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AGENDA ITEM NO.  _C-3
DATE:

June 5, 2010

TO:

APA California Board of Directors

FROM:
APA California Budget Committee 
SUBJECT:
Revised Financial Policies 
DRAFT SECTION FINANCIAL POLICIES
MAY 2010

1.  
CHAPTER FINANCIAL RELATIONSHIP TO THE SECTIONS
The Chapter is legally responsible for the fiscal viability of the Sections and must hold Sections accountable for the moneys distributed to them by the Chapter.
2.
QUALIFICATIONS AND RESPONSIBILITIES OF THE SECTION TREASURER

Any candidate for Section Treasurer should be knowledgeable in accounting procedures, including posting debits and credits into accounting software, balancing accounts and reconciling statements.  

Prior to taking over as Treasurer, it is recommended that the new Treasurer have at least one training session with the association management firm, before the new Section Treasurer begins working with the Section account(s).  

The outgoing Section Treasurer will  balance all of the accounts before the transfer to the new Treasurer is made and provide a back-up of the QuickBooks Pro accounts to the new Treasurer, as well as all historical hard copy back-up files of deposits and bills/invoices paid from the outgoing Treasurer.  

The outgoing Section Treasurer and Section Director will meet with the incoming Treasurer to ensure the transfer of the files and accounting software is complete and that the Section financial procedures are understood by the new Treasurer.  

3.
REQUIRED SECTION ACCOUNTING PROCEDURES FOR CHAPTER ACCOUNTING AND TAX PURPOSES

The Section Treasurer will provide the Section Board and the Chapter association management firm, following the end of each quarter, with a budgeted Profit and Loss vs. Actual Report (P&L), Balance Sheet, and copies of statements for each checking, savings, CD, and money market account or other reserve account for each month in the quarter.  These reports detail the quarterly and to-date income and expenses compared to the budget, and current assets and liabilities.  
The Section Board will review the latest reports at the Section Board meetings to ensure the Section Board is knowledgeable regarding the financial standing of the Section.  The association management firm will review the reports to determine if they balance with the previous quarterly Balance Sheet. The association management firm will e-mail the Section Director and Treasurer regarding any discrepancy. The Treasurer will review financial records to determine the reason for the discrepancy and correct the discrepancy, and provide revised Profit and Loss Budget vs. Actual and Balance Sheet 

reports to the association management firm within two weeks of receiving notice.  This information will be used to complete the Chapter tax forms and required Chapter financial reports to National.

4.
LINE ITEM BUDGETING

APA CALIFORNIA uses a line item budget, with each income and expenditure allocated to a specific line item in the budget.  The Sections income and expense budget line items will be consistent in category and format with those of the Chapter whenever possible. (Refer to pages 9-16).

5.
IRS REQUIREMENTS FOR FINANCIAL RECORDKEEPING

Financial records must be kept on file for no less than 7 years.
6.
SECTION ACCOUNTING AND QUICKBOOKS PRO REPORT FORMATS

INCOME

All Section income derived from programs, fees, subventions, chapter-only rebate, conference profit, and interest is included in the Profit and Loss Budget vs. Actual Report.  Each P&L report includes:

· the amount received as of the statement date

· the amount established in the current year’s budget for each income line item

· the dollars over or under the budget for each line item, and

· the percentage of the current year budget amount for each line item which has been received to date.

INCOME LINE ITEMS

The income budget line items will include budgeted, estimated income expected from quarterly subventions, chapter-only rebate, conference profit, programs, sales, interest and other income. Where possible, the income line items will correspond  in number and title to related expense items. Where there are corresponding expense line items, the corresponding line items will be noted in parentheses.

EXPENSES

All Section expenses for any portfolio item are included in the Profit & Loss Statement Budget vs. Actual report.  Each report period includes: 
· the amount expended (paid out for each budget line item) as of the report date
· the amount established in the current year’s budget to be expended in each line item
·  the dollars over or under the budget for each line item
· the percentage of the current year budget amount for each line item which has been expended to date.  
EXPENSE LINE ITEMS

The expense line items includes each expense line item for which the Section has budgeted expected expenses for programs and portfolio responsibilities.  Where possible, the expense line items will be similar in number and title to related income line items. Where there are corresponding income line items, they will be noted in parentheses.
7.  
QUARTERLY SECTION FINANCIAL STATEMENTS AND REQUIRED ACCOUNTING SOFTWARE
Each Section must use QuickBooks Pro accounting software and keep the software updated yearly. Sections may request reimbursement for the QuickBooks Pro upgrades from the Chapter if the Sections do not have the funds to buy the updates.
The original QuickBooks Pro Full Version software, along with the license number and registration information must be retained by each Treasurer.  This version is required to be loaded onto each new Treasurer’s computer before restoring the back-up file provided by the outgoing Treasurer.

At the end of each quarter, according to the schedule below, the Sections will send to the association management firm:

· a Profit and Loss Statement Budget vs. Actual report and Balance Sheet for the dates in the quarter (ie: 1st Qtr is dated (January 1 – March 31, 20XX) provided in QuickBooks Pro; 
· a copy of the monthly bank/savings/CD/money market or other reserve account statements for the previous three months; 
· monthly QuickBooks Pro checking account reconciliation reports showing checks outstanding and verifying that the Section accounts are balanced with the bank balance.  
Section budget line item numbers and names will be consistent with similar Chapter budget line items wherever possible.  Separate newsletter and advertising income and expense line items will be clearly identified.  Revenues, including reserves and investments, and expenses must be completely and accurately reported; net amounts are not acceptable.  
Miscellaneous line items must be separated into specific line items that identify expenses by name if the total in the miscellaneous line items exceed $2,000.
8.
FINAL FOURTH QUARTER AND END OF YEAR MANDATED REPORTING

For the fourth quarter of the year, the Section shall send the association management firm:

· an additional Profit and Loss Statement Budget vs. Actual report and Balance sheet showing the year-end total of income and expenses
· the ending balance in the checking, savings and CD or other reserve accounts, noting the beginning balance of the checking account for the new year.  
· the Section Budget for the new year.  

The year-end information will be incorporated into the Chapter's tax return and is due by February 15.
9.
DUE DATES FOR SECTION FINANCIAL REPORTS TO THE CHAPTER


FIRST QUARTER



APRIL 15


SECOND QUARTER



JULY 15


THIRD QUARTER



OCTOBER 15


FOURTH QUARTER & YEAR END

FEBRUARY 15
10.
WITHOLDING SUBVENTIONS UNTIL FINANCIAL REPORTS PROVIDED

Sections failing to provide the above information at the end of each quarter, or the end of the year information, will not receive their subvention checks until the information is sent to the association management firm.  Sections which send in their financial information each quarter will receive their subvention checks as soon as possible following receipt by the Chapter of the Chapter subvention deposit from National each quarter.  

If any Section fails to provide the information required above on a timely basis, or provides incomplete information, the management firm shall provide written notification to the Section Director and the Section Treasurer explaining the problems
