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RE: FINANCIAL MANAGEMENT AND RESTRICTED FUNDS POLICY OF [ORGANIZATION LEGAL NAME]

1. PURPOSE AND SCOPE

1.1 Purpose: This policy establishes the financial management standards, internal controls, and restricted fund administration requirements of [ORGANIZATION LEGAL NAME] to ensure accurate, complete, and transparent stewardship of all organizational assets.

1.2 Scope: This policy applies to all employees, officers, directors, volunteers, contractors, and agents who handle, approve, record, or have access to organizational funds, accounts, or financial records.

1.3 Effective Date: This policy is effective as of [POLICY EFFECTIVE DATE] and supersedes all prior financial management policies of the Organization.

1.4 Conflict with Law or Grant Terms: Where this policy conflicts with applicable law, regulation, or the terms of a restricted grant or contract, the more restrictive requirement shall govern, and the Policy Owner shall document the conflict at [CONFLICT DOCUMENTATION LOCATION].

2. DEFINITIONS

2.1 Restricted Funds: Funds donated or granted for a specific purpose, program, time period, or use as designated by the donor or grantor.

2.2 Unrestricted Funds: Funds available for general operating purposes at the discretion of the Board of Directors.

2.3 Temporarily Restricted Funds: Funds subject to donor-imposed stipulations that will be met by actions of the Organization or the passage of time.

2.4 Permanently Restricted Funds: Funds subject to donor-imposed stipulations that neither expire by passage of time nor can be fulfilled by actions of the Organization.

2.5 Designated Funds: Unrestricted funds set aside by Board action for a specific purpose, which may be undesignated at the Board's discretion.

2.6 Segregation of Duties: The separation of authorization, custody, and recordkeeping functions among different individuals to reduce the risk of error or fraud.

2.7 Chart of Accounts: The official listing of all general ledger accounts maintained at [ACCOUNTING SYSTEM NAME].

3. ROLES AND RESPONSIBILITIES

3.1 Board of Directors: The Board is responsible for approving this policy, approving the annual budget, reviewing financial statements, and providing oversight of the Organization's financial affairs.

3.2 Treasurer: The Treasurer, [TREASURER NAME], is responsible for reviewing monthly financial reports, chairing the Finance Committee, and reporting to the Board at [BOARD REPORTING FREQUENCY].

3.3 Executive Director: The Executive Director, [EXECUTIVE DIRECTOR NAME], is responsible for implementing this policy, managing day-to-day financial operations, and ensuring compliance with donor restrictions.

3.4 Finance Committee: The Finance Committee, chaired by [FINANCE COMMITTEE CHAIR NAME], is responsible for budget review, financial policy oversight, and recommending financial actions to the Board.

3.5 Bookkeeper/Accountant: The Bookkeeper/Accountant, [BOOKKEEPER NAME OR FIRM NAME], is responsible for recording transactions, reconciling accounts, and preparing financial reports.

3.6 Authorized Signers: The individuals authorized to sign checks and approve disbursements are [AUTHORIZED SIGNER 1 NAME AND TITLE], [AUTHORIZED SIGNER 2 NAME AND TITLE], and [AUTHORIZED SIGNER 3 NAME AND TITLE].

4. BANKING AND CASH MANAGEMENT

4.1 Authorized Bank Accounts: The Organization shall maintain its funds only in accounts approved by the Board at [FINANCIAL INSTITUTION NAME], Account Number [ACCOUNT NUMBER], and at [SECOND FINANCIAL INSTITUTION NAME], Account Number [SECOND ACCOUNT NUMBER].

4.2 Check Signing Authority: Checks exceeding [CHECK SIGNING THRESHOLD AMOUNT] require two authorized signatures. Checks below that threshold require one authorized signature.

4.3 Dual Signature Requirement: All disbursements of [DUAL SIGNATURE THRESHOLD AMOUNT] or more require the signatures of [FIRST REQUIRED SIGNER TITLE] and [SECOND REQUIRED SIGNER TITLE].

4.4 Petty Cash: A petty cash fund not exceeding [PETTY CASH LIMIT AMOUNT] may be maintained by [PETTY CASH CUSTODIAN NAME], subject to reconciliation at [PETTY CASH RECONCILIATION FREQUENCY].

4.5 Bank Reconciliations: All bank accounts shall be reconciled monthly by [RECONCILING PERSON NAME OR TITLE], and reconciliations shall be reviewed and approved by [RECONCILIATION REVIEWER TITLE].

4.6 Electronic Funds Transfers: Wire transfers and ACH payments require written authorization from [EFT AUTHORIZER TITLE] and verification by [EFT VERIFIER TITLE] prior to execution.

4.7 Cash Receipts: All cash and checks received shall be recorded on a pre-numbered receipt, deposited within [DEPOSIT TIMEFRAME] of receipt, and logged at [CASH RECEIPT LOG LOCATION].

5. BUDGETING AND FINANCIAL REPORTING

5.1 Annual Budget: The Executive Director shall prepare an annual operating budget for Board approval no later than [BUDGET DEADLINE DATE] preceding each fiscal year.

5.2 Fiscal Year: The fiscal year of the Organization begins on [FISCAL YEAR START DATE] and ends on [FISCAL YEAR END DATE].

5.3 Monthly Financial Reports: The Bookkeeper/Accountant shall prepare monthly financial statements, including a statement of financial position, statement of activities, and budget-to-actual comparison, by the [MONTHLY REPORT DUE DAY] of each month.

5.4 Board Financial Review: The Board shall review financial statements at each regular meeting, held at [BOARD MEETING FREQUENCY].

5.5 Annual Audit or Review: The Organization shall undergo [AUDIT OR REVIEW TYPE] of its financial statements annually, to be completed by [AUDIT COMPLETION DATE] and performed by [AUDITOR NAME OR FIRM].

5.6 Form 990 Filing: The Organization shall file IRS Form 990 by [FORM 990 FILING DEADLINE] and provide a copy to the Board prior to filing.

6. RESTRICTED FUNDS ADMINISTRATION

6.1 Identification of Restrictions: All donor-imposed restrictions shall be documented in writing at the time of gift or grant acceptance, including the restriction purpose, time period, and any expenditure limitations.

6.2 Restricted Fund Accounts: Each restricted fund shall be tracked in a separate general ledger account or fund code in the Chart of Accounts, identified as [RESTRICTED FUND ACCOUNTING METHOD].

6.3 Acceptance of Restricted Gifts: Restricted gifts exceeding [RESTRICTED GIFT ACCEPTANCE THRESHOLD] require approval by [RESTRICTED GIFT APPROVER TITLE] prior to acceptance.

6.4 Donor Intent Documentation: The Organization shall retain written documentation of donor intent, including gift agreements, grant awards, and correspondence, at [DONOR INTENT RECORDS LOCATION].

6.5 Expenditure Approval for Restricted Funds: Expenditures from restricted funds require approval by [RESTRICTED FUND APPROVER TITLE] and verification that the expenditure is consistent with the donor restriction.

6.6 Time-Restricted Funds: Funds restricted by time shall be released from restriction on [TIME RESTRICTION RELEASE DATE OR METHOD] and reclassified to unrestricted net assets.

6.7 Release of Restrictions: Restrictions shall be considered satisfied when the purpose is accomplished or the time period has elapsed, as documented by [RESTRICTION RELEASE DOCUMENTATION].

6.8 Deficit Spending Prohibition: Restricted funds shall not be used to cover deficits in other funds without written donor consent and Board approval recorded at [BOARD APPROVAL RECORD LOCATION].

7. GRANT MANAGEMENT

7.1 Grant Agreements: All grant agreements shall be reviewed by [GRANT REVIEWER TITLE] prior to signature by [GRANT SIGNATORY TITLE].

7.2 Grant Compliance: The Executive Director shall ensure compliance with all grant terms, including reporting deadlines, expenditure restrictions, and matching requirements.

7.3 Grant Reporting: Grant reports shall be submitted by [GRANT REPORTING DEADLINE] and reviewed by [GRANT REPORT REVIEWER TITLE] prior to submission.

7.4 Grant Records: Grant files, including applications, awards, reports, and correspondence, shall be maintained at [GRANT RECORDS LOCATION] for [GRANT RECORDS RETENTION PERIOD].

7.5 Indirect Costs: Indirect cost recovery on grants shall be calculated at [INDIRECT COST RATE] unless otherwise specified in the grant agreement.

8. INTERNAL CONTROLS AND SEGREGATION OF DUTIES

8.1 Segregation of Duties: No single individual shall have responsibility for authorizing a transaction, recording the transaction, and maintaining custody of the related assets.

8.2 Approval Authority: Expenditures require approval by [EXPENDITURE APPROVER TITLE] for amounts up to [APPROVAL TIER 1 AMOUNT], by [APPROVAL TIER 2 TITLE] for amounts up to [APPROVAL TIER 2 AMOUNT], and by the Board for amounts exceeding [BOARD APPROVAL THRESHOLD AMOUNT].

8.3 Purchase Orders: Purchases exceeding [PURCHASE ORDER THRESHOLD AMOUNT] require a written purchase order approved by [PURCHASE ORDER APPROVER TITLE].

8.4 Expense Reimbursement: Expense reimbursements require submission of receipts and approval by [REIMBURSEMENT APPROVER TITLE] within [REIMBURSEMENT SUBMISSION TIMEFRAME] of the expense.

8.5 Credit Cards: Organizational credit cards are issued to [CREDIT CARD HOLDER NAMES], with a credit limit of [CREDIT CARD LIMIT AMOUNT], and statements are reviewed monthly by [CREDIT CARD REVIEWER TITLE].

8.6 Conflict of Interest: All financial decision-makers shall complete an annual conflict of interest disclosure filed at [CONFLICT OF INTEREST DISCLOSURE LOCATION].

9. RECORDKEEPING AND RETENTION

9.1 Accounting Records: Financial records shall be maintained in accordance with generally accepted accounting principles at [RECORDS STORAGE LOCATION OR SYSTEM].

9.2 Retention Period: Financial records shall be retained for a minimum of [RECORDS RETENTION PERIOD], or longer where required by grant terms or law.

9.3 Document Destruction: Records shall be destroyed only after the retention period has elapsed and with approval by [DESTRUCTION APPROVER TITLE].

9.4 Access to Records: Access to financial records is limited to [AUTHORIZED RECORDS PERSONNEL], and requests for records shall be directed to [RECORDS REQUEST CONTACT].

10. INVESTMENTS

10.1 Investment Authority: The Board authorizes investment of organizational funds only in instruments approved by the Board and consistent with the Organization's investment policy.

10.2 Investment Advisor: Investment activities shall be managed by [INVESTMENT ADVISOR NAME OR FIRM] under the direction of [INVESTMENT OVERSIGHT TITLE].

10.3 Investment Reporting: Investment performance shall be reported to the Board at [INVESTMENT REPORTING FREQUENCY].

11. COMPLIANCE AND TAX OBLIGATIONS

11.1 Tax Filings: The Organization shall file all required federal, state, and local tax returns and reports by their respective deadlines, coordinated by [TAX FILING RESPONSIBLE TITLE].

11.2 Payroll Taxes: Payroll tax deposits and filings shall be made by [PAYROLL PROVIDER NAME] in accordance with applicable law.

11.3 Sales Tax Exemption: The Organization shall maintain its sales tax exemption certificate at [EXEMPTION CERTIFICATE LOCATION] and renew it by [EXEMPTION RENEWAL DATE].

11.4 Regulatory Compliance: The Organization shall comply with all applicable nonprofit regulations, including state charitable registration requirements administered by [STATE REGULATORY AGENCY].

12. FRAUD PREVENTION AND WHISTLEBLOWER PROTECTION

12.1 Fraud Reporting: Suspected fraud or financial misconduct shall be reported immediately to [FRAUD REPORTING CONTACT TITLE] at [FRAUD REPORTING CONTACT INFORMATION].

12.2 Whistleblower Protection: The Organization prohibits retaliation against any individual who reports suspected financial misconduct in good faith.

12.3 Investigation: All reported incidents shall be investigated by [INVESTIGATION RESPONSIBLE TITLE] and reported to the Board at [INVESTIGATION REPORTING TIMEFRAME].

13. POLICY REVIEW AND AMENDMENT

13.1 Review: This policy shall be reviewed at least [POLICY REVIEW FREQUENCY] by the Finance Committee and the Policy Owner.

13.2 Amendment: Amendments to this policy require approval by the Board of Directors and shall be recorded at [AMENDMENT RECORD LOCATION].

13.3 Distribution: A copy of this policy shall be provided to all covered individuals upon adoption and upon each amendment, with acknowledgment recorded at [ACKNOWLEDGMENT RECORD LOCATION].

14. ACKNOWLEDGMENT AND SIGNATURES

14.1 Acknowledgment: By signing below, the undersigned acknowledges receipt of, and agrees to comply with, this Nonprofit Financial Management and Restricted Funds Policy.

Employee/Volunteer Name: [ACKNOWLEDGING INDIVIDUAL NAME]
Title: [ACKNOWLEDGING INDIVIDUAL TITLE]
Signature: [ACKNOWLEDGING INDIVIDUAL SIGNATURE]
Date: [ACKNOWLEDGMENT DATE]

Executive Director Name: [EXECUTIVE DIRECTOR NAME]
Signature: [EXECUTIVE DIRECTOR SIGNATURE]
Date: [EXECUTIVE DIRECTOR SIGNATURE DATE]

Board Chair Name: [BOARD CHAIR NAME]
Signature: [BOARD CHAIR SIGNATURE]
Date: [BOARD CHAIR SIGNATURE DATE]

Treasurer Name: [TREASURER NAME]
Signature: [TREASURER SIGNATURE]
Date: [TREASURER SIGNATURE DATE]
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