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FINANCIAL POLICIES & PROCEDURES MANUAL

I. PURPOSE OF THE MANUAL

This manual has been designed as a reference for staff, committees and Board of Alaska Community Share.

The manual includes fiscal policies established by the Board and Executive Director, and is designed to implement those policies providing simple methods to manage the organization’s business affairs.

The manual will be updated periodically to reflect changes and clarifications in policies and procedures. The Executive Director will establish appropriate procedures to be certain that copies of the manual in use are updated and outdated policies and procedures are removed.

II. FINANCIAL MANAGEMENT POLICIES

A. GAAP

To manage its business affairs, Alaska Community Share follows Generally Accepted Accounting Principles (GAAP).

B. Accrual Accounting

Alaska Community Share utilizes the accrual basis of accounting in which revenues are recorded in the period in which they are earned and expenses are recorded in the period in which they are incurred regardless of when cash is received or disbursed.

C. Equipment, Furnishings, and Real Property

Alaska Community Share records equipment with a useful life of more than 1 year and cost of more than $500 as an asset. Equipment with a useful life under 1 year and/or cost of less than $500 is recorded as a supply expense.

Depreciation expense and accumulated depreciation is recorded for all capitalized fixed assets owned by Alaska Community Share. Computer and other equipment will be depreciated using the straight-line method over a 3-year period or 5-year period depending on the nature of the equipment.

Fully depreciated fixed assets will remain on the organization’s financial statements until they are disposed of or otherwise deemed worthless.

Alaska Community Share maintains a physical inventory of fixed assets. 

D. Cost Allocation

Alaska Community Share develops an annual written cost allocation plan to fairly allocate shared costs among the various functions performed by the organization.  Costs are divided into 3 categories based on management estimates of staff activities:

· Program

· Management and General (administrative)

· Fundraising

E. Restricted Funds

The use of restricted gifts is linked to the purpose specified by the donor/grantor. Expenses which fulfill the restrictions of the donor/grantor are charged to that donor/grantor’s gift. Year-end financial statements are presented on a Net Assets basis, using Unrestricted and Temporarily Restricted classes of Net Assets in accordance with FASB 117 and guidance from the United Way of America Implementation Guide for FASB Standards 116 and 117.

F. Functional Expense

Alaska Community Share utilizes cost centers to record costs of its distinct program and management functions. Each cost center contains the expense account line items needed to record the specific expenses associated with each function.

G. General Ledger

Alaska Community Share maintains a double-entry General Ledger reflecting the complete chart of accounts and segregating costs by function and by restricted funding source requirements.

H. Budget

The Board of Directors adopts a comprehensive organization-wide budget for each fiscal year. The budget reflects all anticipated revenues from all sources and all anticipated expenses. Board adoption of the budget constitutes authorization for staff to incur budgeted expenses. The Board of Directors may adopt a revised budget during the fiscal year.

A. Financial Statements

The Board of Directors receives a balance sheet, distribution report, statement of revenue and expense and a year to date budget vs. actual comparison for each fiscal quarter during the month following the quarter for which the statements are prepared. The statements are presented to the Board of Directors by the Executive Director or Treasurer.

B. Audit

The audit committee selects an independent CPA to conduct an annual audit of all funds of Alaska Community Share. The auditor is required to present the results of the audit to the board or a designated board committee.

C. Interest Bearing Accounts

Alaska Community Share places funds in interest bearing accounts whenever practical and permissible by funding source agreements.

D. Cash Reserves Policy

The operating reserve will be maintained at a level that represents a minimum of 25% of annual operations expenses. A request from the Executive Director to reduce the cash reserves below the minimum level requires approval by a majority vote of the Board of Directors.

E. Distribution Formulas

Distribution formulas shall be established by the Finance Committee and approved by the Board on at least a bi-annual schedule or as recommended by the Executive Director. See Appendix 1 for a description of the distribution policy.

I. PURCHASES AND DISBURSEMENT PROCEDURES

A. Purchases

Authorization by a board member is required prior to all purchases. Standing authorization for routine expenditures such as office supplies, utilities and rent is provided by board approval of the annual budget. The Treasurer must approve purchases outside the routine expenditures included in the budget.

B. Invoices and Check Preparation

All invoices/statements from outside vendors will be reviewed by an approved signatory. Checks are prepared and printed by the Executive Director. Checks, along with supporting documents are submitted to the approved signatory for review and signature. The approved signatory reviews the checks and supporting documents, signs the checks and returns them to the Executive Director for final processing and mailing.

C. Check Signatures and Electronic Payments

The President and Treasurer of the Board of Directors are authorized check signers. The Board of Directors may authorize additional check signers through board resolution.

Checks for less than $500 require one signature; checks for $500 or more require two signatures. All check signers must review the documentation attached to the checks prior to signing the checks. Electronic transactions must be approved in advance by one or more check signatories.

D. Bank Reconciliation/Tax Information

The Treasurer reconciles bank accounts monthly. Bank account statements, credit card statements and correspondence from tax agencies are delivered unopened to the Treasurer for review. Once the Treasurer has reviewed and initialed the documents, they are forwarded to the Executive Director for processing. The Treasurer may designate an alternate for these tasks. The alternate will not be the Executive Director.

E. Employee Travel Expense Procedures

All employee travel must be authorized by a member of the Board of Directors.

Alaska Community Share is responsible for transportation and lodging costs (including taxi and rental car costs with prior approval). The employee should strive to keep these costs as low as possible. Receipts for transportation and lodging costs are submitted to the Treasurer upon completion of travel.

Alaska Community Share reimburses expenses for employee meals and incidental expenses while an employee is on authorized travel at a per diem rate set by the Board of Directors. If expenses are less than the per diem rate, the employee requests the actual amount spent. No receipts are required for per diem reimbursement. Additional meals purchased for others may be considered a reimbursable expense over and above the per diem, if the staff member is conducting official business. Receipts are required for reimbursement of such meals.

Alaska Community Share does not pay for the costs of personal items or services incurred by the employee while traveling (including laundry or dry-cleaning services and entertainment expenses). Auto mileage reimbursement includes the cost of gasoline and vehicle wear/tear. The auto mileage reimbursement rate is set by the Board of Directors and will not exceed the official IRS mileage reimbursement rate.

II. PROCEDURES FOR RECEIPT AND DEPOSITS FOR CASH AND CHECKS

A. Funds Received

Incoming mail is delivered to the Alaska Community Share offices, where all incoming checks are copied, and stamped “For Deposit Only” for the appropriate account. The amount of the check is entered into QuickBooks, against existing invoices as appropriate.
B. Bank Deposits

The Executive Director prepares all bank deposits and records the deposit information in the accounting system. 
Once the received checks are deposited, the deposit receipt and the photocopies each check received are filed together in the appropriate “Account Deposits” folder.

Any check stubs or other information relevant to a campaign are filed in the folder for that specific campaign/workplace.

In cases where a discrepancy might be indicated, the copies of deposits will be made available to the Treasurer and compared to QuickBooks, account statements, and any other relevant campaign information.
III. PROCEDURES FOR ACCOUNTS RECEIVABLE

Pledges are invoiced and credited against the Pledges Receivable account in the appropriate fund.
This is done after most of the information for the campaigns has been received, and will be entered and dated in the same year as the collection (e.g., invoice the Fall 2025 Campaign on January 1, 2026).

IV. PAYROLL PROCEDURES

A. Payroll 

The Executive Director uses QuickBooks to prepare paychecks, payroll tax reports, and employee payroll records. The Executive Director maintains copies of all payroll journals, payroll tax reports, and individual payroll records at Alaska Community Share office. The Treasurer is responsible for assuring the completeness and order of the payroll record files.

B. Pay Periods

Alaska Community Share utilizes a twice monthly pay period, with paychecks issued in accordance with the Board-approved Alaska Community Share Employment Manual.
C. Review and Distribution of Paychecks

Paychecks are printed through the QuickBooks and presented by the Executive Director to the Board President and the Treasurer for review and signatures and then returned to the Executive Director for Distribution. In cases where the Board President or Treasurer are not available for timely processing of paychecks, another signature authority may be asked to review and sign paychecks.
D. Payroll Tax Deposits

The Executive Director is responsible for recording the correct amount of federal and state withholdings using QuickBooks and any other necessary means, and ensuring quarterly reports and payments for these withholdings are made using EFTPS and myAlaska online systems.

V. BUDGET PREPARATION AND REVISION PROCEDURES

The Executive Director prepares an organizational budget for each fiscal year. The budget is reviewed by the Finance Committee and is presented to the full board for discussion and approval each year during the final calendar/fiscal quarter.
Revisions to the annual budget are necessary when actual or projected variations to funding or expense exceed Annual Pledge Rate of budgeted amounts. The Executive Director prepares budget revisions based on the modified projections. The revisions are reviewed by the Finance Committee and the revised budget is presented to the full board for discussion and approval.

APPENDIX 1 - Distribution Policy

Distributions shall be established by the Finance Committee and approved by the Board of Directors on at least a twice-annual schedule.

1. Distribution Formula and Guidelines

All donations will fall into one of two categories:

1. Participating Agency,

2. Undesignated.

Each of the two categories will have its donations assessed at the following rates:

Undesignated – Funds divided equally among the Participating Agencies after being assessed with Annual Pledge Rate, Actual Rate, Shrinkage Rate and/or Untied Way Fees.

Participating Agency – Funds distributed to each designated Participating Agency after being assessed with Annual Pledge Rate, Actual Rate, Shrinkage Rate and/or United Way Fees.

Any donations for non-participating agencies will be disallowed and held for thirty days, during which time reasonable effort will be made to contact the donor via phone and a form postcard will be sent to the donor requesting their specific desire: cancel the donation and return any money, or pledge to another organization. If we do not hear from that donor within the 30 days, the donation will be treated as a donation for the Undesignated Category. Any default entities, or undeliverable monies, will be assigned to the Undesignated Category.

If there is no indication as to where the donation is to go, then it will be treated as a gift to the Undesignated Category.
A. United Way Distributed Funds
 Pledges for funds to be received by Alaska Community Share on behalf of its member agencies in each calendar year will be totaled and a shrinkage rate and Administration Fee Rate, as predetermined by the Board annually based on the Annual Budget and the Campaign pledges, will be subtracted to calculate the Accounts Receivable amount for that calendar year. Organizational expenses anticipated and recorded in the Annual Budget for each calendar year will be calculated to determine the anticipated Pledge Rate to be applied to distributions made in that calendar year. This rate will be reassessed at the last distribution to become the Actual Rate that will pay ACS expenses and give the most possible funds to the participating agencies. Pledge and Actual Rates will be presented to the Board of Directors for approval prior to each distribution.
B. Combined Federal Campaigns (CFC’s)
Alaska Community Share will manage the Combined Federal Campaigns (CFC’s) for all qualifying member organizations. Organizations participating in the CFC’s as a member of Alaska Community Share shall receive 100% of their CFC distributions.
C. Individual Workplace Campaigns
Individual Workplace Campaigns will be assessed with the Pledge Rate and Actual Rate determined annually and the 8% Shrinkage fee with the remaining fund distributed to the Participating Agencies.
2. Distribution Timeline

Distributions for workplace campaigns will be distributed at least twice per year, with a possible third and final distribution for year-end payroll contributions.
New member agencies are entitled to distributions from those fundraising activities that take place after they have been admitted to membership in Alaska Community Share, and have paid their one-time admission fee.

Resignation or expulsion of a member organization; said member organization will forfeit all future shares of undistributed undesignated campaign revenues. An organization no longer participating in Alaska Community Share, for whatever reason, shall receive all designated contributions from those campaigns, which took place when the organization was a participating member.
Definitions

Undesignated Category

Includes all donations that have not been specifically designated to a particular agency. This allows those undesignated donations to be distributed in an equitable fashion to the Participating Full Member Agencies and to provide funds for Special Projects that are proposed by Non-Participating Agencies.

Participating Agency

Any organization that has met and continues to meet the criteria of Article VII of the By-Laws.

Non-Participating Agency

Any organizations that meets the requirements of a “donor’s choice” and is not a “Participating Agency”.

Pledge Rate of Program Fee

Percentage Rate determined annually by using annual budget, and 8% shrinkage fee taken from the annual pledge at the beginning of the campaign.

Actual Rate of Program

Adjusted percentage rate determined annually based on actual expenses and actual donations received at the end of the campaign.

Shrinkage Rate

Amount of donations that may be diminished due to workplace changes and underpayment of pledges historically about 8% rate.

Program Fee Rate

This is the percentage of contributions withheld from all monies not designated specifically for Alaska Community Share, to be applied toward the Company/Federation’s annual budget.

***Note***
The rate of withholding from each distribution will change throughout the year, with the first distribution designed to capture most-or-all of the upcoming year’s budget, the second distribution capturing any remainder of the budget that needs to be withheld, and any final distribution should to be free from any withholding whatsoever.
APPENDIX 2 - Revision History

Draft Revision, 08/29/06

Initial draft

Final Draft, 11/20/06

Modified distribution and program fee policies added at the request of the Finance Committee.

Final Draft, 02/16/11

Clarified wording in Appendix I, revised procedures for receiving and depositing contributions, made allowances for all authorized signers to sign paychecks as needed.
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