XXXXXXX CHAMBER OF COMMERCE

FINANCE POLICY AND PROCEDURES

All members and staff are bound by the policies herein.

SUBJECT 1:  
Annual Audit

1A.   Finance Committee Responsibilities
The finance committee provides independent oversight of the Chamber accounting and  financial reporting, and oversees the Chamber’s annual external audit.  The committee recommends financial policy to the board.
The committee shall consist of at least three members.  The Chamber President will also serve on the audit committee and any subcommittees  in an advisory capacity.
Responsibilities of the committee are:

     a.  Recommendation of audit firm for confirmation by the Board of Directors

     b.  Oversee the work of the outside auditors

     c.  Review Chamber internal controls for their effectiveness

     d.  Present the audit result to the full Board of Directors 

     e.  Help provide financial literacy to all Board members
     f.  Advise the Board of Directors on all financial policies and procedures.

1B.  CPA Firms (Engagement Letter)
The Chamber shall be audited annually and it shall be the policy of the Finance Committee to review the draft of the audit prepared by the CPA firm before it is sent to the Board of Directors for approval to ensure it covers matters important to management.  

The annual audit report will be reviewed at the Board of Directors’ meeting following the date when Finance Committee concludes its review.  
1C.  CPA Firms (Selection of Firm)
It is the policy of the Chamber to use a CPA firm in good standing with the Texas State Board of Public Accountancy, selected to perform the annual audit and prepare a report thereof.  The contract for the annual audits will not exceed a three year period.
At the end of this period, the Chamber’s treasurer with the assistance of Chamber staff will send a request for proposal (RFP)  to all member CPA firms, and make a recommendation to the Board of Directors for final selection.  The currently contracted CPA firm may also submit a proposal for consideration, and may be selected for the new contract period.  
Additionally, the contract awarding the audit to the CPA firm for a three year period will have a clause allowing the Chamber to contract with another firm before the end of the contract period if the current firm provides unsatisfactory service (as determined by the Board) or if the financial condition of the Chamber precludes, in the opinion of the Board, the expense of a full audit.

SUBJECT 2:  Bank Reconciliation
Bank statements will be given to the in-house accountant who will reconcile all accounts to the bank statements.  The Chamber President shall review the accountant’s reconciliations to ensure they are performed properly, timely, and to identify any irregularities.  
SUBJECT 3:  Bid/Purchasing Requirements

Bids will be requested for supplies, printing services, event services and equipment when in the judgment of the President, such bids are necessary and practical.  Whenever feasible, these items will be purchased from Chamber members.  As a practical guideline, Chamber member prices can be selected as long as they are not more than 110% of non-member prices.  Executive Committee approval is needed for all unbudgeted supplies and equipment costing over $xxx.  It is not necessary to accept the lowest bid, if justification can be provided upon request to the Finance Committee for this decision.  Use of electronic means to get Finance Committee approval for bids is authorized.  Events may or may not be bid, based upon President’s discretion, due to the size or appropriateness of the facility matching the needs of the event. If the product or service are not purchased from a Chamber member, the staff is authorized to purchase at the optimum price and value.   Contractual arrangements will be signed by the Chairman of the Board or President.  
SUBJECT 4:  Cash Receipts

It is the policy of the Chamber that all mail is to be opened by the Receptionist Office, at which time a list of all checks and/ or cash is prepared.  The checks, credit card receipts, and cash are then turned over to the bookkeeper for the preparation of the deposit and posting to the accounting records. The in-house accountant (who has no signing authority) reconciles the bank statements to the accounting records. (See Bank Reconciliations)
SUBJECT 5:  Investment Policies

5A.   Investment Locations

The Treasurer and Chairman of the Board, in accordance with the Investment Policy and Objectives, will be responsible for determining where and when money will be invested/deposited based on current investment advice, degree of financial stability of the Chamber, liquidity demands and available funds. The Chamber President may make account changes upon   authorization and specific direction of the Treasurer and/or Chairman of the Board.  Whenever feasible, funds will be held in Chamber member financial institutions in which deposits are Federally insured.  

5B.  Investment Policy and Objectives

The objective of the investment program is to obtain the optimal return on Chamber funds while assuring adequate protection of invested assets. Because the Chamber is a non-profit organization, investments will not be used for speculation. It is recognized, however, that all investments carry with them some degree of risk, not only as to the safety of the principal itself, but also with regard to the inflationary erosion which occurs from failure to achieve an adequate return on invested assets. The Investment Policy segregates funds into two categories; the Operating funds and the Restricted Use funds.
The Operating Fund

Purpose – To provide sufficient available cash flow to meet the financial obligations as they become due. 

Objectives – Liquidity, preservation of capital.

Dollar Limit - 15% of annual revenue.
Maturity - Limited to one year or less.

Allowable Investments – 1) Checking accounts in federally insured financial institutions; 2) Money Market Funds which invest in government backed securities; 3) Federally-

Insured Certificates of Deposit.

The Restricted Use Funds, as designated by the Board of Directors
Purpose - To improve the return on funds held for expenditure over the next one to five

years, while managing investment risk.

Objectives - Preservation of capital; Liquidity; Optimize investment return within a one to five year time frame.

Dollar Range - Amount necessary to overcome any expected cash flow deficiencies for the next three years as well as an amount to cover an unexpected association needs. Maturity - From one to three years.

Allowable Investments - FDIC insured Money Market Accounts; Money Market Funds which invest in government back securities; Federally-Insured Certificates of Deposit.;

Direct Obligations of the U.S. Government.

Prohibited Investments - Corporate notes with a minimum rating of investment grade by

one rating service.; Corporate Securities; Private Placements; Letter Stock; Derivatives;

Securities from issuers which have filed for bankruptcy; Commodities or commodity contracts; Short sales; Margin transactions; Option trading; any speculative investment activities.

5C.  Investment or Excess Funds Policy

It is the policy of the Chamber that excess funds as determined by the Finance Committee may be invested in money market accounts or certificates of deposit in federally insured financial institutions.
The Chamber President is charged with responsibility of monitoring the amounts invested and the rates of return.
SUBJECT:  Corporate Credit Card Policy

It is the policy of the Chamber to give designated management employees the use of a company credit card.  The credit card will have limits as determined by the Board.  Employees must turn in all receipts promptly after each purchase (with the appropriate information attached, including the account number to charge) to the bookkeeper in order to record the charges on the credit card statement.  Use of Chamber credit cards for personal expenditures is not permitted, except in unusual circumstances, for which the employee will promptly reimburse the Chamber.
Expenses to be substantiated by adequate records that include the following: 
     a.  Amounts

     b.  Date

     c.  Place

     d.  Business purpose

     e.  Names of persons entertained

     f.  Chamber account number(s) to charge

Membership Reward Points are the property of the Chamber.

The monthly account balance is to be paid in full at least monthly.  Any exception to this policy must be approved by the Chairman and Treasurer and documented in writing.

Employees will immediately advise the credit card company as soon as possible after they become aware that their card has been lost or stolen.  
SUBJECT:  Donated Property/Contributions to the Chamber of Commerce (excluding foundations)
It is the policy of the Chamber to advise a donor that the donated property/contribution is  not eligible for a charitable deduction by the donor.
SUBJECT:  IRS FORMS (Form 990)
It is the policy of the Chamber to allow public access to IRS Form 990.

This access will be provided at the Chamber’s headquarters at a time mutually agreeable between the Chamber and the individual requesting the inspection.  Individuals requesting copies of Form 990 must pay all costs for production and delivery of the copies, including employee time to produce the copies.  A Log of Form 990 Inspections will be maintained by the Chamber’s Bookkeeper.  The Chamber President should be informed promptly of any inquiries made (email notification is sufficient notice).
It is the policy of the Chamber to deny requests to inspect IRS Form 990-T (Exempt Organization Income Tax Return – required for unrelated business income subject to income tax) as it is, by law, confidential information.

SUBJECT:  Member/Public Access to Records

It is the policy of the Chamber to allow members to inspect the following records of the Chamber:

●
Audited and Unaudited Financial Statements
●
IRS Form 990 (Return of Organization Exempt From Income Tax)

These records are available at the Chamber’s headquarters to be reviewed at a mutually agreed time.  The Chamber’s Bookkeeper will remain in the presence of the individual(s) requesting access to this information or will assign available staff to perform this function.
SUBJECT:  Surplus Capital Property
If there is any capital property of the Chamber deemed to be surplus it will be advertised for sale in Chamber print or electronic publications or donated to an appropriate charitable cause in the community.  All of the disposed property will be reported individually to the Board.
SUBJECT: Reimbursement for Chamber Expenses 
It is the policy of the Chamber to reimburse its representatives for all necessary and appropriate costs incurred while on Chamber business, as approved by the President.

Receipts for all travel, lodging, meals and miscellaneous expenses must be presented for reimbursement or for comparison with credit card statement if using a corporate credit card.  The request must identify the Chamber account number(s) to which the reimbursements are to be charged.
The IRS requires all expense reimbursements to provide substantiation of the expenses by adequate records that include the following:
     a.  Amounts

     b.  Date

     c.  Place

     d.  Business purpose

     e.  Names of persons entertained
     f.  Business relationship of persons entertained

     g. Employee requesting reimbursement
Mileage allowance for use of employee’s personal automobile is the current standard amount allowed by the IRS.  The mileage allowance rate is determined by the IRS and is meant to cover gas, use of the vehicle, and wear/tear on the vehicle, insurance and maintenance.  As a result, these items are not reimbursable.  The Chamber is not responsible for repair or replacement of any vehicle damaged or lost while being used for Chamber purposes.
Mileage documentations should consist of a record of starting and ending destination and total miles traveled.  Documentation should also indicate date and business purpose of travel.  
Employees receiving an automobile allowance will not also be reimbursed for mileage in the region that is a normal part of the job.  On out of town trips over 120 miles, employees may be reimbursed for the use of a rental vehicle and for gasoline used during the trip.  These expenses should be compared to the cost of travelling by air and the most appropriate form of transportation should be used.

Economy or Coach Class is to be used for all domestic flights in North and Central America, plus any other international flight.  

Cancelled or unused tickets will be refunded to the Chamber of Commerce.  

The Chamber will pay for excess baggage fees relating to equipment or items that are a necessary part of a business trip. 

SUBJECT: Budget Changes

It is the policy of the Chamber that when significant assumptions or facts have changed since the annual budget was approved by the Board, that any necessary budget revisions be recommended by the President to the Finance Committee. 

A request for modification of the budget should be initiated promptly when it becomes evident that the plan will vary significantly from the circumstances that existed or where projected when previously approved.

Significant deviations in expenditures from budgeted amounts for major areas in the budget will not be permitted without advance approval.  
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