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Four County School Boards Association 
 

FINANCIAL POLICY AND PROCEDURES 
 

Policy Statement: 
The Four County School Boards Association is committed to responsible financial management. The entire organization 
will work together to assure that all financial matters of the organization are addressed with care, integrity, and in the 
best interest of the Four County School Boards Association. 

 

The policy and procedural guidelines outlined in this document are designed to: 

1. Protect the assets of the Four County School Boards Association; 

2. Ensure the maintenance of accurate records of Four County’s financial activities; 

3. Provide a framework of operating standards and behavioral expectations; and 

4. Ensure compliance with legal and reporting requirements of a 501c6 such as IRS Form 990. 
 

The Executive Director of the Four County School Boards Association has the responsibility for administering these 
policies and ensuring compliance with procedures that have been approved by the Board.  Exceptions to written policies 
may be made only with the approval of the Board and shall be documented.  Changes or amendments to these policies 
may be approved by the Board at any time.  A complete review of these policies and procedures shall be conducted every 
three years. 

 

The Executive Director and the Administrative Assistant will be familiar with and operate within the parameters of 
these policies and procedures. 

 

Authority: 
The following sets forth the line of authority – it identifies who has authority and responsibility for the financial assets of 
the organization and provides guidelines for handling and controlling their accumulation and disbursement. 

 

1. The Board of Directors have authority to execute any policies it deems to be in the best interest of the organization 
within the parameters of the organization’s bylaws or federal, state, and local law. 

2. The Steering Committee may act on behalf the Board when appropriate and necessary or time sensitive.  Any action 
taken shall be reported to the Board. 

3. The Executive Director has the authority to oversee all financial transactions, oversee the development of the annual 
budget, and determine the allocation of investment deposits 

4. The treasurer shall approve payroll and expenses for the Executive Director and issue those payments. 
 

Procedures: 
Accounts Receivable 

1. Invoices for payment to the Association shall be generated by the Administrative Assistant through the computerized 
system and reviewed by the director before submission. 

2. Four County dues shall be calculated according to the approved formula and be billed in May/June, after the schedule 
has been approved by the Board of Directors. Dues shall be payable by July 1. 

3. The Administrative Assistant is responsible for invoices and check requests being marked “paid” once they have 
been. 

 

Accounts Payable 

1. Reimbursement for staff and members shall be approved by the Executive Director when appropriate notification 
and documentation have been received. Receipts shall accompany requests for reimbursement. Receipts are placed 
in the appropriate source file with any other appropriate documentation. 

2. The Operating Account Checks print in three parts: 

i. The original is sent out for payment 

ii. One copy is filed numerically in the “Checks/Receipts” file 

iii. One copy is placed in the appropriate “source” file (usually identified by budget line item or event) additional 
copies shall be made as necessary for filing in the appropriate source file. 

3. Payment of bills – the Executive Director approves the bill for payment, and provides a check to the Administrative 
Assistant for processing in the computerized system. All checks are routinely signed by the Executive Director and 
require a second signature for amounts over $1000.00. The President, First Vice President or Treasurer shall be a 
second signature on all bank accounts and sign checks in the absence of the Executive Director. 
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4. The executive Director approves check requests after reviewing supporting documentation. The Assistant prints 
pre-numbered checks only with the approved requests. The unsigned checks are then presented to the Executive 
Director for a signature. 

5. Blank checks are to be retained in a secure location by the Executive Director. 

6. No checks are to be written to “cash” or “bearer”. 

7. Dinner Account checks are duplicate checks that are hand written, usually off site. These checks must be written by 
signed by the Executive Director and accounted for in the “Checks/Receipts” file with proper documentation. 

8. No check may be signed by the payee. 
 

Reports/Records 

1. Actual income and expenditures will be compared to the budget monthly and financial reports will be provided 
to the Board at their regularly scheduled meetings.  This shall include the monthly Activity Statement and access 
to the Transaction Report generated by QuickBooks. 

2. A proper filing system shall be maintained for all financial records. 

3. The Executive Director, in cooperation with the Administrative Assistant, shall be responsible for maintaining bank 
account records, entries in the Quick Books Bookkeeping system, and bank deposits. 

4. All Association account numbers, passwords, and other access information shall be recorded in a notebook that is 
retained in the same secure location as Association checks and other sensitive documents. 

5. An inventory of fixed assets and report of all insurance policies shall be conducted annually. 

6. An Internal Audit Committee shall be appointed each summer to review the financial transactions and certify the 
Association’s books are in order.  An external audit shall be conducted every 5 years or when deemed appropriate. 

 

Banking 

1. All checks are stamped with “For deposit only” immediately upon receipt and placed in the locked – fire-proof box. 

2. Depositories for Association Bank Accounts shall be approved by the Board of Directors at their opening 
meeting each fall. 

3. The Executive Director (or the President when necessary) has the sole authority to transfer funds between accounts, 
and make withdrawals.  This may be done in-person, on-line, or by mail. 

4. All bank accounts shall be reconciled by the Executive Director upon receipt of the monthly bank statements.  The 
Statement, receipts and documentation for all deposits and withdrawals, including the bank receipt) along with the 
Quick Books Reconciliation Report shall be retained in a file for each bank account.  QuickBooks accounts shall be 
closed out at year end. 

5.  Operating funds will be deposited in an account that retains liquidity while maximizing interest. 

6. All deposits and withdrawals must be recorded in the bank register (Quick Books) in a timely manner. 

7. All reserve funds will be invested according to the association’s Investment Policy. 
 

Payroll 
1.  Payroll taxes are deposited at the end of the last pay period of each month. 
 

Budget 
1.   The budget shall be prepared by the Executive Director in consultation with the Steering Committee and presented to 

the Board of Directors for adoption. 
 

USE OF CREDIT CARD(S) 
The Board of Directors shall approve the issuing of any Four County School Boards Association credit card. It shall at 
least annually name those authorized to use the card. All credit card must be issued in the association's name and 
used only for official association business. 

 

The approved user shall take the necessary precautions to ensure the safeguarding of these cards. The theft or loss of 
any credit card(s) must be reported immediately to the Executive Director and the President.  The Executive Director 
shall immediately notify the credit card company. 

 

It is the responsibility of the user to submit the original receipts for all expenses charged to the card. Failure to submit 
original itemized receipts may result in personal liability by the user for said undocumented charges. For lost receipts, 
the Director shall sign and submit the “Lost Receipt” form to the Association Treasurer for signature of approval. 

 

Credit card bills must be paid in a timely manner and in compliance with Association policy. 

 

 
Adopted: November 2007 
Revised: November 28, 2017 


