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The Financial Policies of the California Chapter of the American Planning Association incorporate the general guidelines, specific money allocations and restrictions that have been established by the APA California Board or pursuant to membership vote.  All future budget decisions shall be made consistent with these policies or the policies shall be amended.  Amendment of any fiscal policy shall be made by majority vote of the APA California Board of Directors or member vote, as determined by the Board.
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AMERICAN PLANNING ASSOCIATION

CALIFORNIA CHAPTER
FINANCIAL POLICIES
APA CALIFORNIA PROFIT AND LOSS BUDGET VS. ACTUAL REPORT AND BALANCE SHEET

The association management firm will provide the President and Vice Presidents, following the end of each quarter, with a Budgeted profit and Loss Budget vs. Actual Report (P&L) and Balance Sheet.  These reports detail the quarterly and to-date income and expenses compared to the budget, and current assets and liabilities.  The President and Vice Presidents will review the reports to determine if expenditures and income are correct, and if budget adjustments or overages are necessary.  These reports will also be provided to the full Board at each Board meeting.  APA CALIFORNIA uses a line item budget, with each income and expenditure allocated to a specific line item in the budget.

NOTE:  THE BUDGET LINE ITEMS LISTED BELOW HAVE BEEN RENUMBERED TO REFLECT THE CHANGES MADE BY THE BOARD IN THE LAST FIVE YEARS AS WELL AS THOSE LINE ITEMS THAT HAVE BEEN DELETED BY THE BOARD.  THE 2010 BUDGET WILL ALSO NEED TO BE AMENDED TO REFLECT THESE CHANGES.  POLICIES THAT WERE INCLUDED IN THE FINANCIAL POLICIES HAVE EITHER BEEN INCORPORATED INTO THE APPROPRIATE LINE ITEM OR REMOVED IF OUTDATED.

INCOME

All income derived from programs, fees, dues (National and Chapter-Only) 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 below include budgeted, estimated income expected from dues, programs, sales, interest and other income.  Where possible, the income line items are similar in number and title to related expense items. Where there are corresponding line items, the corresponding line items are noted in parentheses.

01 – Office Income

This section includes all income budget line items assigned to association management:

11 – 
Interest – Checking:  interest received from the APA California checking account.

12 – Interest – Savings: interest received from any regular APA California 
savings accounts and interest/dividends received from American Funds 
reserve accounts.

NOTE:  Line items 13–Insurance, 14-CPF Auction Credit Card Transaction Income, and 15–Reimbursed Expense Income have all been removed at the recommendation of the Quickbooks format.  This insures that these pass through expense line items include the exact amount expended by the Chapter, rather than the amount expended by the Chapter plus the amount reimbursed from other parties, which are not Chapter expenditures.  The corresponding expense line items will be reduced by the same amount in line items 103–Insurance Premium, and 114– CPF Auction Expense, or eliminated (LI 106-Reimbursed Expenses) to reflect this change.

DELETED:  LI 33 – Legislative Publication (No longer operational)

04 – Professional Development

This section includes all income budget line items under the Vice President, Professional Development:

40 - 
AICP Publications:  income received from the sale of the AICP Study Guides, certification maintenance CD’s, and other AICP-related information. (
LI 403 and 404)

41 - 
Workshop Revenue:  income from any Chapter-sponsored workshops. (LI 401)

05 – Public Information

This section includes all income budget line items under the Vice President, Public Information:

50 - 
Newsletter-Display Ads:  income received from advertisements, other than 
calling cards, published in Cal Planner.

51 -
Newsletter-Calling Card Ads:  income received from calling card 
advertisements published in Cal Planner.

52 -
Newsletter-Subscriptions:  income received from subscription rates charged non-APA members who subscribe to Cal Planner and members who request additional subscriptions.

53 - 
Web Advertising:  income received from on-line advertising posted on the APA California web site. 
NOTE:  06-Administration was deleted.  LI 61-Award Program Ad Sales, was never used; LI 62-Extra Award Reimbursement is a pass through line item that has been removed re: Quickbooks format, LI 63-64, Member Financial Support for Dues and Conference were a 2009 budget item only.  Member list rental policy was also deleted and will be included in the general policies.

09 – State/Section

This section includes all income budget line items for income derived from both National APA dues and California Chapter-Only dues.  The Chapter receives the National subvention checks in February, May, August and November.

90 - 
Dues–National Subvention: income received from National APA based on dues paid by APA California members.  The Chapter receives $85 per full member. (LI 900)

91 - 
Dues-Chapter-Only:  income received from Chapter-Only dues.  Dues are currently $115 per year.  From this amount, $100 is held with the Chapter as general income, and $15 is rebated to the Sections based on Section Chapter-Only membership.  (LI 901)

92 -
Conference Profits: net conference profits.  Net conference profits are distributed by the association management firm to the Chapter and the Sections after closing the conference account. Before any profits are distributed to the Sections and Chapter, all conference expenses must be paid from gross conference income. Conference profits will be posted in the year the conference is held or the following year based on when the conference books can be closed.  (LI 902)
NOTE:  Please see Conference Manual for full explanation of conference financial policies.

Note:  These used to be in LI’s 700 but were renumbered.  Old LI 73-Conference Loan Repayment and Closing Conference Books and Accounts were removed.  They are no longer relevant now that the association management firm is handling the conference accounting and there are separate conference checking accounts.

100 – Miscellaneous Revenue

This section includes all income budget line items for income generated from miscellaneous sources:

103R -Miscellaneous Revenue:  income received for products or activities not related to a specific budget line item. (LI 1003)
Note:  This used to be LI 900 but was renumbered to match revisions to Expense Line Items.  Outdated LI 94-Grants and 95-Archive Contributions and notes were removed.  They are not operative line items.

EXPENSES

All expenses by APA California for any portfolio item are included in the Profit & Loss 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, and the percentage of the current year budget amount for each line item which has been expended to date.  Where there are corresponding income line items, they are noted in parentheses.

EXPENSE LINE ITEMS

The following lists each expense line item for which APA California has budgeted expected expenses for programs and portfolio responsibilities.  Where possible, the expense line items are similar in number and title to related income line items.

1000 – Office

This section includes all expense budget line items for costs incurred to manage the association, including expenses incurred to contract with an association management firm and office expenses.  The association management firm bills APA California for direct office expenses based upon a yearly budgeted total (budgeted in Line Items 101 through 114.  If the expenses exceed that estimated amount, the association management firm shall notify the Board for adjustment or overages.

100 - 
Management Services: contract fee for professional association 
management services.

101 - 
Operations-Miscellaneous: miscellaneous direct costs incurred in operating the association offices other than those specific expenses listed in line items 102-112.

102 -
Board Meetings Expenses/Retreat:  reimbursed travel (airline or mileage) expenses incurred by APA California Board members, staff and contractors to attend Board meetings and retreats, the cost of meals provided by APA California for the meetings, facility fees if any, and hotel room costs if the Board meetings/retreats are held over two days.  
The Chapter pays for the following Board meeting/retreat expenses:  meals provided by APA California for all Board members, and travel expenses such as plane tickets, mileage at the IRS-approved mileage rate, cab fares, parking and bridge tolls.  The cost of the hotel room for one night for Board members, staff and contractors (as appropriate) will also be reimbursed if the Board meeting or retreat is held over two days.  Expenses are paid upon submission to the association management firm of receipts or other written documentation of costs incurred.  
If a Board meeting is held at the annual state conference, the Chapter pays travel costs to the Board meeting if the Board member’s employer does not reimburse conference costs.  
Travel costs to Board meetings held at the annual conference do not include meals (other than meals related to the Board meeting or conference provided to the entire Board, or lodging for the conference.  However, the Chapter will pay hotel costs for the Saturday night before the Sunday Board meeting at the Conference.
103 - 
Insurance Premium: Chapter portion of the yearly premium for Chapter/Section/CPF liability and Directors and Officers insurance, and all insurance-related premiums.

104 -
Elections: general election costs and costs incurred to format ballot for email election, and mailing costs for any members who request a printed copy.

105 - 
Phone/Fax: all phone and fax expenses.

106 - 
Office Supplies:  all office supply expenses.

107 -
Postage:  all postage expenses except as noted in other line items (i.e. LI 104 and 601).

108 - 
Printing:  all printing expenses except as noted in other line items (i.e. LI 503 and 601).

109 -
Copies: all copy expenses.

110 -
Storage:  storage fees charged by the storage facility used by the association management firm to store APA California files and non-archived materials.

111 -
Merchant Credit Card Fees:  Fees associated with processing credit card payments.

112 -
CPF Auction:  Amount of pass-through payment to the California Planning Foundation for the annual auction purchases paid by credit card, as well as transaction fees.

NOTE:  These items were renumbered due to elimination of previous LI 105-Board Member Manuals and 106-Reimbursed Expenses.

2000 – President

This section includes all expense budget line items under the President incurred to carry out his/her duties and administer programs under the President’s portfolio:

200 - 
President’s Expenses:  expenses and travel costs incurred by the President to attend Section Board meetings, meet with affiliated organizations or pay for expenses related to special programs or projects.

201 -
President’s Travel:  travel costs and expenses incurred by the President or his/her designee to attend two National APA Chapter President Council meetings per year, including National conference fees, travel and meal costs, and hotel accommodations.

202 -
President-Elect/Past President:  costs incurred by the President-Elect or Past President for travel and other miscellaneous expenses.

203 -
Public Relations Program:  contract fee and expenses for professional public relations services when budgeted.

204 -
Student Representative Expenses:  expenses incurred by the Student Rep for student programs and conference expenses.

3000 – Policy and Legislation

This section includes all expense budget line items for the Vice President, Policy and Legislation to use in conducting his/her duties and administering programs under the Policy and Legislation portfolio. This section also includes contract fees for a professional lobbying firm.  

300 -
Lobbying Services: contract fee for professional lobbying services.

301 -
Legislative Review Teams/VP Operations:  travel costs and expenses incurred by the VP and lobbyist
 to attend Legislative Review Team meetings; expenses incurred for other legislative and policy-related meetings, events and programs; and mileage reimbursement for Legislative Review Team members upon written request.

302 -
National Legislative Representative:  registration and travel costs
 incurred by the National Legislative Representative to attend the National APA annual conference (if the representative’s employer does not pay the cost) and National legislative workshops and conferences.

NOTE:  Previous unused LI 301-Special Projects was removed and the items renumbered; outdated Leg Review Team policy language was also removed.

4000 – Professional Development

This section includes all expense budget line items for the Vice President, Professional Development to use in conducting his/her duties and administering programs under the Professional Development portfolio:

400 – Professional Development Operations:  costs incurred by the VP for travel 
and other miscellaneous expenses (other than costs related to workshop programs).

401 -
Workshops: costs incurred in organizing and advertising workshops, 
including management staff services.  (LI 41)

402 -
FAICP Expenses:  FAICP nomination fees every other year.

403 -
Certification Maintenance: expenses incurred to purchase qualified educational CD’s from National for continuing maintenance lending library and other CM training materials.

404 -
AICP Publications: expenses incurred to purchase the AICP Study Guide CD’s from National APA.  (LI 40)

NOTE:  Previous outdated LI 401-AICP Expenses and LI-403 Workshop Rebates were deleted and LI’s renumbered.

5000 – Public Information

This section includes all expense budget line items for the Vice President, Public Information to use in conducting his/her duties and administering the programs under the Public Information portfolio.  This section also includes expenses incurred to contract with a professional communications firm to assist in editing and publishing the digital Cal Planner, and a webmaster to oversee the APA California web site.

500 -
Newsletter-Professional Services: contract/design fee for the digital Cal Planner services provided by the professional publications firm.

501 -
VP Operations: costs incurred by the VP for travel and other miscellaneous Public Information expenses.

502 -
Newsletter Mailing:  costs incurred to mail Cal Planner to those members asking for a printed copy.

503 -
Supplemental Newsletter Production: production costs for additional Board-requested nonCal Planner tasks, such as including the awards inserts, document graphics and other membership announcements determined by the Board, and any supplemental direct expenses incurred by a professional publications firm. Costs will be itemized prior to approval of supplemental work.

504 -
Newsletter Management Services:  contract fee for Cal Planner invoicing and management services provided by the professional association management firm.  Costs offset revenue to reduce UBIT taxes.

505 -
Web Management Services: management firm services fee to oversee, maintain, and improve the APA California web site.  Costs offset revenue to reduce UBIT taxes.

506 -
Directory Maintenance: management firm services fee to manage and invoice for on line consultant directory.  Costs offset revenue to reduce UBIT taxes.

507 -
Website Management: contract fee for professional web master services.  Costs offset revenue to reduce UBIT taxes.

NOTE:  Previous outdated LI 504-Public Relations Services, LI 505-Public Relations Expenses, LI 507–Newsletter Management Expenses, LI 510-Consultant Director, LI 512–Media Upgrade, and LI 514-Public Communication Plan CA were deleted and the remaining LI’s renumbered.  

6000 – Administration

This section includes all expense budget line items for the Vice President, Administration to use in conducting his/her duties and administering the programs under the Administration portfolio.  This section also includes expenses incurred to contract with an accountant to assist the Chapter in completing taxes, audits, and other accounting services required by the Board.

600 -
Administration VP Operations: costs incurred by the VP for travel and other miscellaneous expenses (other than those incurred for the awards program).

601 -
Awards: costs incurred for awards program, including the purchase of one award per award winner, printing, mailing and travel costs.  Travel costs include costs to allow VP to meet once with professional communications firm to develop and coordinate awards announcements and costs, including mileage or airfare for jury, to allow awards jurors to meet once with the VP to choose award recipients.

602 -
Extra Award Expenses: costs to be reimbursed by award recipients for the purchase of more than one award.  The Board budgets funds each year in Line Item 601 to purchase one award per award winner.  Each award winner is provided an order form to allow the award winner to purchase additional awards.  The price charged for additional awards includes the price of the award, postage, management time to coordinate and mail, and a profit for the Chapter.

603 -
Accountant/Tax Services:  yearly fee for professional accounting firm to perform an audit reconciliation or other review of APA California accounting records and policies as recommended and budgeted by the VP Administration or Board, and to complete APA California tax returns. 

604 -
Membership Inclusion Director:  costs incurred by the Membership Inclusion Director in carrying out his/her responsibilities.

605 -
Marketing Director Expenses:  costs incurred by the Marketing Director in carrying out the marketing activities of the Chapter.

606 -
Reserves/Savings Contributions:  transfers of any excess in the general checking account over $75,000 to the reserve account.

607 -
UBIT Tax-Unrelated Business Income Tax:  UBIT paid each year upon submission of the Chapter’s tax return.  This tax is paid on income/revenues received from activities of a nonprofit, tax-exempt organization that is not related to the tax exempt purpose of that organization, such as ad income.  APA California is a 501 (c) (6) organization.

NOTE:  Conference policies that are in the Conference Handbook, as well as LI’s 610/611 – Member Financial Support for Dues and Conference fees, were removed and the numbers reconciled.

7000 – Conferences

This section includes all expense budget line items for the Vice President for Conferences not directly related to direct conference expenses.

700 -
VP Operations: costs incurred by the VP for travel and other miscellaneous expenses to carry out his/her duties under this portfolio.

8000 – Planning Commissioner

This section includes all expense budget line items for the Planning Commissioner Representative.

800 –
PC Operations:  costs incurred by the VP to carry out his/her duties under this portfolio.

NOTE:  These positions were inserted after the other elected positions and portfolios and the other LI’s below renumbered.

9000 – Section Subventions

This section includes expense budget line items for the following funds collected by the Chapter and rebated to the Sections.

900 - 
Section Dues Rebates: 17% of the amount estimated to be received in LI 90, Dues – APA California.  The subventions (rebates) to the Sections are then allocated to the Sections based on 17% of the actual rebate received by the Chapter from National.  Each Section receives its proportional share of the 17% based upon the current number of members in each Section. (LI 90)

901 -
Section Chapter-Only Rebate:  the amount to be rebated to the Sections from the Chapter-Only Dues.  Chapter-Only dues are currently $115.  The Chapter receives $100 per member.  The Sections receive $15 per member.  The rebate will be provided to the Sections at the beginning of each year for the prior year’s Chapter-Only actual dues received. (LI 91)

902 -
Section State Conference Rebate:  the amount of conference profits disbursed to the host Section and other Sections.  (LI 92) The percentage rebated to the Sections and Chapter is determined by the following formula:

	STATE
	HOST
	SECTIONS

	
	
	


NOTE:  Conference profit split payment policies will be amended in January.  Other conference policies were removed as they are now in the Conference Manual.  Also, the previous LI 8000 – Student Rep and Planning Commissioner, has been repositioned as approved by the Board and the following LI’s renumbered accordingly.
10,000 – Other Expenses
1000 -
Chapter Historian:  costs incurred by the Chapter Historian for printing, mailing, travel and other expenses incurred to conduct the Chapter Historian program, and to maintain the APA California Archives.

 (Per Hing:  CPF awards a scholarship annually to a student attending Cal State Northridge.  This line item is no longer necessary.)
1002 -
CSUN Archives: Amount provided to UC Northridge to archive historical APA California documents.

1003 -
Miscellaneous Expenses: expenses incurred for programs or projects not otherwise included in an existing line item. (LI 103-R)
1004 -
Event Co-sponsor Expense: amount, when budgeted, used for APA California co-sponsorship expenses.

1005 -
PEN Expenses: expenses incurred by the Planners Emeritus Network for programs and communications.

1006 -
Special Projects:  monies approved by the Board for special projects if budgeted.
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GENERAL FINANCIAL POLICIES

APA CALIFORNIA SAVINGS AND CHECKING ACCOUNTS

RESERVES/SAVINGS ACCOUNTS

These accounts are to be used by the Chapter only if there is a financial emergency to provide the Chapter with a financial cushion for those unforeseen fiscal problems that may arise.  Used of any of these funds must be approved by 2/3 of the APA California Board.  The Board each year will determine a yearly deposit to the near-term reserves/savings account that will continue to build a reserve, but at the very least, will be an amount necessary to fund operating expenses for the Chapter for one year.  The money will be invested in financial instruments/securities that will provide the Chapter with the highest interest rate without undue risk based upon a recommendation from the APA California financial advisor.
  The near-term reserve/savings account will be invested in financial instruments/securities that will provide the Chapter with the highest interest rate with the potential for no or less than ???? variation in principle value. 
Prior to the Board making an decision to invest in any particular financial instruments/securities, the Board shall receive and consider the risk and reward information and the out undue risk based upon a recommendation from the APA California financial advisor. The transfer of money to reserves from the checking account, if budgeted, will be made in January of each year.
NOTE:  THE BOARD WILL BE DISCUSSING THE RESERVES/SAVINGS POLICIES AT THE BOARD MEETING AND RETREAT ON JANUARY 15TH WITH THE FINANCIAL ADVISOR.  THIS POLICY WILL MOST LIKELY BE UPDATED AT THAT TIME.
CHECKING ACCOUNT

The checking account is used to pay APA California’s normal operating expenses, and to pay bills in accordance with the APA California adopted budget.  Interest from the checking account is credited to a budget income line item (LI 11).

CONFERENCE ACCOUNTS

The Chapter shall maintain two conference accounts, one for the current year’s conference, including the conference loan to pay initial conference expenses, and one for the next year’s conference.  Each account shall maintain a minimum balance of $15,000.

PAYMENT AND CHECK POLICIES

Payment of Extraordinary APA California Expenses:  the APA California management firm shall not pay any portfolio-related bill or expenses
 that is not associated with a contracted amount or a normally-budgeted on-going expense without prior approval of the affected Vice President and the Vice President for Administration.

Monthly Reconciliation to Board
:  a monthly reconciliation report of all checks is e-mailed to the Vice President for Administration, President, each Vice President and any other Board member who requests the report for his/her portfolio items. Board members are requested to carefully review the reconciliation to monitor expenses each month related to their portfolio budgeted amounts and keep them on track.  The monthly reconciliation will also alert the Board member of any potential overages as early as possible, which should then be discussed with the association management firm.  These monthly expenses can then be reviewed against the Budgeted Profit and Loss vs. Actual Report and Balance sheet sent each quarter as noted on the first page of the Financial Policies that are also sent to the Board for review at each Board meeting. 
Check Cashing:  APA California shall not honor any checks not cashed within 90 days of issuance.

Budget Committee Suggested Checklist and Calendar

The following is a suggested Budget Committee checklist and calendar.

	August 1
	Budget Committee (President, all Vice Presidents, one Section Director) will be appointed by the President

	August 1
	Budget Committee and each portfolio manager will be sent an initial draft budget listing both the previous year's and new year's proposed budget amounts for each Line Item, Strategic Plan strategies for the year, and current Profit and Loss Statement for review

	August 10
	Vice Presidents and other portfolio managers will send their budget requests to the Budget Committee

	August 20
	Budget Committee will be sent a new draft budget and supporting documents and will meet/conference call to develop the final draft Budget; Proposed budget will be based on consideration of the revised Strategic Plan, Vice President and other portfolio manager requests, and current year actual expenditure and revenue trends to date from the latest Profit and Loss Statement

	August 31 (or by Conference Board meeting date)
	Draft Budget will be distributed to the entire APA CALIFORNIA Board for review and comment by the Board meeting at the conference. Any mid-course corrections to the current year budget will be made if necessary to reflect actual expenditures and revenues based on the latest Profit and Loss Statement before the draft budget is sent to the Board for review and approval

	September 15-October 31 (depending on date of Conference Board meeting)
	Comments on Draft Budget due from Board

	At the Conference Board meeting
	Final Budget will be adopted by the APA CALIFORNIA Board

	November 1
	Admin Dir notifies National APA of California dues increase pursuant to CPI if applicable

	November 1
	Admin Dir updates Chapter-Only membership form to increase dues pursuant to CPI if applicable and sends notice and new Chapter-Only membership form to Sections with the new increased Chapter-Only membership amount

	December 1
	VP for Admin sends final Budget copy and explanation to VP Public Information for publication in the January/February Cal Planner and for posting on the APA California website

	December 31
	VP for Admin revises the APA CALIFORNIA Financial Policies if any changes are made during the budget process or made by the Board as included in the minutes


NOTE:  Budget activities related to the Strategic Plan and outdated Budget Checklist and Calendar Information has been deleted.

BUDGET POLICIES

1.  
CURRENT-YEAR BUDGET REVIEW
The current‑year budget will be reviewed at each Board meeting and any corrections necessary will be made at the Board meeting.

2.  
EXPENSE OVERAGES
Board members are expected to stay within the budget on each line item within their portfolios.  The association management firm will notify the responsible Board member, the President, and Vice President for Administration if a portfolio item is within 15% of the budgeted amount or over budget.  The Board shall approve all overages.  All overages are subject to this requirement, except those that are offset by income in the same budget year.

Overages shall be approved by a majority of the Board at a Board meeting or, if a Board meeting is not scheduled within a reasonable period of time, through e-mail vote.  Emergency allocations may be approved by a majority of the Executive Committee. 
3.  
BUDGET COMMITTEE
In August of each year, the President appoints a Budget Committee consisting of the President, Vice Presidents, other elected positions, and two Section Directors.  The Committee submits a draft proposed budget to the Board for its comments in advance of the last Board meeting of the year and the final budget for vote will be submitted to the Board for adoption at the last meeting of the year.  The draft and final budget will identify the changes between the current year and the suggested budget for the up‑coming year.  The proposed budget will also include an attached explanation of each budget item, how the budgeted amounts were determined and any major changes in individual items from the current budget year.  (SEE BUDGET CHECKLIST/CALENDAR FOR THE SPECFIC PROCESS.)

4.  
PUBLISHING CHAPTER BUDGET
The Vice President for Administration shall ensure that the Chapter's final approved budget is published each year in Cal Planner and on the website in the first available issue of the calendar year for the new budget.

NOTE:  OUTDATED POLICIES FOR NEW BUDGET ITEMS, INCOME UNDERAGES, AND CREIT CARD TRANSACTION POLICIES WERE REMOVED.

CONFERENCE FINANCIAL POLICIES & CONFERENCE CHECKING ACCOUNTS

SEE CONFERENCE HANDBOOK AND SPECIFIC CONFERENCE BUDGET LINE ITEM

SECTION FINANCIAL POLICIES
1.  
CHAPTER FINANCIAL RELATION 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.  
SECTION FINANCIAL STATEMENTS
Each Section must use Quickbooks accounting software and keep the software updated. Sections may request reimbursement for the Quickbooks upgrades from the Chapter if the Sections do not have the funds to buy the updates.  At the end of each quarter, according to the schedule on below, the Sections will send to the association management firm a Profit and Loss Statement and Balance Sheet to date provided in Quickbooks; a copy of the monthly bank/savings/CD statements for the previous three months; and monthly Quickbooks checking account reconciliation report 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.

For the last quarter of the year, the Section shall send the association management firm the final Profit and Loss Statement and Balance sheet showing the total to date income and expenses, the ending balance in the checking, savings and CD accounts, and noting the beginning balance of the checking account for the new year.  The final quarter year-to-date information will be incorporated in the Chapter's tax return and is due by February 15.

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 check 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.

DUE DATES FOR SECTION FINANCIAL REPORTS TO THE CHAPTER  ARE:


FIRST QUARTER



APRIL 15


SECOND QUARTER



JULY 15


THIRD QUARTER



OCTOBER 15


FOURTH QUARTER & YEAR END

FEBRUARY 15

NOTE: OUTDATED WORKSHOP FINANCIAL POLICIES WERE REMOVED.
APA CALIFORNIA FINANCIAL RELATIONSHIP TO CPF
All APA California members are automatically members of the non‑profit educational organization, the California Planning Foundation (CPF).  CPF is a 501(c)(3) non-profit organization.  The organization solicits and receives tax‑deductible donations from members and the general public for programs that advance planning in California.  CPF uses the donations to conduct research of planning‑related programs that impact the State, provide scholarships to planning students, and conduct workshops and programs specifically designed to educate California planners and planning students.  Although a closely‑associated organization, the California Planning Foundation does not depend on any budget allocation from APA California.  However,  APA California may assist in funding the CPF Scholarship Program if funds are available.
�I’m open to reconsidering this. I think all Board members should attend the conference in any case, so why pay for their travel?


�What about dinner at retreat and night before conference?


�This doesn’t reflect current practice since APACA pays for the hotel the night before the Sunday conference meeting.


�Haven’t we also paid for Leg Review team member mileage? And we do pay for lunch at review team meetings


�Does this include conference registration?


�With Digital  format there is less formatting and coordination demands and we need to address more functions that can be achieved under this fee. 


�Need better cost control for these services


�This is pretty vague. Do we need/want an investment policy? What is undue risk? What are our investment goals? Are our investments targeted (e.g., socially responsible funds, avoiding certain investments)?


�Need to define what “extraordinary” means. 


�How does this correlate to the quarterly reports described on the first page?


�I think we need this at every Board meeting.


�Define. Say within 15% of budget


�Is this consistent with our practice? My impression is that the Board is always asked to approve overages after-the-fact at Board meetings.


�There is no p. 29
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