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Treasurer’s Guide 

The staff of San Marcos Chamber of Commerce is always available to assist the Treasurer in this vitally important role. The information in this guide is intended to provide selected basic information to provide an overview of the Chamber’s financial operation.  Please do not hesitate to ask any questions of staff or our financial consultants at any time. Please treat this information with confidentiality and use it for the the intended purpose of more effective governance and financial management.

Bank Information and Contacts:

Wells Fargo Checking Account Number XXXXXXXXXXX

Key Contact: Jason Chesser (Account Manager) 

123 North Edward Gary St

San Marcos TX 78666

Home Office Phone - (800) 225-5935

Local (Jason) (512) 753-3226

Fax - (512) 396-7672

Wells Fargo Savings Account (Technical Improvement FD) Number XXXXXXXXXXX Key Contact: Jason Chesser (Account Manager) 

123 North Edward Gary St

San Marcos TX 78666

Home Office Phone - (800) 225-5935

Local (Jason) (512) 753-3226

Fax - (512) 396-7672

Wells Fargo Savings Account Number XXXXXXXXXXX
Key Contact: Jason Chesser (Account Manager) 

123 North Edward Gary St

San Marcos TX 78666

Home Office Phone - (800) 225-5935

Local (Jason) (512) 753-3226

Fax - (512) 396-7672

Legal Counsel:
The Law Offices of W. Bailey Barton, PLLC

165 S. Guadalupe, Suite 150

San Marcos TX 78666

Phone: 512 396 5234   (Note: Retainer paid by trade for membership)
Name and Address of Current CPA Firm:

(The organization is required to prepare a Form 990 Information Tax Return and a 990T

Unrelated Business Income Tax return with the IRS each year. The Board may select any public accounting firm, in good standing with the Texas Board of Public Accountancy, to conduct the required annual audit and to prepare the tax return. The Chamber’s bylaws and Finance Committee Policy specify procedures for selecting the CPA firm.)

Cook, Gola & Company

ATTN: Leann Gola (Ph 512 828 6321)

14100 San Pedro, Ste 530

San Antonio TX 78232
Phone 210 495 4424

Fax: 210 495 7747
Financial Audits

Annually, the board of directors will contract with a Certified Public Accounting firm to

conduct an audit in accordance with Generally Accepted Auditing Standards for a nonprofit activity. The President and the Treasurer will recommend an auditor to the board of directors for

approval. A copy of the audit shall be provided to the office file, Treasurer, and the board

of directors. At the option of the board chair, an audit committee may be appointed

to oversee the process.

Fiscal Year

The fiscal year is October 1 through September 31.

Accounting

An accrual basis of accounting will be used.  Generally accepted accounting standards for the Chamber (a nonprofit activity) are the same as for a for-profit business activity.  The standards for nongovernmental, nonprofit activities are not the same as for governmental activities.

Check Signing and Bill Processing:

Check Signing and Withdrawal Authority:

Individuals who are authorized to sign checks currently include the Board-designated staff (currently only the President, and may not be the bookkeeper), Treasurer, Incoming Chair and Chairman of the Board.  Designated Finance Committee members.  Current Board policy requires two authorized signatures for all checks over $xxxx, and checks for less than $xxxx require only one authorized signature.  The Treasurer is required to review and update the authorized signatures  annually.  It is critical that checks be signed and distributed quickly to avoid harming the organization’s credit and relationships with suppliers.

Bill Processing:
Bills (invoices) processing procedures are intended to ensure that all obligations of the Chamber are paid as soon as possible, but only after verifying that the service or goods to be paid for were (a) ordered by an authorized agent of the Chamber, (b) received, (c) the goods or service meet the required quality and specifications, and (d) payment is due.

All bills are referred to the responsible supervisor who verifies the item(s) or service were ordered by an authorized agent of the Chamber, have been received, and meet all quality requirements.

The responsible supervisor assigns the proper account to be charged, without regard for any other factor than which account received the goods and service.

The bookkeeper verifies the supervisor’s responsibilities have been performed, and enters the transaction into the accounting system. 

The bookkeeper verifies that the bill is due, the checking account has a balance sufficient to cover the check, and prepares the check, attaches the supporting documents, and distributes the check for signature(s).   After obtaining the necessary signatures, the bookkeeper distributes the check to the payee.

All CVB checks are sent to the Chamber President for signature.

Note:  Some suppliers require/allow their bills to be paid by electronic drafts on the checking account.  Chamber policy is to use these drafting opportunities to the maximum extent possible, to minimize the cost of supplies and time, and to ensure the obligations are paid as required.  The drafts are reviewed and approved individually by the staff member authorized to sign checks.

Check-Writing Schedule:

Checks are prepared and distributed throughout the month on an as needed basis.

Merchant Card Services (Visa/MC/AMEX/Discover)

For the convenience of the chamber members and to boost event attendance, the Chamber accepts credit card payments. All credit card payments are processed through the organization’s merchant service account.

Use of Chamber Credit Cards:

Selected staff members are authorized use Chamber credit cards to allow them to conveniently pay for authorized Chamber expenses. Most of the credit card charges relate to travel expenses; however, the cards are necessary because some vendors required immediate payment. The balance of the cards are paid each month, and each individual purchase is charged to the applicable account.  In accordance with board policy, no officers or members of the board have organization credit cards.

Access to Accounting Information by Staff:

Only a limited number of employees have access to the Chamber’s financial records.

Unused checks and accounting files are kept in a locked cabinet.

Financial Statement Schedule:

Bank account reconciliations are completed by the in house accountant as the bank statements are received, usually around the first of the month. The financial statements along with the bank reconciliation must be reviewed and approved by the President of the Chamber before the statements are released to the board.  The statements are usually available in the second week of the month.  

 Financial Statements

The financial statements required by GAAP consist of three reports: the Statement of Financial Position, the Statement of Revenues and Expenditures, and the Statement of Cash Flows. Other special purpose financial reports will be prepared as requested by the President, Finance Committee, or Board.  A word of caution in using financial statements, no one bit of financial data is conclusive proof of anything.  Financial statements and the data therein should not be used instead of subjective judgment; the financial reports and the data therein should be used as indicators of possible need for further analysis or explanation.

Statement of Financial Position:

This statement gives the balances of the asset, liabilities, and equity accounts as of a specific date. The primary purpose of the statement is to identify the financial resources and obligations of the Chamber as of the date of the statement.  The dollars for the fixed assets do no represent the market value or estimated resale value of the assets; the dollars are the original cost to the Corporation.

Statement of Revenue and Expenses:

This is a report of the revenues EARNED and financial resources (expenses) consumed during the statement’s period.  The purpose of the statement is to compare the revenues and expenses of the period without regard to when the revenues were collected or expenses paid. The statement may compare the revenues and expenses to the budgeted amounts, but that is not required for GAAP.

Statement of Cash Flows:   

This is the statement which reports all the cash receipts and disbursements which occurred during the stated period, without regard to when they were earned or the items paid for were received.  The receipts and disbursements include operating items as well as non operating items such as long term loan and capital asset transactions.

Document Retention:

The office maintains file storage space in the building as well as a rented long-term storage facility. This facility has a heavy duty locking roll-up door and is well lit at night. All financial records and their supporting documents are maintained in accordance with requirements of the IRS (current year plus three) and as needed by management and audit requirements.

Insurance Coverage  

The insurance coverage needed to protect the Chamber’s assets is purchased from a locally reputable agency knowledgeable of the chamber and the needs of a non-profit organization’s coverage.

Agency :  Benchmark Insurance

Address: 225 W.Hopkins

Phone: (512) 754-2700

Owner: Scott Burton

Policy on Non-Dues Income

The activities in which the Association and its committees engage do generate non-dues

income which further the association's objectives and functions, and shall not be in conflict

with the association's bylaws, policies, mission or vision statements. Non-dues income

shall not add risk to the organization. Examples of non-dues revenue include interest, advertising, sponsorship, education, registration, and trade show income.

Budgeting

The budget should be the current plan for all financial activities.  The President through the Treasurer develops and prepares an annual operating budget to be presented to the board of directors. The board of directors then accepts and/or amends the budget. The process is started about 90 days prior to the start of the new fiscal year. The board of directors may amend the budget during the fiscal year.  The budget should consist an Operating Budget and one for non operating activities, i.e. long term debt and fixed asset transactions.  Key budgeting policies include the following:

· Request for modification of the budget should be initiated promptly when it becomes evident that the plan will vary significantly from the circumstances which existed or were projected when previously approved.  

· Significant deviations from the budgeted amounts for major areas in the budget will not be permitted without advance approval.  The time for this control is before payment is required, not at the time payment is due.

· Managers are responsible for compliance with the totals applicable to their areas of responsibilities; relatively minor over and under variances from budgeted amounts on individual line items are permissible and expected. 

· The reliability of all data used in the comparison of the budget to actual result is crucial to making informed management and oversight decisions.  Therefore all employees are responsible for ensuring that each expense and revenue item is charged to the account whose name best describes the service or goods received.  In other words “bucket filling” is prohibited and will be dealt with as any other falsification of Corporation records.    

Membership Report – Annual Meeting

It is the responsibility of the Treasurer ensure that a financial report is published annually, which shall include a breakdown of revenues and expenses.   The auditor’s certified financial statements and other financial prepared by management meet this requirement. 

Public Records

If anyone requests a copy of the organization’s Form 990 Federal Information Return, the

President and Treasurer shall be notified. All such requests should be in writing, and the cost to copy and mail the report may be charged.  The IRS requires that the last

three years of federal tax returns, the IRS letter of determination, and the IRS application

for tax-exempt status be made available to any person making the request. Members of

the board receiving an inquiry must advise staff of the request on the same day the

inquiry is received.

Reimbursement of Board and Employee Expenses

Board members may be reimbursed for documented and authorized chamber related expenses paid by a member. Written requests for reimbursement along with required documentation should be submitted promptly to the President. Personal expenses, e.g., travel of member spouses, are not reimbursed.  Reimbursement for personal auto use is based on mileage at the rate specified by the IRS for the year.  Reimbursement is not made for damage, loss, repairs to the vehicle, or the insurance deductible because a portion of the IRS mileage rate is for those items. 

Investments

The Treasurer and President, in accordance with the Investment Policy and Objectives,

will be responsible for determining where and when money will be invested based on

current investment advice, degree of financial stability of the Association, liquidity

demands and available funds. The President may make account changes upon

authorization and specific direction of the Treasurer and/or board president.

Investment Policy and Objectives

The objective of the investment program is to obtain the maximum possible return on

organization funds while assuring adequate protection of invested assets. Because

the Chamber is a non-profit organization, investments should not be used for 

speculation. It must be 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; Operating fund, Reserve fund and Cash and Investment categories.

The Operating Fund

Purpose - To provide sufficient cash flow to meet the short term financial obligations.

Objectives – Liquidity, preservation of capital.

Maturity - Limited to one year or less.

Allowable Investments - Checking accounts in federally insured banks and Savings &

Loans; Money Market Funds which invest in government back securities; Federally-

Insured Certificates of Deposit.

The Reserve Fund for Designated Purpose(s) 

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.

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.

Insurance Coverage – Descriptions

General Liability Coverage

This is typically the "core" coverage for a nonprofit activity. The most common occurrence covered by the policy is "slip and fall." Depending on the extent of the general liability coverage purchased, commercial general liability insurance may provide coverage for a wide range of negligent acts, which result in bodily injury, personal injury, advertising injury or property damage to a third party. It does not cover damage to property under your control.

Directors and Officers Liability Coverage

The key distinction with directors and officers’ liability is that it is intended to cover wrongful acts that are "intentional" as opposed to "negligent." This is because directors and officers insurance is designed to cover actions and decisions of the board of directors. These actions may be in error and wrong, but they are, nonetheless, "intentional" acts. Most other types of insurance do not cover "intentional" acts. Among the items a good directors and officers’ policy should include is broad coverage for all types of employment related actions, including wrongful termination, harassment, discrimination, failure to hire, etc. It should also pay defense costs as they are incurred, not on a reimbursement basis.

Employee Dishonesty – Fidelity Bond

This covers loss resulting directly from one or more fraudulent or dishonest acts committed by an employee whether acting alone or in collusion with others. Losses due to employee dishonesty are different from other losses making it difficult to determine the amount of insurance to carry. Loss of unrecorded assets could result from the following activities: theft from a cash register; pocketing money for which a receipt has not been given; padding of expense accounts; overcharging of fees for services; and walking off with assets.

Liquor Liability Coverage

Definition:  Depending on the extent of the liquor liability coverage form, this insurance may apply to claims resulting from selling, serving, or furnishing alcoholic beverages. "Host liquor liability" coverage is provided in most commercial general liability coverage forms, and some nonprofits buy stand alone liquor liability coverage when the argument can be made that they are in the business of selling, serving, or furnishing alcoholic beverages. 

Meeting or Event Cancellation Coverage

Definition: Covers the loss of revenue or expenses due to a cancellation, curtailment, postponement or abandonment of an event due to civil disturbance, strike, weather or fire, for example.  It may cover moving to an alternative premises, postponing or abandoning an event.

Policy may cover the extra expense of the normal costs to conduct the event in order to continue the normal operations of the show or meeting. Evaluate the risk and need (or not) for such insurance.  Especially important – event insurance due to weather related incidences. If an outdoor event depends on good weather – event cancellation coverage is a must.
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