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	Financial Policy and Procedures
Policy Adopted by Council:________


The Council became a non-profit corporation in July 2003 and is tax-exempt under Section 501[c][3] of the Internal Revenue Code.  The following is a summary of our obligations as a legal entity
· State of Oregon Registry Number 158768-99

· Annual Fee to the Oregon Secretary of State
· Amount:  June 2009  $50 per year
· Federal EIN 93-1286280
· Pay TRWC portion of Social Security and Medicare

· Withhold Employee portion of Social Security and Medicare and employees Federal Income Tax

· Submit Form 990 (or 990 EZ) and Schl. A by Nov 15th  (no tax  due)
· Oregon Business Identification # (BIN) 1198510-4 
· Withhold employee ‘s State Income Tax and employees portion of Worker’s Benefit Fund
· Pay State Unemployment

· Pay TRWC portion of Worker’s Benefit Fund
· Oregon Department of Justice  33165  33258  154229

· Submit annual Form CT-12 by Nov 15th 
· Pay fee depending on total revenue
The Council Coordinator and the Council Treasurer manage the Council’s funds.

· The Coordinator 

· Uses the commercial financial management program Quick Books®

· Maintains the financial program on a monthly basis

· Provides Quick Books® summary to the Council with the monthly meeting package

· Quick Books® is open to Council member review by appointment with the Coordinator

· Writes the checks to pay the bills 
· Balances Quick Books® against the bank statement
· Requests reimbursements from grantors in a timely manner according to their requirements

· Coordinates financial activities with the Treasurer

· The Treasurer

· Oversees the Coordinator relative to financial matters

· Maintains an EXCEL® spreadsheet with the financial records of the Council

· Reconciles the EXCEL® spreadsheet against Quick Books® on a monthly basis
· Oversees payroll

· Manages the Council budget such that there will be sufficient funds to cover obligations while waiting for reimbursements and hold backs
· Updates the Council on financial matters as needed
· Gives an annual presentation:  “Financial State of the Council”

Banking

· Columbia Community Bank is the bank of record for the Council

· The Council will have the following accounts
· One savings account 

· One main checking account for paying bills

· One small checking account tied to a debit card

· The Coordinator and Treasurer will each be authorized to use a debit card

· Receipts will be submitted for all debit card purchases
· Receipts will be itemized with an explanation and description of  the purchase

· A member of the Steering Committee (without debit card authorization) will review the receipts and bank reconciliation monthly
· The Coordinator and Treasurer will determine how much money to keep in each account

· Council officers, immediate past officers and the Coordinator have check-signing authority.
· The Council has bonding for the those with check signing authority
· The bank maintains the signatures of those with check signing authority
· Checks must be signed by two individuals with check signing authority

· No one, with check signing authority, may sign a check payable to themselves or a member of their family
· All banking records are kept in a locked drawer at the Council office
Accounts Payable (Bill Paying)
· All bills will be paid on time

· A copy of a receipt will be kept for all bills

· Receipts will be initialed and dated when paid

· New types of  expense greater that $500 must have Council approval (per Operating Procedures Article VII, B, 3)
· Grant reimbursements are exempt from this requirement

· All reimbursements will be made in a timely manner when proper receipts are presented to the Coordinator.
Audit

· The Steering Committee will arrange for an annual audit of the Council’s financial records and transactions.  It may use the services of an Internal Audit Committee, an independent review or an independent comprehensive audit.

· Internal Audit Committee

· Three members of the Council without check signing authority

· Procedure: The Committee meets with the Coordinator and Treasurer to review the Councils Financial Policy and Procedures document and to receive an orientation to the methods and records that the Treasurer and Coordinator use to manage the financial affairs of the Council. 

· The Committee conducts a sampling and review process to determine if the records reflect the Financial Policy and Procedures and writes a report with recommendations to be discussed with the Steering Committee and the Council

· In the future the Council may decide to do an external audit

· Informal review of the financial policies

· Formal audit of the financial affairs of the Council

Accounts Receivable (Income)

· All monies collected by the Council will be deposited in the Council account at the bank of record

· Bank deposits are made with an endorsement stamp that does not allow any cash to be returned 

· Deposit receipts will be kept for all deposits

· Receipts will be given for all cash collections.  The Council will maintain a copy of the receipts.
Payroll

· Payroll is contracted out

· Biweekly

· Paid per employee salary agreement on a biweekly basis (26 pay periods per year)
· Coordinator fills out a time sheet

· The Council Treasurer or other officer signs the time sheet

· The time sheet is sent to the Contractor

· The Contractor provides the Council with a pay statement

· The Council drafts the pay check

· Monthly – Due by the 15th of the following month
· The Contractor provides the Council with information necessary or fills out the coupons to file Federal and State employee taxes

· Federal Tax Deposit Coupon  (Form 8109)

· Mark 941,d enter quarter, hand enter amount of check
· Federal Income Tax

· Employee’s portion of Social Security/Medicare

· Council’s portion of Social Security/Medicare

· Council drafts the check to  Columbia Community Bank

· Check and Form 8109 (note amount on Form 8109) go to the Bank

· Oregon Combined Payroll Tax (OTC Payment Coupon 150-211-053 Rev 10-02)

· Enter Quarter

· State Income Tax

· Council drafts the check  to the Oregon Department of Revenue

· Mail by the 15th of the following month to :

Oregon Department of Revenue

PO Box 14800

Salem, OR 97309-0920

DOUBLE CHECK CURRENT ADDRESS

· Quarterly Due the 15th of January, April, July, October for the previous 3 months
· The Contractor provides the Council with information necessary or fills out the forms to file Federal and State employee taxes

· Employer’s Quarterly Federal Tax Return (Form 941)

· Enter Quarter

· Fill in information 

· Signed by the Coordinator

· Mail Form 941 to
Department of the Treasury

Internal Revenue Service

Ogden, UT 84201-0005 

DOUBLE CHECK CURRENT ADDRESS

No money goes with this

· Federal Unemployment Taxes

· The Council is exempt due to its 501(c) 3 status

· Oregon Quarterly Tax Report 
· Fill our Form OQ-yyyy

· Signed by Coordinator

· State Unemployment Insurance Tax (paid by Council) 
· Oregon Unemployment Insurance Employee Detail Report (Form 132-yyyy)

2005 rate $0.032 per taxable wage up to $_____
2006 rate $0.012 per taxable wage up to $28,000

2007 rate $0.009 per taxable wage up to $29,000

2008 rate $0.007 per taxable wage up to $30,200
2009 rate $0.009 per taxable wage up to $31,300 

2010 rate $0.018 per taxable wage up to $32,100 

· Worker’s Benefit Fund, 
· Half paid by Council and half withheld from pay check

· Is not paid on vacation, sick leave or holiday hours
2005 rate $0.034 per hour worked 
2006 rate $0.03 per hour worked

2007 rate $0.028 per hour worked

2008 rate $0.028 per hour worked

2009 rate $0.028 per hour worked 
2010 rate $0.028 per hour worked
· Mail above 2 forms and OTC Coupon with check to 

Oregon Department of Revenue

PO Box 14800

Salem, OR 97309-0920
DOUBLE CHECK CURRENT ADDRESS
· Tri Met Tax

· The Council is exempt due to 501[c][3] status

· Annually 
· Secretary of State, Corporate Division

· June of each year (paper work will come in the mail)
· Complete Form (YYYY Annual Report)
· Fee of $50/year (through 2009)
· Send check and form to the following:

Secretary of State, Corporate Division

255 Capitol ST NE Suite 151

Salem, OR 97310-1327

DOUBLE CHECK CURRENT ADDRESS

· Contractor provides the completed Federal and State employee tax forms

· Federal – For each employee

· W-3 Transmittal of Income and Tax Statement
· W-2 Copy A

· Coordinator Signs forms

· Send both forms to the following by 3-1-yyy2

Social Security Administration

Data Operations Center

Wilkes-Barre, PA 18769-001

DOUBLE CHECK CURRENT ADDRESS

· W-2, each employee gets their copy

· Federal for all LLC contractors  and individuals that are paid $600 or more for the year
· Send Form 1096 and Red copies of Form 1099-Misc. to the following by 2-28-yyy2

Dept of the Treasury

Internal Revenue Service

Kansas City, MO 64999

DOUBLE CHECK CURRENT ADDRESS

· Mail copy of 1099-Misc to each contractor by 1-31-yyy2
· State Oregon Annual Withholding Tax Reconciliation Report (Form WR)

· Sign and date by the Coordinator

· Mail to the following by 3-1-yyy2

Oregon Department of Revenue

PO Box 14260

Salem, OR 97309-5060

DOUBLE CHECK CURRENT ADDRESS

· Federal Income Tax 
· The Council must file Federal Income Tax Form 990  (or 990 EZ depending on revenue)  and Schedule A
· The Coordinator and the Treasurer collect the information and file the forms

· Period of record is July 1, yyy1 to June 30, yyy2 

· No tax is due
· Mail to by November 15th of yyy2
Department of the Treasury
Internal Revenue Service Center

Ogden, UT 84201-0027

DOUBLE CHECK CURRENT ADDRESS

· Oregon Income Tax

· Charitable Activities Form CT-12
· Oregon Department of Justice

· The Coordinator and the Treasurer collect the information and file the forms
· Period of record is July 1, yyy1 to June 30, yyy2 
· $45 was due for 2004 
· $75 was due for 2006 to 2009
· Mail by November 15th of yyy2 

Charitable Activities Section

Oregon Department of Justice
1515 SW 5th Ave, Suite 410

Portland, OR 97201-5451

Employee Benefits

· TRWC reimburses the Coordinator for medical insurance on a monthly basis

· $250 from OWEB CS Funds

· Remainder from Fiscal Agent fees that are collected from grants and contracts

Insurance 
· 2010 – Insurance Brokers

WSC Insurance (Waltz Sheridan Crawford)

Judy Charles & Lynn Omey
2000 Pacific Ave.

Forest Grove, Or 97116

PO Box 128, Forest Grove, OR 
Phone:  503-357-3154
· Workers Compensation Insurance- SAIF
· Annual Premium,  2009 $530
· Due December
· Bonding- Old Republic
· Annual Premium 2009 $363
· Due October
· Other – Rural Special Service Districts
· General liability, officers and directors, limited auto, property damage, employee benefits liability, etc.

· Annual Premium 2010 $2,984
· Due February
Quick Books Pro 2003®   
· Quick Books® is used to track TRWC financial affairs

· Accounting is done on a cash basis

· Income is stored under the following categories

· Donations

· Fund Raiser

· Grants

· Miscellaneous
· Expenses are stored under the following categories (Quick Books Accounts)
· Equipment

· Operating

· Conferences

· Contracted Services

· Government Fees

· Insurance

· Miscellaneous

· Office Supplies

· Postage

· Travel (Lodging and Mileage)

· Payroll
· Employee Salary

· Health Insurance

· Other Insurance

· Payroll Services

· Taxes

· Projects
· Income and Expenses are further classified as one of the following (Quick Books Classes)
· CWS Funds

· Fiscal Agent Fees

· General Fund

· OWEB-CS (Council Support)

· Project Management

· Project Funds

OWEB Council Support Reimbursement Rules

· Grant dates are July 1, yyy1 to June 30, yyy3 (EX: July 1, 2005 to June 30, 2007)

· Grant Award will list Budget Categories

· Coordinator Salary & Benefits
· Operating Costs
· Management and Accountability Assurance
· Fiscal Administration

· Can exceed Category by 10% without a grant amendment

· 10% of Total Grant will be withheld until final report is submitted

· To cover cash flow obligations

· Council needs other funds to cover this 10% 

· Council needs other funds for the first quarter plus one month of the next grant cycle unless it asks for a draw 
· This money will be reimbursed and therefore can be reused to cover cash flow for the next cycle
· Council has not asked for a draw since 2003

· Quarterly:  
· Request funds once per quarter - 8 quarters per grant cycle
· Request approximately 1/8 of grant per request

· Expect it to take at least 4 weeks to get the money from OWEB
· Submit the following forms as of 2010
· Transmittal Letter listing the documents being submitted

· REQUEST FOR RELEASE OF FUNDS Form

· Fill in amount for each category from the other forms submitted

· Actual Expenditure Tracking Sheet

· List Operating Expenses 
· Attach Receipts

· Copies must be readable

· May need to clarify what it is for and vendor
· On a case by cases basis OWEB will allow letter head in place of lost receipt

· Must be an invoice (not a statement)

· No VISA receipts

· No purchase orders

· Internet - 

· Must have printout that says it is an invoice

· Can have a confirmation with cost and confirmation number
· Date Service Provided (not when paid) must fall within grant dates

· Include  total from Travel Log

· Include total for CS Coordinator Salary

· Travel Log

· Mileage, date, start time, finish time, rate, and amount

· Mileage reimbursement rate is set by OWEB and generally follows Federal Guidelines

· Meals

· Difficult to get meals covered

· Must show time left and time returned for meal reimbursement on Mileage/Meals/Lodging Report

· Day Travel

· Breakfast (25% of per diem) if you leave 2 hours or more before start of work day

· Lunch is not covered

· Dinner (50% of per diem) if you arrive home 2 hours or more after end of work day

· Overnight travel

· See rules

· Lodging

· Commercial - must have receipt

· Commercial - allowance varies by County - see list

· Non-Commercial (stay with friends/family) $25/night

· Payroll Expenses

· Use Letterhead to request payroll expenses
· Calculate and report salary and benefits paid by CS funds by month

· Calculate and report salary paid by non-CS funds by quarter

· Starting with 09-11 Grant started including non CS benefits also

· Note total to date for salary paid by CS grant

· Record information on Form PAYROLL/BNEFITS TRACKING FORM
· Can ask for advance for salary– Only did this in FY 2003, Use the PAYROLL/BNEFITS TRACKING FORM to track this under “Estimated”
· OWEB need receipts within 120 days

· Can ask for an extension 

· Since 2004 the Council has maintained a cash balance to cover at least four (4) months expenses so that it does not have to make draws against its Council Support Grant.

· Date Salary Paid (not when earned) must fall within grant dates

· Use letterhead to request administration expenses

· Can budget up to 10% of the grant for administration,

· Since 2003 the Council has not requested administrative expenses.
Calculate administration given a grant total with 10% administration

(Grant Total) / (1.1) = (Non-administration portion of grant)

Administration = 0.1 * (Non-administration portion of grant)

· Bi-Annually Final Report – 
· Match / In-Kind Documentation

· One line per organization that donated 

· $35 per hour or professional rate for professional doing professional work

· $15 per hour for volunteers

· Can use Federal Agency time as matches
OWEB Small Grants

· Can request up to two payouts

· If obtaining two payments during 2 year grant term

· Can request an advance of 60% with receipts to be turned in within 120 days of the request

· Can be reimbursed 90% with receipts with 10% will be held back for final report

· Can request one disbursement of 100% at end of grant.

· OWEB pays out $200 with second payout for the 2 year report

· On a case by case basis, at the discretion of the Coordinator and Treasurer, the Council may pay a contractor before the Council is reimbursed by OWEB.

Grant Payouts – General rules, but vary by grantor

· Put in the contract with the contractor that the Council cannot pay the bills before the Council is reimbursed by the grantor.  This will often mean at least a 2 month delay in getting paid. See box below for sample language
· Get the bill from the contractor (Invoice and receipts if necessary)

· Request money from grantor (generally not more than  once a month)

· Receive money from the grantor

· Pay the contractor

· Most grants have a 10% holdback.  The Council attempts to cover this and can usually do this with the fiscal agent fees.
· On a case by case basis, at the discretion of the Coordinator and Treasurer, the Council may elect to pay contractor before the Council is reimbursed by the grantor.

Example of Language for Contracts:

[image: image2]
Compensation for Services





	The COUNCIL received an Oregon Watershed Enhancement Board (OWEB) Technical Assistance Grant to fund the Project.  The OWEB grant is a reimbursable cost grant.  All payments made to CONSULTANT by the COUNCIL from the OWEB grant are subject to the approval of OWEB.





	CONSULTANT shall submit invoices to the COUNCIL identifying personnel hours, tasks, and rates and documenting direct expenses.  Receipts must be provided for purchased services or supplies.  CONSULTANT shall not add markups or administrative fees to CONSULTANT’S expense reimbursement requests.  The COUNCIL shall submit the bill to OWEB within five (5) business days of receipt of a complete invoice from CONSULTANT. 





	The COUNCIL shall pay CONSULTANT for OWEB approved CONSULTANT'S services and expenses as specified in Exhibit A attached hereto and incorporated herein.  CONSULTANT invoices shall be paid by the COUNCIL within five (5) business days of receiving the money from OWEB.








May want to rethink these classifications after we do new style printouts (one year at a time):


General Fund   - Combine the following


	Current General Fund


	CWS


	Fiscal Agent


	Project Management





May want to rethink this after we start doing new yearly printouts:


List Projects separately
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