation is provided over the estimated useful life of the assets on a straight-line basis.

The employees and Board of Directors of the Phoenix Family Museum will:
· Act with honesty and integrity, avoiding actual or apparent conflicts of interest in personal and professional relationships.

· Provide information that is accurate, complete, objective, relevant, timely and understandable.

· Comply with rules and regulations of federal, state, local governments and other appropriate private and public regulatory agencies.

· Act in good faith; responsibly; and with due care, competence, and diligence, without misrepresenting material facts or allowing one’s independent judgment to be subordinated.

· Respect the confidentiality of information acquired in the course of one’s work except when authorized or otherwise legally obligated to disclose.  Confidential information acquired in the course of one’s work will not be used for personal advantage.

· Share knowledge and maintain skills important and relevant to other Museum employee’s and director’s needs.

· Proactively promote ethical behavior as a responsible partner among peers, in the work environment, and in the community.

· Achieve responsible use of and control over all assets and resources employed or entrusted.

Museum Code of Conduct:

· The Museum, its employees, and Board of Directors must, at all times, comply with all applicable laws and regulations.  The Museum will not condone the activities of employees or directors who achieve results through violation of the law or unethical business dealings.  This includes any payments for illegal acts, indirect contributions, rebates, and bribery.  The Museum does not permit any activity that fails to stand the closest possible public scrutiny.

· All business conduct should be well above the minimum standards required by law.  Accordingly, employees and directors must ensure that their actions cannot be interpreted as being, in any way, in contravention of the laws and regulations governing the Museum’s operations.
· Employees and directors uncertain about the application or interpretation of any legal requirement should refer to the matter to the Executive Director or a member of the Board of Directors, who, if necessary, should seek legal advice.

General Employee and Director Conduct:

· The Museum expects its employees and directors to conduct themselves in a businesslike manner.  Drinking, gambling, fighting, offensive swearing and similar unprofessional activities are strictly prohibited while on the job.  An exception to this restriction is participation by employees and directors at Museum sponsored or authorized events or meetings which serve alcohol and/or have charitable gambling as part of the event.

· Employees and directors must not engage in sexual harassment, or conduct themselves in a way that could be construed as such, for example, by using inappropriate language, keeping or posting inappropriate materials in their work area, or accessing inappropriate materials on their computer.

Conflicts of Interest:

· The Museum expects that employees and directors will perform their duties conscientiously, honestly, and in accordance with the best interests of the Museum.  Employees and directors must not use their position or the knowledge gained as a result of their position for private or personal advantage.  Regardless of the circumstances, if employees or directors sense that a course of action they have pursued, are presently pursuing, or contemplating pursing may involve them in a conflict of interest with the Museum, they should immediately communicate all of facts to the Executive Director or a member of the Board of Directors.
Outside Activities, Employment and Directorships:

· All employees and directors share serious responsibility for the Museum’s good public relations, especially at the community level.  Their readiness to help with religious, charitable, educational, and civic activities brings credit to the Museum and is encouraged.  Employees and directors must, however, avoid acquiring any business interest or participating in any other activity outside the Museum that would, or appear to:

· Create an excessive demand upon their time and attention, thus depriving the Museum of their best efforts.
· Create a conflict of interest – an obligation, interest, or distraction – that may interfere with the independent exercise of judgment in the Museum’s best interest.

Relationships with Contributors, Clients, and Suppliers:

· Employees and directors should avoid investing in or acquiring a financial interest for their own benefit in any business organization that has a contractual relationship with the Museum, or that provides goods or services, or both to the Museum, if such investment or interest could influence or create the impression of influencing their decisions in the performance of their duties on behalf of the Museum.  This is not to prevent relationships with contributors, clients, or supplies that are beneficial to the Museum, but all such relationships should be fully disclosed to the Executive Director and the Board of Directors.

Gifts, Entertainment, and Favors:

· Employees and directors must not accept entertainment, gifts, or personal favors that could influence, or appear to influence, business decisions in favor of any person or organization.  This includes people or organizations that currently, or are likely to, have business dealings with the Museum.
Kickbacks and Secret Commissions:

· Regarding the Museum’s activities, employees and directors may not receive payment or compensation of any kind, except as authorized under the Museum’s remuneration policies.  In particular, the Museum strictly prohibits the acceptance of kickbacks and secret commissions from suppliers or others.  Any breach of this rule will result in immediate termination and prosecution to the fullest extent of the law.

Museum Funds and Other Assets:

· Employees and directors who have access to Museum funds in any form must follow the prescribed procedures for recording, handling and protecting these funds as detailed in the Museum’s Policies and Procedures or other explanatory materials.  The Museum imposes strict standards to prevent fraud and dishonesty.  If employees or directors become aware of any evidence of fraud and/or dishonesty, they should immediately advise the Executive Director or a member of the Board of Directors so that the Museum can promptly investigate further.

· When an employee’s or director’s position requires spending Museum funds or incurring any reimbursable personal expenses, that individual must use good judgment on the Museum’s behalf to ensure that good value is received for all expenditures.
· Museum funds and all other assets of the Museum are for Museum purposes only and not for personal benefit.  This includes the personal use of organizational assets, such as computers. 
Museum Records and Communications:

· Accurate and reliable records of many kinds are necessary to meet the Museum’s legal and financial obligations and to manage the affairs of the Museum.  The Museum’s books and records must reflect in an accurate and timely manner all business transactions.  The employees and directors responsible for accounting and record keeping must fully disclose and records all assets, liabilities, or both, and must exercise diligence in enforcing these requirements.
· Employees must not make or engage in any false record or communication of any kind, whether internal or external, including but not limited to:

· False expense, attendance, production, financial, or similar reports and statements.

· False advertising, deceptive marketing practices, or other misleading representations.

Prompt Communications:

· In all matters relevant to donors, suppliers, government authorities, the public and others regarding the Museum, all employees and directors must make every effort to achieve complete, accurate and timely communications – responding promptly and courteously to all proper requests for information and to all complaints. 

Privacy and Confidentiality:

· When handling financial and personal information about donors, grantors, customers, suppliers or others with whom the Museum has dealings, observe the following principles:

· Collect, use, and retain only the personal information necessary for the Museum’s business.  When ever possible, obtain any relevant information directly from the person concerned.  Use only reputable and reliable sources to supplement this information.

· Retain information only for as long as necessary or as required by law.  Protect the physical security of this information.

· Limit internal access to personal information to those with a legitimate business reason for seeking that information.  Use personal information only for the purposes for which it was originally obtained.  Obtain the consent of the person concerned before externally disclosing any personal information, unless legal process or contractual obligations provides otherwise.

The polices for use of the Museum’s computers are as follows:

· The Executive Director, or other employee designated by the Executive Director, is in charge of Information Technology for the Museum.

· Use of the Museum’s computers is limited to business use to limit exposure of the system to threats and viruses.

· Employees may not display inappropriate images or words, such as sexually explicit materials, ethnic slurs or racial epithets, or retain such information on their computers. 

· Employees may not access Internet games, radios, movies and other forms of electronic entertainment as these use considerable bandwidth and may contain spyware and adware.

· Only software licensed by the Museum may be installed and used on the Museum’s computers.  Installation may only be performed by personnel or suppliers authorized by the Executive Director.

· Employees are advised that no electronic information is private and all information on the Museum’s computers, or accessed through the computers, is available to the Museum’s management and under court order.

· Instant messenger services are prohibited as an unnecessary security risk that may carry viruses.

· The Executive Director, or an employee designated by the Executive Director, must authorize who can service or work on computers and who can purchase computer software and hardware. 

· The Museum’s computer system must perform a daily update of antivirus software.  This can be accomplished automatically or by an employee designated by the Executive Director performing the daily task.

· Employees are restricted from changing computer settings or overriding security features.

· Employees will not sign up for junk or group e-mails with permission from the Executive Director.  This permission may be given for the type of allowable group e-mail and does not need to be provided on an individual sign-up basis.

· Employees may not connect with the Museum’s computer system from a remote location without prior approval of the Executive Director.

· Employees must use computers is limited to legal activities and use only.

· Employees may not store private or personal information on Museum computers.
Control Objective:  

To provide a tool to assist management in meeting short range operational goals, long range capital goals, and plans for specific projects or programs.  Cash management procedures are integral to the budgeting process.

Responsible Parties:

Executive Director and Board of Directors, or their authorized committee – prepare an annual Museum budget and budgets for identified projects or fundraising events.
Procedures:
· The Executive Director and the Board of Directors, or their designated committee, are responsible for preparing and adopting an annual budget by _______________ of each year.  Revisions to this budget greater than 10% for an individual expense require the approval of the Board of Directors, or their designated committee.
· Develop written guidelines for the preparation of budgets for the Museum as a whole, individual departments or areas, and specific projects.

· The Executive Director and the Board of Directors use the budgets as an analytical tool to compare actual results to budgeted expectations.  Significant differences should be explained.

Cash Management Procedures:

· The Executive Director and Board of Directors, or their designated committee, will establish an investment and spending policy (see policy at _____________).
Control Objective:  

To ensure cash is properly safeguarded, deposited to the bank timely, disbursements are properly authorized and controlled, and cash transactions are recorded accurately and timely in the accounting records.

Responsible Parties:

See employees designated in the cash receipts or cash disbursements procedures.

Procedures:

· All responsible parties are required to take vacations.  During these vacations, the Executive Director or other assigned staff person will perform all aspects of the vacationing employee’s job.   If a part-time employee does not receive and take vacation time, the Executive Director or other assigned staff person will periodically perform all aspects of the job as a cross training exercise.

· Bank statement reconciliations are performed timely within two weeks of receiving the bank statements.  All unopened bank statements will be given to the outside accountant for reconciliation.  The following are completed in conjunction with the bank statement reconciliation:

· Comparison of deposit dates and amounts in the accounting records to the dates and amounts on the bank statement.

· Review of bank transfers between accounts to determine that both bank account transactions were properly posted.

· Investigation of items rejected by the bank, for example, deposited checks or collection items charged back by the bank because of insufficient funds.  

· Comparison of checks numbers, dates, payees, and amounts to the information recorded in the accounting records.

· Check number sequences are reviewed and any missing check numbers are investigated.

· Review of canceled checks for authorized signatures.
· Review of canceled checks for irregular endorsements.
· Checks outstanding over 60 days are researched and stop payments are issued after 90 days.

· Review and reconciliation of bank statement is noted by the outside accountant by dating and signing the reconciliation.

· The Board of Directors will approve both an annual and specific event budgets.  Actual contributions and event or other revenues will be compared to budgeted expectations.  Variances will be reviewed to understand any significant differences from budget.

· All employees who handle cash are bonded or otherwise insured.

Control Objective:  

To ensure petty cash disbursements and replenishments are authorized and properly recorded in the accounting records.

Responsible Parties:

Petty cash custodian – maintains petty cash accounting and safeguards and controls disbursement of funds.
Executive Director – oversight of procedures and directs periodic surprise counts of the petty cash.
Procedures:  

· Management has established a maximum petty cash amount of $200 based on the needs of the Museum for small payments or reimbursements.  
· The original distribution to set up the petty cash account is recorded as petty cash on the general ledger. 

· Petty cash should not be used in place of proper planning and requests for known upcoming expense.  The following list is the expected use of petty cash; any exceptions require approval of the Executive Director.  Petty cash is authorized for the following expenses:
· food purchases for office events or meetings,
· payment of bus drivers, and
· small emergency office supply purchases.
· A petty cash distribution to an employee to cash a personal check or as a temporary distribution of funds (secured by the employee’s check) is prohibited.

· Cash on hand is assigned to a responsible staff member and kept in a locked, fire resistant box.

Responsible party:                   Administrative Assistant

· All petty cash disbursements will be made only with the submission of purchase receipts (if a receipt exists) and a signed request form.  

· All receipts submitted should be cancelled or marked as paid.

· Disbursements from petty cash are recorded by the custodian on a petty cash reconciliation form (see example at               ).
· Disbursement from petty cash should comply with controls established for cash disbursements (see additional procedures at cash disbursements).

· Before the petty cash fund is exhausted, the responsible party will submit a petty cash reconciliation form and all receipts and reimbursement request forms for replenishment of funds. The petty cash account should be reimbursed at least monthly to timely record expenses in the accounting records.  The petty cash funds on hand should not be less than approximately $40.
· A check written payable to petty cash is used to replenish funds.  All disbursements from petty cash are recorded in the accounting records (Quick Books) when the check is written to replenish the petty cash.  No amounts are posted to the petty cash account unless the total amount of the petty cash fund is increased or decreased.
· Surprise counts of the petty cash funds should be conducted periodically, as directed by the Executive Director.

Segregation of duties:

Due to the limited number of staff, the petty cash custodian also posts entries to the accounting records.  The small of amount of petty cash on hand and the associated entries are not material to the operations of the Museum and there is limited risk associated with these conflicting duties.  Management understands this risk and feels the risk to the Museum is limited.

Additional controls are achieved in this area as follows:

· review and approval procedures established in the cash disbursements process for reimbursements to petty cash,

· oversight by the Executive Director,

· periodic surprise cash counts, and

· monthly review of all accounting entries by an outside accountant.

Control Objective:  

To ensure cash receipts are properly safeguarded, deposited in the bank timely, and recorded accurately and timely in the accounting records.  To prevent loss or theft of Museum assets, to minimize the opportunity for loss of assets, and to detect if a loss has occurred.
Responsible Parties:

Administrative Assistant – receives, opens, and processes mail; makes deposits and records deposits in the accounting records (Quick Books).
Pledges/Receivables Manager – maintains records of donations and pledges received and receivable and updates donor data base (Blackbaud).  Sends pledge notices and receipts to donors.
Community Liaison/Fundraising Manager – maintains records of amounts receivable and received on individual grants and restricted contributions.
Executive Director – oversight of procedures and analysis and review of monthly financial statements
Board of Directors – oversight of procedures through analysis and review of monthly financial statements
Procedures:  

· Cash and checks received in the mail are opened and processed by the Administrative Assistant.  The following steps are completed in this process:
· checks are stamped “for deposit only” when received, and
· checks are photocopied with a copy maintained with the deposit documentation, a copy given to the Pledges/Receivables Manager to record in the donor data base, and a copy of any grant or restricted donation checks to the Community Liaison/Fundraising Manager.
· Maintain a master file or binder of the following:  

· Quick Books print out of the deposit detail, 
· check photocopies, 
· copy of the deposit slip, and

· bank deposit receipt.

· Deposit checks on a daily basis, if possible, or at a minimum twice weekly.  Any checks held and not deposited should be secured in a locked, fire resistant file.

· The Community Liaison/Fundraising Manager will maintain a record of all grant funds received, by individual grant, including date funds are received, amount, and any remaining funds receivable.

· A thank you letter or other receipt will be provided to the donor for all donations and pledges received.  See procedures in Pledges Receivable and other Donations for any additional procedures performed by Pledges/Receivables Manager for cash receipts.  
· Record the deposit in the accounting records (Quick Books).  

· List individual checks and/or cash by the donor and amount.  

· Determine whether the amount received is a new donation or a payment toward a prior commitment already recorded in the accounting records.

· Donor restrictions are noted and properly documented by the responsible employee.

· Access to cash receipts records is limited to those with approval for logical access to the information.

· Administrative Assistant

· Executive Director

· Outside accountant

· Complaints from donors or granters will be resolved by the Executive Director, Community Liaison/Fundraising Manager or Pledges/Receivables Manager as they are not part of the direct processing and recording of cash receipts.
· See additional procedures in the General Cash Procedures and Policies Section.

Segregation of duties:

Due to the limited number of staff, the Administrative Assistant opens the mail and posts cash receipts to the accounting records.  The controls listed below are adequate to compensate for these conflicting duties and to reduce the risk of incompatible duties to an acceptable level.  Management understands this risk and feels the risk to the Museum is limited.

Additional controls are achieved in this area as follows:

· oversight by the Executive Director;
· unopened bank statements are opened and reconciled by the outside accountant;
· the Pledges/Receivables Manager reconciles the donation revenues and amounts receivable recorded in the accounting records to the information recorded in the donor data base on a monthly basis;
· the Community Liaison/Fundraising Manager reconciles the grant revenues and amounts receivable recorded in the accounting records to the information recorded in granter files and records on a monthly basis;
· complaints from donors or granters are resolved by the Executive Director, Community Liaison/Fundraising Manager or Pledges/Receivables Manager as they are not part of the direct processing and recording of cash receipts;
· comparison and analytical review of cash receipts to budget expectations by the Executive Director and the Board of Directors; and the
· monthly review of all accounting entries and the bank account reconciliations by an outside accountant.

Control Objective:  

To ensure cash disbursements are properly authorized and recorded accurately and timely in the accounting records.  To prevent loss or theft of Museum assets, to minimize the opportunity for loss of assets, and to detect if a loss has occurred.

Responsible Parties:

Administrative Assistant – prepares invoice packages and checks for approval and signature.

Executive Director – oversight of procedures; review of invoice packages and authorization for disbursements; analysis and review of monthly financial statements; and comparison of actual expenses to budgeted expenses.
Board of Directors – specific Board of Directors members are designated with signing authority, review of invoice package and authorization for disbursements.   The Board of Directors provides oversight through analysis and review of monthly financial statements and comparison of actual to budgeted expenses.
Procedures:  

· All disbursements are made by check, including payroll, except for those allowed through petty cash.  Any wire transfers or other electronic payments are made by the Executive Director.  The same approval procedures used for cash disbursements by check should be followed or electronic payments to venders.
· Access to cash disbursement records is limited to those with approval and logical access to the information.

· Administrative Assistant

· Executive Director

· Outside accountant

· The following is performed for safeguarding checks:

· prenumbered checks are used (in numerical order),
· checks printed in error are voided on the face of the check and saved with other canceled checks,
· the Administrative Assistant stores unused checks in a secure locked space, and
· any missing checks will be researched by the Administrative Assistant and resolution will be communicated to the Executive Director.  Resolution will be reviewed by outside accountant.
· The following signatures are required to authorize distributions:

· The Executive Director may sign checks less than $__________________.

· Designated members of the Board of Directors may sign checks less than $______________.

· Two signatures are required (either two members of the Board of Directors or the Executive Director and one member of the Board of Directors) for all disbursements greater than $1,000.

Check preparation procedures:

· A check request form is prepared for all disbursements (see example of form).    The form includes the following information:
· date requested

· date needed

· payee (vender)

· amount

· address of payee (if new or changed)

· telephone of payee (if new or changed)

· tax ID# of payee (if new or changed) – required for 1099 reporting at year-end

· expense account to be charged, and
· classification of the expense (program, fund raising, grant, etc.)

· The Administrative Assistant prepares the invoice package for approval.  The invoice package includes:

· original invoice or purchase order request – all invoices are marked as paid or otherwise noted as processed on the face of the invoice,
· receiving documents, if purchase was shipped to the Museum,
· completed check request form, and the
· unsigned, printed check.
· No late fees, interest charges or other additional charges will be paid without the approval of the check signer(s).
· The Administrative Assistant will review the invoice and check the mathematical accuracy of the amounts on the invoice and the total of the invoice.
· Payments will be made from original invoices only, not from monthly statements, unless the statements are reconciled to the individual invoices.  If the original invoice is missing, a copy should be requested from the vender.

· A copy of any disbursements against restricted grants or contributions is given to the Community Liaison/Fundraising Manager to be recorded on the individual grant or restricted contribution disbursement records.

· An approved vender list should be established and approved by the Executive Director.  Payments should be made only to approved venders. The Executive Director must approve the addition of any new venders.  
· The Executive Director should review the approved vender list twice a year and cancel any venders no longer used.

· All payments to employees must be approved by the Executive Director.  Payments to the Executive Director must be approved by a member of the Board of Directors.

· Check signers will review supporting documents, confirm vendor names and amounts printed on checks, and sign checks.

· The invoice package is returned to the Administrative Assistant for processing and mailing payments.

· All invoice packages are filed by vender in order of the date of payment.

· The following are prohibited:

· checks signed in blank, without a payee or amount,
· checks signed that are payable to bearer or cash (except for petty cash reimbursement checks), and
· checks countersigned in blank, without a payee or amount.

· The issuance of a manual (hand written) check is to be used only in rare situations and must be approved by the Executive Director.

· Complaints from venders will be resolved by the Executive Director or another employee (other than the Administrative Assistant) designated by the Executive Director.

· The Board of Directors will approve both annual and event budgets.  Actual expenses will be compared to budgeted expectations.  Variances will be reviewed to understand any significant differences from budgeted.

· See additional procedures in the General Cash Procedures and Policies.

Segregation of duties:

The controls listed above are adequate segregation of duties and there is limited risk in incompatible tasks completed by the Administrative Assistant.  Management understands this risk and feels the risk to the Museum is limited.

Additional controls are achieved in this area as follows:

· oversight by the Executive Director,
· unopened bank statements are opened and reconciled by the outside accountant,

· the Community Liaison/Fundraising Manager reconciles the grant and restricted contribution expense recorded in the accounting records to the information recorded in grant and restricted contribution files on a monthly basis;

· complaints from venders are resolved by the Executive Director.

· comparison and analytical review of cash disbursements to budget expectations by the Executive Director and the Board of Directors, and the
· monthly review of all accounting entries and the bank account reconciliations by an outside accountant.

Control Objective:  

To ensure employees are paid appropriate, approved amounts for actual work performed and salaries and related taxes or benefits are properly calculated, recorded, and remitted on a timely basis
Responsible Parties:

Executive Director – responsible for hiring, approval of time sheets, employee review and advancement.
Administrative Assistant – responsible for calling in the hours worked to Paychex (outside payroll processing firm).

Procedures:
· Executive Director interviews and hires all staff.  
· Each employee completes the employee packet of forms including:

· application/personal information sheet

name and address

social security number

date of birth

proof of citizenship

date of hire

· Federal withholding form W-4

· state withholding form A-4

· proof of citizenship form I-9

· Executive Director reviews all forms for completeness and notifies Paychex of the new employee, sending copies of forms to PayChex, as required.

· Executive Director must authorize all changes to payroll or employee status and must personally notify PayChex.

· All personal forms should be maintained in employee files, in the possession of the Executive Director.

· Requests for vacation and/or sick/personnel time need approval by the Executive Director.  

· Any unused vacation at fiscal year end will be accrued as a liability, based on the Museum’s policies for use and accumulation of vacation time.

· For each time period (payroll is paid on the 15th and 30th of the month), all employees will prepare and sign a time sheet showing hours worked on a daily basis.  

· All time sheets will be reviewed and approved by the Executive Director.  Any overtime needs to be approved in advance by the Executive Director.

· The Administrative Assistant will check the mathematical accuracy of the time sheets and call in the payroll period hours to Paychex.

· The Paychex reports for each payroll will be opened and reviewed by the outside accountant, then recorded in the accounting system.

· All required payroll reports are filed by Paychex.

Segregation of duties:

The controls listed above are adequate segregation of duties and there is limited risk.  Management understands this risk and feels the risk to the Museum is limited.

Additional control is achieved in this area as follows:

· oversight and approval of all areas by the Executive Director,

· processing and oversight of legal requirements by a professional payroll firm, and
· review and posting of all payrolls by the outside accountant.
Control Objective:  

To ensure grant funds and restricted contributions are properly recorded, collected and monitored on a timely basis.  To ensure that restricted grant funds and contributions are used for the purpose intended and any reporting requirements for grants are met on a timely basis.
Responsible Parties:

Community Liaison/Fundraising Manager – monitors all grant and restricted contribution transactions (receipt, collection, and expenses) and prepares required reports for granting agencies.

Administrative Assistant – records entries in the accounting records and provides the Community Liaison/Fundraising Manager with copies of all grant funds received and/or expenditures against grant funds.  
Executive Director – oversight of procedures and review of proper recording and reporting for grant funds received and expended.
Procedures:

· Community Liaison/Fundraising Manager informs the Administrative Assistant when the Museum is notified of the award of grant funds or restricted contributions.  

· Community Liaison/Fundraising Manager maintains the grant or restricted contribution documents in individual files including:

· grant application,
· budget submitted with application,
· grant or restricted contribution requirements,
· summary sheet of grant/contribution cash receipts and expenditures allocated against the grant/contribution,
· amounts and dates funds will be received on the grant if all funds are not received in one distribution prior to expenditures,
· disbursement requests, if filed, with the granting agency,
· reports filed as required under the grant/contribution.
· The Community Liaison/Fundraising Manager will maintain a tickler file of due dates for payments and reports to ensure payments are received and reports are filed on a timely basis.

· The Community Liaison/Fundraising Manager will copy the Administrative Assistant with any distribution requests or notices of distribution from grants/restricted contributions.

· The Administrative Assistant will record any amounts due under grants when the grant is made or when disbursement requests are filed with the granting agency.  These funds will be recorded in the accounting records as accounts receivable and grant or contribution revenue.  A classification will be set up for individual grants and restricted contributions that require tracking income and expense by grant/contribution.

· The Administrative Assistant will notify the Community Liaison/Fundraising Manager of any amounts recorded in the accounting records as due and not received within 15 days.

· The Community Liaison/Fundraising Manager will follow up with granting agencies within 30 days of the due date on any amounts not received when due.

· The Administrative Assistant will notify the Community Liaison/Fundraising Manager and the Executive Director of any amounts more than 30 days overdue.

· The Executive Director will review the grants receivable on a monthly basis and determine if any allowance for doubtful collection is required on a past due grant.  The Executive Director will notify the Administrative Assistant to record any required allowance for doubtful collection.
· Complaints from donors or granters will be resolved by the Executive Director.

· Grants and donors will be published in the Museum’s journals, newsletters, programs, website, etc.

· Records are kept by the Community Liaison/Fundraising Manager of any gifts contingent on future events, such as bequests, and periodically reviews these contingent contributions to determine if they can be recorded in the accounting records because the contingency has been met.
· Restrictions that lapse at a specific time or at the occurrence of a specific event are monitored by the Community Liaison/Fundraising Manager to ensure that resources are appropriately used and accounted for in the accounting records. 

· The Board of Directors will approve an annual budget and budgets for specific events or grants.  Actual revenues and expenses will be compared to budgeted expectations.  Variances will be reviewed to understand any significant differences from budget.

Segregation of duties:

The controls listed above are adequate segregation of duties and there is limited risk.  Management understands this risk and feels the risk to the Museum is limited.

Additional control is achieved in this area as follows:

· oversight by the Executive Director,
· complaints from granting agencies are resolved by the Executive Director,
· amounts receivable, received or expensed are recorded in the accounting records and reconciled by the Community Liaison/Fundraising Manager to the grant/contribution records, and 

· monthly review of all accounting entries by an outside accountant.

Control Objective: 
To ensure contributions and fund raising event revenues are properly recorded, collected and monitored on a timely basis.  To ensure that restricted contributions are identified and used for the purpose intended.

Responsible Parties:

Pledges/Receivables Manager – monitors all pledges, contributions, and fundraising event revenues; prepares required reports for the Board of Directors; and receives, solicits and acknowledges contributions.
Administrative Assistant – provides the Pledges/Receivables Manager with copies of all funds received and deposited for reconciliation with the donor data base information; records contributions and pledges in the accounting records.
Community Liaison/Fundraising Manager – monitors and assures compliance with restricted contributions.

Executive Director – oversight of procedures and review of proper recording of contributions and fund raising event revenues.

Procedures:

· The Board of Directors, or their designated committee, must approve any formal fund raising, capital campaign, or other solicitation activities.  The Executive Director must review and approve the wording on any solicitations, promotional information for events or drives, or other formal fund raising materials to ensure the wording meets the legal requirements and the purpose of the contribution or pledge complies with the intent of the Board of Directors.
· The Pledges/Receivables Manager will provide the amount, donor name, schedule of payments and other relevant information to the Administrative Assistant when the Museum is notified a pledge or contribution.  The Manager will provide the same information to the Community Liaison/Fundraising Manager for restricted contributions. (See Grants, Restricted Funds and Related Expenditures procedures) 

· If the contribution is restricted, the Administrative Assistant will set up a restricted classification when the contribution is recorded in the accounting records to document expenses processed under the terms of the restriction.

· Pledges/Receivables Manager will write thank-you letters to donors for all contributions or event participation.  These acknowledgment letters will reflect all information required to conform to IRS rules. The following information must be included in a donor acknowledgment letter:
· the amount of cash and a description of the contribution or pledge,

· description of any non-cash or other property contributed
· a description is listed for non-cash contributions but not value of the contribution, except the value determined by the donor may be shown as the valuation per the donor, if requested, 
· a statement about whether the Museum provided any goods or services in return for the contribution, and
· a description and an estimated value of the item provided if the Museum provided something in return for the contribution. Goods or services with a nominal value can be ignored for this disclosure requirement. 

Note:  No disclosure is required if (a) the value of the portion that represents a benefit to the donor is not more than $80 or 2% of the payment, whichever is less, or (b) the benefit is a token item, such as a mug or tee shirt, bearing the nonprofit Museum’s name or logo, the contribution is $40 or more, and the cost of all benefits to the donor in a year is $80 or less.  As a best practice the Museum will show the value of any items provided, since the total value to a donor may not be known until the end of the year.
· The Pledges/Receivables Manager will maintain the donor data base and donor files  (by donor name) including:

· pledge and contribution documents,
· donor’s name,
· amount of pledge or contribution,
· any donor restrictions or designated use of the contribution,
· amounts and dates funds will be received on the pledge (if all funds are not received in one contribution),
· communication with donors regarding pledges and contributions, and the
· copy of the donor thank you letter or receipt.
· The following information is required for any amounts received from donor’s and charged to a credit card:

· credit card form signed by the donor (if possible),

· if approval is verbal, document the person giving the approval, who received the information for the Museum, and the date and amount,
· type of credit card,

· credit card number and expiration date,

· the donor’s name as shown on the credit card, and
· the donor’s billing address, including zip code, for the credit card.

· Receipts or thank you letters are to be sent to donors for all credit card charges, whether it is for an ongoing pledge or a one time contribution.

· The Pledges/Receivables Manager will maintain a tickler file in the donor data base of pledge due dates to ensure payments are received on a timely basis.  Donors will receive a notification of amounts due from the Pledges/Receivables Manager no later than ten days before the due date.
· The Administrative Assistant will record any amounts due under pledges or contributions receivable when the commitment is made by the donor.  These funds will be recorded in the accounting records as pledges or accounts receivable and contribution revenue.  If the contributions are related to a specific fund raising event, a classification will be set up to track the contributions by the event.
· For pledges receivable, the Executive Director will establish the discount rate for pledges payable over more than one year.  The Administrative Assistant will record the appropriate discount for new pledges receivable as computed by the Executive Director.  The Executive Director may designate this task to the outside accountant.
· A schedule will be prepared and maintained of pledges receivable, the discount rate applied to the pledges, the applicable discount, and the annual adjustments to the discount.

· The Administrative Assistant will notify the Pledges/Receivables Manager of any amounts due but not received within 30 days.

· The Pledges/Receivables Manager will follow up with contributors within 30 days of the due date for any unpaid amounts.

· The Administrative Assistant will notify the Pledges/Receivables Manager and the Executive Director any amounts more than 60 days overdue.

· The Executive Director will review the pledges and contributions receivable on a monthly basis and determine if any allowance for doubtful collection is required on past due commitments.  The Executive Director will notify the Administrative Assistant of any amounts to record to the allowance for doubtful collection.
· Complaints from contributors will be resolved by the Executive Director.

· Contributions will be published in the Museum’s journals, newsletters, programs, website, etc.

· A monthly reconciliation will be performed by the Pledges/Receivables Manager of the pledges and contributions received and receivable in the accounting records to the amounts recorded in the donor data base.  

· The Executive Director (and the Board of Directors for amounts greater than $5,000) must approve the acceptance of any in-kind or other non-cash donations before such donations are accepted by the Museum.  Donations not considered appropriate or of value to the Museum will not be accepted.

· The Executive Director and/or the Board of Directors will approve an annual budget and budgets for any special events.  Actual amounts will be compared to budgeted expectations.  Variances will be reviewed to understand any significant differences from budget.

Segregation of duties:

The controls listed above are adequate segregation of duties and there is limited risk.  Management understands this risk and feels the risk to the Museum is limited.

Additional controls are achieved in this area as follows:

· oversight by the Executive Director and Board of Directors,

· complaints from granting agencies are resolved by the Executive Director,
· amounts receivable, received or expensed are recorded in the accounting records and reconciled by the Community Liaison/Fundraising Manager and the Pledges/Receivables Manager to independent records in the donor data base and to grant/contribution records, and 

· monthly review of all accounting entries by an outside accountant.

Control Objective:  

To ensure the Museum’s capital assets are safeguarded and properly recorded in the accounting records.  
Responsible Parties:

Administrative Assistant – records the purchase as a capital asset addition in the accounting records.

Executive Director – approves capital purchases, provides oversight of procedures and reviews proper recording of capital assets.

Procedures:

· The Board of Directors will prepare a capital budget in conjunction with other organizational budgeting.  Inclusion of a capital item in the budget serves as approval for the acquisition.
· Asset acquisitions greater than $1,000 will be recorded in the accounting records as capitalized assets.   Items less than $1,000 will be expenses as acquired.

· The following procurement guidelines will be followed:
· procurements will be made from approved venders;
· bids or costs will be solicited from at least 2 to 3 venders for purchases greater than $5,000;
· the quality of the assets will be determined and whether the assets selected are appropriate for the intended purpose.

· Prepare a purchase/check request for the asset (see cash disbursements procedures).  Obtain approval of the purchase from the Executive Director.

· Attach a tag or sticker to the asset showing the name of the Museum and the asset number of the item.
· Maintain a list of all assets used in operations, whether capitalized or expensed, that includes the following information:
· description of the asset,
· serial/tag number,
· location of the asset,
· cost or value at time of acquisition,
· date acquired,
· funding source, if applicable,
· restrictions on use or disposal of the asset,
· date asset was retired or disposed, and the
· amount received from any sale of the asset.

· The Executive Director, or a designated employee, will perform an annual inventory of major assets to assure all items are in use and held by the Museum.  Any assets not in use will be assessed to determine if the value of the assets needs to be written down or written off in the accounting records.

· The Executive Director will determine that all major assets are safeguarded from loss and properly insured. 

· Any donations of capital assets greater than $5,000 must be approved prior to acceptance by the Executive Director and the Board of Directors.  See procedures in Pledges, Contributions and Donations.
·  Use proper IRS guidelines to establish the estimated useful lives for each asset and record depreciation based on this determination.   The Museum will consult with the outside accountant to establish the estimated useful life of an asset.

· See procedures in Cash Disbursements that would also apply to purchases of Capital Assets.

Segregation of duties:

The controls listed above are adequate segregation of duties and there is limited risk.  Management understands this risk and feels the risk to the Museum is limited.

Additional controls are achieved in this area as follows:

· oversight by the Executive Director and Board of Directors,

· annual inventory of major assets,

· cash disbursement procedures are following for any purchases of assets,

· procurement guidelines for major purchases, and 

· monthly review of all accounting entries by an outside accountant.

The Museum will prepare the following annual filings:

· Arizona Corporation Commission Report

Filing is due annually on: December 20
· Charitable Organization Financial Statement Report with the Az. Secretary of State

Filing is due annually on: September 30

· Federal and State of Arizona Income Tax Returns

Filing is due annually on:  February 15 (if not extended)
· Note:  All payroll reporting is completed for the Museum by outside payroll company (Paychex).

· Subject to approval of the Executive Director, employees are entitled to reimbursement for ordinary and necessary business-related expenses. Reimbursement requests should be submitted to the Executive Director on an Employee Expense Report Form.  Receipts documenting expenditures for amounts of $25 and above must be attached to receive reimbursement.  Receipts for items under $25 should be included if available. The Museum expects that you will apply the utmost discretion when incurring expenses on its behalf. The spending philosophy applicable to expense reimbursements is to treat the Museum’s funds as if they were your own.  All reimbursement requests must be submitted within 60 days of the expense.

· Mileage in excess of your normal commuting mileage to and from the office will be reimbursed at the maximum rate allowed by the Museum, which is the current IRS rate. For example, assume your normal drive to and from the office is 20 miles. On a particular day, you drive a total of 30 miles to attend a seminar without going to the office. You will be reimbursed for only the 10 miles over and above the commuting base mileage.

· Overnight travel is reimbursable, if approved by the Executive Director; your trip is essential; and it takes you more than 60 miles from your home (120 miles for the round trip). Deviations from this guideline may be permitted in cases of inclement weather or other unique circumstances, if approved in advance by the Executive Director. Nonluxury lodging, reasonable meal costs, and telephone calls will be reimbursed. The lodging facility must be approved by the Executive Director.   If a seminar or event is held at a specific facility, lodging may be obtained at that facility in conjunction with the event.  Expenses of a personal nature are typically not reimbursed.

· If you fly on Museum business, you are expected to use the most economical fare (first class travel is prohibited) available without creating an unreasonable personal hardship.

· Rental cars are discouraged in favor of public transportation, where available. If public transportation (shuttle bus or other transportation from the airport to your lodging) is not available, a rental car can be approved.   You are expected to use the most economical rental car agency without creating an unreasonable personal hardship.

· If a travel advance is needed, the request should be received by Accounting no later than seven days before the scheduled business trip. 

